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Introduction – Who are Mono Equipment?
Mono Equipment are a manufacturing company based in Swansea, with 105 employees, 9 of whom work as engineers and sales executives and travel around the UK.  There is a flat managerial structure (EV1) with many managers having more than 1 role and a lean workforce within the company. I am the only person working within the HR department.
Mono has a long-standing workforce, with 25% of its employees being employed for over 30 years (this includes half of the management team). There is currently a spike in recruitment as a large proportion of this number have already informed HR of their intentions to retire within the next 2 years and hence leaving a large gap in the workforce.  This has prompted senior management to think about current processes and roles and to change some of their historical ways of working.  This has proven to be an opportune time to introduce some new performance management activities which haven’t been carried out for several years.   

[bookmark: _Hlk75112814]Lo1 Be able to provide information on performance management activities within an organisation.
Question 1.1 
Performance Management starts at the beginning of employment from recruitment interviews and continues through the working experience up until an employee exits the company (Valamis 2020).  The Performance Management activities currently in circulation and being reviewed by Mono Equipment’s HR department and management are explained below: - 
Key Performance Indicators (KPI’s) are not present in office departments.  Factory employees have KPI’s based on the number of products produced per day and compared with the maximum number of products that can be produced.  These KPI’s are departmental and reviewed and monitored by management and line managers and can alter depending on factors such as customer specifications along with the number of orders for the day/week.  HR produce monthly and quarterly KPI’s that are issued to Mono directors and the group CEO.  HR KPI’s are based on absence, turnover, off-site training days and include Health and Safety Accidents (EV2 and EV3).
Poor performance at Mono is addressed when a Line manager feels an employee isn’t working effectively or is breaching some of the internal policies.  Although line managers have received training on dealing with performance issues, due to the low number of performance issues at Mono, line managers feel more confident when their decisions on how to progress are discussed with HR.  HR ensure along with the line manager that the correct process is followed in line with the current polices, best practice and HR Law.  The following documentation is used when addressing performance issues: 
· Absence Control Procedure (EV4) – This is used when employees have reached the trigger points with absence from work.  Mono currently has trigger points of 3 periods of absence within a rolling year.  If this is breached, then in line with the absence control procedure, an employee is brought into a disciplinary meeting.  HR will inform the line manager of the breach and the line manager will set up a disciplinary meeting.  After each period of absence a return-to-work form is completed (EV5) by the line manager and submitted to HR who will decide on whether the sickness is related to other periods of absence or if there are any underlying issues that the company need to be aware of and feed back to the line manager.  If there are no underlying issues that need to be addressed, the disciplinary procedure is used.
· Disciplinary policy/procedure (EV6) is used when informal procedures have been exhausted.  The reason for the meeting will decide on who chairs the meeting.  If it is absence related, line managers and HR will attend, if it is more serious e.g. bullying, a manager and HR will attend.  Appeals will always be heard by the Managing Director.
· Performance Improvement Plan (EV7) – These are implemented if there are aspects of an employee’s role that the manager requires improvement on.  The area of improvement is identified, what actions are required and review dates are monitored.  These are carried out by the line manager with advice from HR.
Interview, recruitment and induction are processes that have been reviewed over the last few months by HR to make them more robust.  Job vacancies and descriptions for new roles have been updated to assist with attracting applicants and ensuring they have sufficient information about the role (EV8, EV9).  HR create job descriptions based on what the departmental manager requires and the Company Recruitment and Selection Policy is followed (EV10).  Interviews are carried out via Line managers/departmental managers.  Interview Evaluation forms are completed once the interview has finished and scorings by HR and the line manager are reviewed (EV11). The questions asked ensure that the person selected for the role has the same values as Mono and potential for the future.
When new recruits start within the business, the induction policy is followed (EV12).  The induction is the final stage of the recruitment process and the start of the Performance management process (CIPD 2021).  The induction has changed over the last months to ensure that performance standards and Mono’s expectations are clearly explained.  HR carry out an overview of HR, payroll and H&S processes and discuss the Company Values using a HR induction form (EV13) and supervisors complete a more specific departmental induction form (EV14). The Company handbook is issued (EV15) and discussed which outlines the Companies policies, Code of Conduct and Core Values (EV16, EV17), ensuring new employees know what is expected of them and what they can expect from Mono.  Examples of policies discussed are Drug and Alcohol (EV18), bullying and harassment and smoking (EV19).
Informally, during the first number of weeks  the employee and line manager have review meetings with their new recruits to monitor their work, give feedback and assist in managing employee expectations of the role.  Formal probation reviews are carried out at the end of 3 months between the employee, their line manager and HR.   Here, training and development are discussed in-line with the training and development policy (EV20).  Individual training and development plans are created and reviewed at an agreed date (EV21).
Appraisals are not currently carried out at Mono, however it has been discussed and agreed that they are to start in January.  The meetings will become formalised between the line manager and employee.  The employee will complete their own self review form before the meeting (EV22) and the Line manager will complete a review on the employee (EV23).  The review will be discussed and HR will keep a copy.  Appraisals will not be carried out for monetary purposes, but will be a way of identifying training, offering feedback for the past year and setting objectives for the coming year.  

Question 1.2
Performance Management is a vital part of the employer and employee relationship (CIPD 2020).  To assist managers, employees, HR and organisations with these activities are key external sources of information to ensure that management activities are in-line with employment law and best practice.  
There can be risks associated when employers implement a performance management process; claims can be made by employees if performance related issues are dealt with incorrectly and there is an issue in the way the process was handled (Frettens 2011).  Unfair dismissal claims can be brought if internal processes haven’t been followed and an Employment Tribunal will question whether the employer has complied with the ACAS Code of Practice on Disciplinary and Grievance matters (ACAS 2015 EV24). Failure to follow the ACAS Code will be taken into account in determining if the dismissal is fair.  Mono Equipment have created their disciplinary policy in-line with the ACAS code of practice to ensure that the process is carried out correctly with the aim that if this policy is followed, any claims brought against the company can be contested (EV6).
ACAS can be referred to for several Performance Management activities and are a key for sources of information such as investigations and dismissal.  ACAS can also support and convey advice on information to be included in a contract of employment and inductions and offer advice and assistance such as mediation in the hope that issues can be sorted before the tribunal stage.  
Other risks with performance management can include unfair dismissal claims with regards to discrimination under the Equality Act 2010 e.g. an employee stating that they have been involved in the performance management process due to a protected characteristic e.g. sex, age, disability.  Or that they were not recruited by the organisation for protected characteristic reasons.  Mono ensures that their recruitment policy, disciplinary policy and working practices follow the equality act and managers have received equality and Diversity training in the workplace (EV25) to reflect this.
The Equality Act 2010 have a legislative employment Statutory Code of Practice that goes into further detail on the Equality Act and explains what is expected of employers in line with the Human Rights Commission. This guidance will give individuals, businesses and employers the information required to meet their responsibilities at work (EV26).  
Guidance from Gov.uk can be used as step-by-step guidance on how to recruit employees, employment rights and contracts.  Breach of contract claims can be avoided if this guidance is followed (EV27).  This Government digital service assists companies with any questions they may have with employment guidance and regulations.
CIPD offer guidance on employment and are the professional body for HR and people management (CIPD 2021).  They set professional standards to impact organisations, its employees and to influence policy.  They offer the tools that can assist and support companies with performance management such as disciplinaries and dismissal.
Employment Advice Bureau are a business advisory service working solely for employers, offering free employment law and HR advice based on the ACAS Code of Practice such as dismissal and contracts of employment.  They can be contacted on-line or telephone.  Company solicitors can offer the same advice; however organisations will be charged for their service.  Mono currently use JCP solicitors for specific HR advice. 
Mono Equipment have a union on-site so adhere with Unite union standards when dealing with employment practices and people management.  Union representatives are invited to meetings to ensure that their practices are followed for the best interests of its members and Mono employees.
Investors in people provide accreditation to organisations and advise on how to improve on efficiency.  They offer advice to improve people systems within business and are a framework which introduces employee recognition (Investors in People 2021).  Mono do not currently hold the Investors in People accreditation, however, will look at it in the future.
A publication which offers advice is the Xpert HR website, this website gives assistance and guidance on performance management such as contracts, disciplinaries and poor performance.  Members of CIPD get free access to this website.

Question 1.3  
The Coronavirus has impacted the workplace over the last 18 months in several ways such as sickness absence and redundancies.  To ensure that absence management is controlled and employees are safe, a coronavirus policy was created by HR (EV28).  This policy along with numerous informative posters were distributed and explained to employees regularly, this helped ensure employees received the correct information and instruction during the pandemic (EV29).  HR have been communicating with the workforce and management on a regular basis informing them of local regulations, this included employee talks where the whole factory came together and smaller departmental talks.      
Inductions are carried out by HR when an employee starts on day 1.  Company policies, procedures and values are discussed during the induction and signed for by the employee stating that they understand what has been discussed (EV30).  HR arrange the first few days of employment for the employee by sending out an agenda to key personnel.  Arrangements are made for the employee to spend time with the key individuals to understand their role a little better (EV31). 
HR arrange probation review meetings with employees.  Letters are produced once completed successfully (EV32) and discussed with employees.  During the meeting, training and aspirations for the future are discussed and recorded (EV33) and followed up by HR in a few months.
Training and development of individuals within the company is currently being reviewed.  Several employees have asked for advice on what training they can complete to be more effective in their role.  The Warehouse Manager is very keen on improvement and asked for advice on the next stage of training for her.  HR advised on a course and arranged further training on the Company disciplinary policy and how to mentor her team (EV34).  
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(EV34 e-mail to Warehouse Manager advising on Training requirements and her response)
[bookmark: _Hlk82802526][bookmark: _MailOriginal]From: Laura Daniel 
Sent: 30 June 2021 10:55
To: Heulwen Evans
Subject: Training
Morning Heulwen, 
As mentioned, to assist you with your on-going leaning for your role of Warehouse Manager, I have looked into some courses that will hopefully help you going forward with managing your team.  As you have already completed Level 3 in leadership and management, I recommend that you now look at completing level 4.
This will benefit you in so many ways and give you confidence when dealing with more difficult aspects with your team.  I will arrange for the tutor to come to site and talk to you in more detail on what is involved.  As with your previous learning, I will be available to assist you with the activities and guide you through areas where more experience may be required.  
I also include a training plan on further courses I think would benefit your management training.
As already discussed, I will arrange for us to have a training session on our internal disciplinary and grievance policy and on coaching and mentoring the warehouse team.

Please let me know your thoughts.

Kind Regards

Laura
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United Kingdom

	www.monoequip.com
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This e-mail, and any files transmitted with it, is confidential and intended solely for the individual or organisation to whom it is addressed.  If you received this e-mail in error or are having problems sending emails to MONO Equipment personnel, please notify the System Administrator - postmaster@monoequip.com. MONO Equipment reserves the right to block any email attachment we deem inappropriate and to also reject any inbound connections from blacklisted servers.  Any email meeting the above criteria will be automatically rejected without notification given to the original sender. Any views or opinions expressed in this email are those of the sender and do not necessarily coincide with those of MONO Equipment or the AFE Group.

From: Heulwen Evans 
Sent: 30 June 2021 13:26
To: Laura Daniel
Subject: RE: Training

Thanks very much for the information, the level 4 course is definitely what I am looking for at the moment to help me lead the team.  I will have a look at the training plan, can I use this template for my team going forward?
I am available next week for the coaching and mentoring session, Friday suits best as it is quieter for us here if that's ok? Probably the week after would be best for the disciplinary training.
Thanks again for your help on this.
Heulwen
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United Kingdom
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LO2 Be able to support line managers to deliver performance management activities within the organisation.
Question 2.1 
HR assists Line managers in a variety of ways with performance management at Mono Equipment.  Activities are often in line with the Performance Management Process diagram below (CIPD 2021).
[image: Diagram

Description automatically generated]
HR enhance and reinforce performance standards by giving advice on Company policies, ensuring that standards are met and employees are treated fairly and consistently. An example of this is when employees are going through the disciplinary procedure.  When issues are brought to the attention of HR by the Line Manager, the disciplinary policy is discussed and reminders are given to ensure that the correct procedures are carried out.  The Line Manager carries out the disciplinary meeting with HR there as support.
HR occasionally advise on employment law e.g. before and during interviews to ensure that managers are not being discriminatory with any questions asked and reasons for their decisions.
They act as administrative support to prepare letters for disciplinary meetings or probation review meetings and as a record keeper for sickness absence in the form of return-to-work interviews and sickness records.  HR also keep record of holidays taken by employees and issue a spreadsheet of remaining holidays each month.  They also assist with the induction process of new recruits within their teams, HR give an overview of policies and standards, whilst the Line Manager gives more of an indepth overview of their own departmental workings.
HR keep and review information on training and development by keeping certificates and informing Line Management when training is overdue e.g. first aid training or refresher display screen equipment training.   Line Managers identify the training requirements in their departments (sometimes with the help of HR) and inform HR to source and arrange courses.  HR also support administratively in meetings e.g. absence meetings, where they give information on previous absences to assist with the decisions made. 
HR provide information to Line Managers on a regular basis.  From information on Coronavirus Controls in the workplace to information on new policies. Formal meetings are held every six months with HR and Line Managers to talk as a group about any issues and to hold training sessions on new policies. 
HR provide coaching to new line managers, assisting them with how to manage some members of their team e.g. those who are disruptive and have recently run a training course on Coaching and Mentoring in the Workplace.  
Supervisors review CV’s as they come through the job site Indeed.  HR sift through the CV’s picking out the ones who have the skills and experience required for the role.  The wording for Job vacancies have been agreed in advance by Line Managers, once agreed, HR will arrange interviews.
HR assist with counselling and support on a regular basis to both line managers and team members.  The Line Manager will speak to the individual initially, however for cases where they require additional assistance, they will speak to HR who is a qualified mental health first aider and listen and offer support where possible.  However if cases require further help, HR will contact the Occupational Health nurse who will offer her medical assistance.  
As mentioned previously, HR will be providing support on Appraisal Systems and filling out the forms when training starts on the new forms in November/December.

Question 2.2 
Training on how to conduct a disciplinary meeting has been carried out by HR with the Line Managers to ensure that they have step by step instructions on how to carry it out correctly using best practice (EV35).  As there are not many disciplinary meetings within Mono, Line Managers are often sent e-mails from HR before the meeting reminding them of the process (EV36).  HR prepare the letters inviting employees into the disciplinary hearing meeting (EV37) and follow up with a letter explaining the outcome of the meeting (EV38).  These letters are kept within employee files for either 6 months or a year depending on the outcome.
HR arrange interviews with internal and external candidates once CV’s have been reviewed and agreed with the Line Manager and invite candidates to site and attend the interview with the manager (EV39, EV40).
HR assist with absenteeism and managing teams by informing supervisors of employee absence (EV41) and recording sickness absence statistics for departments.  These statistics are sent at the end of each month (EV42).
Line Managers sometimes require assistance with Managing employees who are under performing.  EV43 shows notes that have been prepared for such instances as a reminder on the procedure.  
Employee Inductions are assisted by HR, there is a HR form that is completed initially to give an overview of Mono’s standards and policies (EV44), then, the Line Manager completes their own Departmental Induction.  HR often remind Line Managers of the importance of this induction as it gives employees a good overall picture of what is expected of employees.  
HR often Issue advice and support on performance issues and offer counselling advice for the Line Managers to assist with any problems within their teams.  Rob Davies who is the Finance Director manages the HR department and gave feedback on a recent issue where an employee became violent at work, HR assisted the Line Manager in taking the employee out of the situation, calming him down, investigating the issue and seeking advice of the employee’s doctor (EV45).    
Coaching and mentoring training has recently been carried out to Line Managers in the form of a power point presentation.  Mono didn’t have a lot of coaching and mentoring within the business and with the number of employees due to leave in the next few years, this training was prudent on getting current employees trained on other areas of the company.  When new recruits come on board, Line managers, who would usually carry out coaching/mentoring in their own departments now have the skills and information required for them to carry this out effectively (EV46).
HR support Line Managers by holding a formal meeting every few months to discuss as a team any issues and offer training and advice.  New policies are also discussed in the meetings and ideas shared around the table (EV47).

Question 2.3 
HR can assist Line managers with the skills and support to manage their teams, whether it is arranging training courses for line managers or through mentoring/coaching, probation reviews, organising training or identifying training needs through appraisals.  Performance management is a way to continuously improve the skill of employees, to improve business performance and improve behaviours of employees (CIPD 2021).
As Mono Equipment do not currently use the appraisal system or any formal system to allow for employee feedback, Line Managers often say it is difficult to set/find time to give feedback or information to their teams.  Meetings are currently carried out first thing in the morning between teams or a few minutes are snatched in the corridor throughout the day.  It was identified by HR that there needs to be a formalised system and Line Managers need to set time aside for these meetings so they can concentrate fully on their employees.  
As mentioned, appraisal forms have already been authorised by the Managing Director Andrew Jones and signed off to start using them in January (EV48).  The MD is to inform his managers that HR will be arranging training on the forms during November/December.  The Appraisal form consists of one form for the employee to indicate how their past year has been and if they have any training requirements for the coming year, it was decided for them to complete their own form so that they are involved and have a say in their role which can help with employee ownership.  The second form is for the Line Manager to complete and discuss with their employee what they see as the requirements for the coming year (EV22, EV23).
Going forward, these forms will allow Mono to set formal employee objectives for the coming year, review objectives set from previous years, identify any training requirements or opportunities and to arrange any assistance to complete these objectives e.g. courses or new equipment.
HR and the Line Manager currently hold probation review meetings with employees, this is usually at 3 months from when the employee started their employment.  Review meetings have started becoming more formalised and documented (EV49) and a completion letter issued after the meeting (EV50).  These review meetings will aid with the appraisal system in identifying training opportunities at an early stage of employment, hence ensuring that the employee feels a valued member of the team and hopefully remain motivated throughout the year.  The probation meetings are currently used to plan employment of employees.
Once a probation review meeting has been held, an Individual Training Plan is discussed, should the employee wish to progress (EV51).   An e-mail from the manager agreeing is shown in EV52.  This training is agreed by the employee, Line Manager and HR and will be reviewed every few months.  HR will arrange the training with a training provider (EV53).  
A recent training plan was created for a Graduate Design Engineer who has already attended a training course.  Some feedback from the course and his manager is below EV54. 
All review information from Probation meetings and Appraisals (when they commence) will be kept with HR in employee personal files.  They will be reviewed by HR before being filed away.




Evidence LO2
(EV35 – How to conduct a disciplinary meeting notes)
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(EV36 – Disciplinary format reminder e-mail)
From: Laura Daniel 
Sent: 15 July 2021 10:55
To: Mark Challinor
Subject: Disciplinary Meeting
Morning Mark, 
I know you are chairing a disciplinary meeting next week and it has been some time since you have taken part in one.  I thought I would give you a few reminders on best practice on how to carry them out.  Please see the below.  In the mean-time, just give me a call if you need any further help.
The Disciplinary meeting should follow the following stages:
· Opening the meeting by Supervisor/Manager
· Supervisor/Manager present their case (summary of allegation), including calling of any witnesses
· Employee to present their case including any witnesses
· Both sides have the opportunity to ask questions
· Consideration of the facts on both sides
· Adjournment 
· Action to be taken (if any)
· Establishment of a review date (if appropriate)

Kind Regards

Laura
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From: Mark Challinor
Sent: 16 July 2021 11:05
To: Laura Daniel
Subject: Re: Disciplinary Meeting

Laura
Thankyou for this reminder.  It has been quite some time so much appreciated for the info.
I will probably speak to you before the meeting just to run some things past you if that’s ok.
Cheers..
Mark

(EV37 – Invitation letter to a disciplinary meeting)
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(EV38 – Warning letter from disciplinary)
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(EV39 - e-mail showing arranged interviews by HR)
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(EV40 – e-mail showing interview request to candidate)
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(EV41 – e-mail informing management of employee absence/sickness)
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(EV42 – Monthly absence statistics)
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(EV43 – Notes on how to manage unsatisfactory work performance)
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(EV44 – HR Induction form)
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(EV45 – e-mail from Rob Davies ref employee incident)
From: Rob Davies
Sent: 17 August 2021 10:55
To: Laura Daniel; Andrew Jones
Subject: Situation this morning
Laura,
I would like to say well done for the way that you handled the situation this morning when Chris became violent at work.  You kept a level head and ensured that employees nearby were safe and kept well away from the situation.  You ensured that the supervisor was on hand to help when he had to be taken out of the environment.  The issue could have become much worse, you diffused it as quickly as possible.  I know that yourself and Chris have regular conversations and you have supported him in the past with his brain injury from a few years ago, however as discussed, I now think that the support of his own doctor and mental health practitioner is the only way forward, can you please see if you can get some information from Chris on who his contacts are, perhaps Shan can help from an occupational health side?
I have copied Andrew in this e-mail for him to know what is happening and how this has been dealt with.
Once again, well done.
Rob.




(EV46 – Coaching and Mentoring Training)
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(EV47 – Meeting minutes for HR and Line Manager meeting)
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(EV48 – E-mail from MD to start using Appraisal forms in January)
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(EV49 – Probation review notes)
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(EV50 sign off probation letter from HR)
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(EV51 – Individual Training Plan)
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(EV52 – Email from manager for Individual Learning Plan)
From: Laura Daniel 
Sent: 30 June 2021 12:21
To: Alex Davies
Subject: Training Plan for Daniel

Hi Alex
I know we have had a few conversations lately regarding Daniel and his Graduate training, coaching and mentoring him etc.
I have put together a quick template that we can use for his future training.  This hopefully will help us with planning for his future and for him to see that we do want to invest in him long term.
It would be worth sitting down with Daniel over the next few weeks to discuss this with him, I can join in the meeting if you want and get some input from him, where does he see the role going as well as us? (He isn’t always going to be a graduate, we don’t want him to leave after a year when he has his experience, so really need to focus on some structure for him).  
We can also use this template for his internal training?  Please let me know your thoughts and if you think this is a good idea to move forward with.

Kind Regards

Laura
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This e-mail, and any files transmitted with it, is confidential and intended solely for the individual or organisation to whom it is addressed.  If you received this e-mail in error or are having problems sending emails to MONO Equipment personnel, please notify the System Administrator - postmaster@monoequip.com. MONO Equipment reserves the right to block any email attachment we deem inappropriate and to also reject any inbound connections from blacklisted servers.  Any email meeting the above criteria will be automatically rejected without notification given to the original sender. Any views or opinions expressed in this email are those of the sender and do not necessarily coincide with those of MONO Equipment or the AFE Group.

From: Alex Davies 
Sent: 30 June 2021 12:27
To: Laura Daniel
Subject: RE: Training Plan for Daniel

Ye, good idea

I would rather if you were present during the sit-down discussions regarding his future etc, and whether enrolling him on courses allows us to tie him down for a certain amount of time after.

Alex

(EV53 – E-mail from training provider for arranged training)
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(EV54 – Email from Engineering Manager regarding recent training for employee)
From: Alex Davies 
Sent: 30 August 2021 12:27
To: Laura Daniel
Subject: RE: Training Plan for Daniel
Hi Laura
I would like to say thank you for organizing Daniels’s 3D printing course, he really enjoyed it and has come back with some really good ideas for us to use.  I know we haven’t used this provider before so the feedback for the is really positive, we can definitely use them again for other courses so please keep them on file.
Daniel seems to be settling in well after his 3 months, I think the training plan we put together has worked for him, I think reviewing it every 3-6 months with him as we spoke about will keep him engaged.
I want to personally thank you for your support since I have become manager, you have given me an insight into what the role entails and helped me with the personnel issues I have encountered.  The coaching and mentoring course was an eye opener, I suppose I had never had to think about this in my previous role so hopefully I can take some tips from the course an put them in place.  I think that a management training course would be useful for me as discussed previously, so please can you let me know what you think would be best.
Thankyou for your support
Alex











LO3 Be able to assess the impact of performance management activities on organisational performance and make recommendations for enhancement.
Question 3.1 
Mono used to do very little with regards to performance management, there are some archaic systems in place and some old school managers.  However, progressions are slowly being made and certain managers are buying into any processes being implemented.   
There are some good approaches to performance management and some are currently being worked on.  Upon examining some internal policies, it is found that some require updating as they haven’t been reviewed for the past 2 years, it is up to HR to implement any changes that are found and the MD to sign them off.
The employee induction process is working well from management point of view, it has recently been updated to give more detail with specific departmental activities and Mono Equipment have retained all staff taken on since the change.  A good induction is vital for employees to understand their role within the business and in turn decreases turnover and increases commitment (Taylor 2016).   It also assists in understanding the culture of the organisation and helps employees settle in, this can also mean that disciplinary meetings are reduced as employees understand what is expected of them. Upon reviewing disciplinary meetings over the past year, they seem to have decreased, I am not sure now if this is down to the changes that have been made, it is too early to tell at this stage.  Feedback from employees is that the induction is very informative, however can be too much information on day 1 and overwhelming (EV55).  This will be reviewed and recommendations made.  
Mono is not very effective on mentoring employees, there are historical reasons of it not working previously and managers not recognising the importance it brings to departments.  Most Line Managers have undergone Coaching/mentoring training with HR a few months ago, however I feel that the issue lies further up the ladder with senior managers not seeing the importance of it. It was discussed with my manager and will be mentioned in the next management review meeting.  A request that coaching/mentoring training being given to senior managers will be made.  CIPD (2020) mention “before coaching starts, organisations need to assess an individual’s ‘readiness’ for this approach” for this reason, everyone will be asked beforehand to ensure that they are happy to partake in the sessions.
As mentioned, appraisals were going to be implemented in January.  According to Bloom et al (2012), there are strong indications that organisations were nearly 25% more productive when employees had formal performance management systems in place which were based on targets, incentives and monitoring.  The appraisal system is going to be top down and self-appraisal and will be performance based only (not reward based).  Performance appraisals/reviews are to be implemented as they are intended be positive; they raise employee morale along with performance levels, discuss company expectations and the duties of employees, improve communication between both parties, identify training and development opportunities and requirements, reinforce the goals and objectives of the organisation and strengthens the control of management (CIPD 2021).  There are however issues with appraisals such as an “unfair bias” in the way that management deal with the process (Taylor 2016 p208).  CIPD (2021) state that there is no evidence that appraisals improve employee performance.  They say it is often a tick box exercise, SMART objectives can often be unreasonable and the appraiser sometimes isn’t trained to carry them out correctly.
After speaking to most managers about implementing appraisals, their feedback is initially negative, with most stating that they have no time to complete reviews especially with large teams.  When these forms are circulated in January, HR will have to ensure that training is issued to managers to ensure that this doesn’t become a tick box exercise and both employees and the managers understand the benefits of appraisals and that both parties get some positive outcomes from it.  
Development reviews are currently only carried out after 3 months during the probationary period review.  There is positive feedback from new starters on the development review and training plans that are put in place at this stage.  According to EV54, feedback from the review is positive, employees are happy with the feedback and future structure, training and goals.  A negative point I picked up however is that these reviews need to be completed more regularly.  HR will look further into this and make recommendations.  

Question 3.2 
The Performance Management processes currently in place at Mono Equipment seem basic compared to some of those found through research and other organisations.  Mono is starting performance appraisals with employees in January, however trends on performance management now state that annual appraisals are to lose their importance due to a clear positive correlation between higher level of motivation and timely accurate feedback, more managers will seek ways to give effective continuous feedback (Kalja 2021).  Although Appraisals are becoming outdated, it is positive that Mono is starting to offer feedback in this form and is a positive step to changing its current culture.  Appraisals/feedback on performance contribute to HPW; it informs employees how well they are performing and if there are any improvements required.  Feedback also lets employees know that they are valued which can increase commitment and performance and is effective because it defines and identifies expectations (Fernandez 2017).  Some organisations are already taking on this different approach to performance management and along with continuous feedback are completing 360 feedback reviews where the managers and employees are being reviewed.  Such companies are Millers Vanguard (a sister company to Mono Equipment).
Current practices within Mono do not allow for collection and analysing of performance data or identifying trends and patterns.  KPI’s are currently completed in the factory environment, however by informal methods and hence employees are not always aware of what their targets are.  Figures are based on customer orders and how many products can be produced.  To assist with HPW, these should become more formal so employees can understand what is required and have more vision and ownership going forward.
Other key components of HPW that encourage the commitment and participation of employees include: 
· High level of involvement by employees in making decisions on policies and practices.  The more employees are involved, the more engaged they become (Marchington and Wilkinson 2012).  Currently Mono Equipment do not involve employees in creating policies, however the Union and Line Managers do have input.  I don’t think currently Mono will change its stance, however there are benefits in employee involvement which will be researched further.
· Job/employment security attracts and retains high performing employees, ensuring employees stay engaged and committed (Marchington and Wilkinson 2012).  Mono Equipment offers job security, with 25% of its current workforce having 30+ years’ service.  However, current systems such as induction and training plans are to be reviewed and worked on to retain high performing employees.  The current old school culture will need to be worked on to ensure that employees stay engaged. 
· Well thought out recruitment and selection systems. Choosing the candidate most likely to excel in the role, based on the evidence given before them (Rees and French 2016).  Mono Equipment have a good recruitment and selection system with both HR and Line Managers involved in job descriptions, interviewing and selection, so the correct person can be chosen for the role.
· A broad/high level of training and development.  Ensuring investment to help employees develop and improve their skills.  Currently Mono are investing in training certain individuals, the appraisals will assist with this in identifying training required for everyone.
· Clear Company strategy encourages commitment of employees and promotes successful leadership.  There are discussions currently underway to update our company handbook which includes the organisations principles which will help with promoting the company strategy.  The Company intranet will also be a good way for employees can access this information.




Question 3.3 
There are many recommendations that can be made for Mono Equipment to develop their performance management processes.
Senior Managers must have training on why coaching/mentoring is important to employees and the organisation.  Hardingham (2004) states “a culture where people coach each other all the time as a natural part of meetings, reviews, and one-to-one discussions” has a positive effect on the workforce and organisation.  By empowering employees and assisting them in becoming successful, provides them with the tools to help increase skills and knowledge.  By making this recommendation could fill some of the gaps that we will be seeing in the workforce in a few year’s time.
To assist with developing the Performance Management processes, employee Inductions should take place over a longer period.  Currently they cover the first few days of employment, however it takes longer to sometimes feel settled within an organisation.  HR currently meet employees formally during the first few days and at their 3-month review, however it is best practice to meet at 3months, 6 months and a year (CIPD 2021) to ensure that employees get the best information in their early employment.
New Recruits within the business should be consulted on improving the Induction process to get a fuller picture of the process.  We have already been informed that it is too much information on day 1, HR will review to see it this should be changed and spread over the week.  I will speak with IT to see if some of the policies can be put onto the Intranet so employees can access them at any time or even before they start with Mono.  ACAS (2015) say that all employees have different needs so each induction should be different, specific information for their role should be conveyed instead of generic information.   I will get in touch with Mono’s sister companies to see how they conduct inductions and speak to managers on why a good induction will benefit their departments in the long term.  CIPD (2021) state that some managers feel that an employee induction should be carried out by HR and therefore is not important.  A training session on Inductions will be issued to managers over the next few months for them to understand how important they are. 
Exit interviews are to commence and to be carried out by HR to determine the reasons why employees leave the company.  These are to be documented and will help to find out where/if Mono can make improvements (EV56).  This will help current employees in their roles so that Management has a clear indication if anything is going wrong in their departments.
Feedback is not issued very regularly to employees.  Managers must understand why both positive and negative feedback is important.  According to Matthews (2021), feedback is one of the most effective tools we have for harnessing and promoting change, so it is to everyone’s benefit for improvement.  HR will speak to the MD about promoting feedback within the business to help with change and for employees to know how they are performing.
Development reviews are to be revised and completed more regularly (with senior managers agreements).  Meetings with employees and Line Managers to increase to every 6 months.  It is hoped that the new appraisal system will also assist with this feedback and get managers into the culture of issuing feedback to their teams.

Evidence LO3
(EV55 – Employee feedback from induction process)
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(EV56 Exit Interview Form to be circulated)
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Title: Absence Control Page 1of4
Procedure Version May 2019

We are committed to improving the health, wellbeingand attendance of all employees. We value the
contribution ouremployees make to our success and when any employee is unable to be at workfor any.
reason, we miss that contribution.

‘The purpose of this procedure i to find the balance between the genuine need foremployeestotake
time off work because of ll health andto maintain the workplace's efficiency and productivity, so that
additional burdens are not placed on colleagues.

This procedure appliesto all employees and must be adhered toin a fair and consistent manner.

Key Principle:

Mono'sabsence control procedure is based on the following principles:

1

2

-

As areasonable employerwe undertake to provide payments to employees who are unable to

attend work due to sickness in line with the company sick pay scheme).

Regular, punctual attendance is an implied term of every employee's contract of employment —

‘we ask each employee to take responsibility for achievingand maintaining good attendance.

‘We will supportemployeeswho have genuine grounds for absence for whateverreason. This

supportincludes:

2. ‘special leave’ for necessary absences not caused by sickness

b. Aflexible approach to the taking of annualleave

. Accessto counsellors where necessary (through the employee EAP system and occupational
Health when required)

d. Rehabilitation programmesin cases of long-term sickness absence

‘We will consider any advice given by the employee’s GP on the ‘Statement of Fitness for Work'.

‘We will use an occupational health advisor, where appropriate to help identify the nature of the

employeesillness and to advise the employee and their manager on the bestway to improve

the employee’s health and wellbeing.

‘The Company’s disciplinary procedures will be used if an explanation for absence is not

forthcoming or is not thought to be satisfactory.

We respectthe confidentiality of all information relating to an employee’s sickness. This policy

will be implementedin line with all data protection legislation and the Accessto Medical

Records Act 1988.

1f employees are absent from work, they must:-

Title: Absence Control Page 204
Procedu Version May 2019

If the employee does not contact their Supervisor/Manager to inform them of their absence,
their Manager/HR Manager can attempt to call the employee at home.

If an employee does not feel comfortable to discuss the nature of their iliness with their
Supervisor/Manager, then alternative arrangements can be made where appropriate.

Evidence of incapacity:

1. Fora period of sickness in excess of 7 calendar days a Doctor's Fitness for work form must be
submitted to the HR department as soon as possible.

2. If absences are for more than 4 weeks continuously, there is  shared responsibility for the
Company and the employee to maintain contact at agreed intervals.

3. Staff returning to work after sickness of any length MUST report to their Supervisor/Manager
before starting work. A return to work interview will be undertaken with each employee
returning to work after sickness absence and a Return to Work form completed. The interview
will be carried out at the beginning of the shift or whenever possible.

An employee who's absentdue tosickness 24 hours immediately precedingor following a
public, statutory or annual holiday must provide the company witha private medical certificate

or authorised absence record form or the absence will be deemedto be unauthorised

STAFF FAILING TO FOLLOW THIS PROCEDURE MAY LOSE ANY ENTITLEMENT TO SICK PAY AND MAY
BE SUBJECT TO MONO'S DISCIPLINARY PROCEDURE.

Repeated or Prolonged Absence

1. After reaching a second occasion of absence within a rolling 12 month period, the employee
should be made aware that the disciplinary procedure may be involved if further absences
oceur. This will be completed at their return to work interview.

2. Following the return to work interview, the Supervisor/Manager will return the form as soon as
possible to the human resources department, advising what action, f any, has been taken.

3. Where an individual fails to work a minimum half shift then the Supervisor/Manager may

I &0
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_RETURN TO WORK INTERVIEW FORM
Name: S
‘Absence Details:
First day of absence:_
Last day of absence:_
Total duration:_

Reason for absence:

Any recurring issues or patterns? Can we help?

Acceptable reason for absence - Yes/No
Totaldays absence this year ___Number of absences__
Notification and Certification Procedures
Contacted office on first day of absence Yes/No
Submitted Self Certifcation Paper Yes/No
Submitted Drs, Certicate (1 applicable) Yes/No
Has the notification procedure been followed?  Yes/No

Notes

Interviewed by: Name. Signed.
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B Title: Disciplinary Policy and Page 10f 14 Title: Disciplinary Policy and Page 2 of 14
M Procedure Version May 2019 Procedure Version May 2019
3 STATEMENT OF POLICY 6. Those responsible for making arrangements under the Disciplinary Policy and
M Procedure must ensure that any necessary, reasonable adjustments required
E 1. The aim of the Company Disciplinary Policy is to help and encourage by the employer or other attending have been addressed. This may relate to
B employees to improve, achieve and maintain standards of conduct, disability or to the requirements of religious beliefs.
E attendance and job performance. It also enables management to deal
- effectively with those employees who do not comply with The Company 7. Should an employee have an objection to the person or persons appointed to
E standards of conduct, attendance and performance in the workplace. Equally, investigate or hold meetings in connection with the disciplinary matter they
- the policy and procedure are designed in a manner which is non- must raise this objection in writing, clearly stating the reasons to Human
E discriminatory and which is fair, consistent and effective. It must also be Resources. Such objection must be made within two working days of the
- applied in a timely manner and without undue delay. notification about the matter under investigation being brought to their
B attention.
H 2. All Managers have a responsibility for ensuring that employees are made
E aware of the Disciplinary Policy and Procedure. All employees are to be 8. The nature of the disciplinary action taken will be determined according to the
informed of the standards of conduct and work performance expected of them nature and seriousness of the alleged misconduct and an assessment of the
3 and Managers should ensure that these standards are fully understood by facts based on the balance of probabilities. Where misconduct s established
those who work to them. Action taken under this policy must reflect fully the andthe sanction is a waming then subsequent misconduct withinthe currency
E process detailed in the Procedural Appendix attached to this policy. of the waming may result in further and potentially more serious action which
may ultimately result in dismissal. However, no employee will be dismissed
B 3. Matters relatingto or arising underthe Disciplinary Policy and Procedure must for a first instance of misconduct but summary dismissal may occur where
be treated as confidential at all times. Failure to do so may itself constitute gross misconduct is established. Employees have a right of appeal against
g grounds for inifiating disciplinary action any disciplinary waming
B KEY PRINCIPLES 9. Data relating to the application of this Policy and Procedure will be held and
3 destroyed in accordance with the provisions of the Data Protection Act and
4. Ateach stage of the Disciplinary Procedure, the employee has a right to be any Company policy which derives from that Act
E accompanied by an accredited Trade Union representative or work colleague-
The employee will also be informed in writing of - 3. In accordance with the Company Equality Policy, this procedure will not
E discriminate, either directly or indirectly, on the grounds of gender, race,
+ The nature of the complaint or allegation against them colour, ethnic or national origin, sexual orientation, marital status, religion o
E belief, age, trade union membership, disability, offending background or any
The employee will also be remindedthat they will be given a full opportunity to ofher personal characteristics,
3 state their case andf action is taken, whatimprovement s required. They will
also be reminded of their right of appeal 14.  This policy and procedure will be reviewed periodically giving due L
Managers whose responsibilities require them to participate in or hold consideration to any legislative changes. :
disciplinary meetings will be given appropriate training to enable them to ¢
Discplinanrocedure 201.doc 23252 charaders an appvenimate v [EEE] 100% ( ©)
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g Performance Improvement Plan (PIP)
B butlined below s a listing of the areas of improvement that have been identified by the particular
&l ‘employee’s manager. Each area has expected outcomes and explains whatimprovementis
g required. Review dates and follow up meetings will be held at agreedtimes and detailed and signed
| off by both the Manager and the employee.
#
M Name of Employee:
g JobTitler
el Department:
B Date:
- Manager:
B Reason for Improvement
- Plan: e.g. deterioration of
E work/performance/employee
E relations.
B ‘Area of Improvement | Action tobe Taken | Development Opportunities/resources
g (tthe sl eraviours, | (wnatstepsorsctiorsare | (whattrining, resourcesorsuppartare nesdedto
) duties,orsctors) requiredto ersure improve]
] e.g. | collation of data, time Sxcel training, support from manager,
B manag
g 1
g 2
= 3
B T
2| 5 °
“Performance Improvement Plan.dooc: 1,053 characters (an approximate value) e
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+ Supporting company deparimens wilh fechnical documentation needs
Job Specification + Develop and maintain strong relationships across the business,
Job Titk: Technical AuthorAter working consiruciively and collaboraiively across teams
Reporting To:  Marketing Manager/Operations Manager * Fromotoand patopate i actitics et ensur o hest
Co-ordinate with: R&D, Technical Service, Marketing « Additional tasks as and when required relevant to job role
Liaise with: Allinternal departments, franslators and service providers + Ensure that personal conduct s in fine vith management guidelines
Main purpose and scope of the job: and company rues.
s fole s responsible for estabishing an understanding of ur products and
processes, designing and writing documentation to explain it to end users and Signed:
factory employees.
Itinvolves working closely with a variety of teams including R&D, shop floor Date:
and cross-funcionally wilh Technical Services and Markeing, ranslaiing
{echnical and process information info documentation that s asly accessible
for a variety of readers.
Alarge part of ths fole will be spent researching and gaihering information on
our products along with testing the accuracy and validity of user instructions
against actual product usage.
Duties and responsibiltes include:
+ Defning and maintaining an exceptionally high standard of customer
acing documentation, focused on clarity and qualy of resenfation, for
muliple purposes and uses
+ Working with teams to ensure operational manuals are accurate and
up to date a5 wel as maintaining operalional manuals and transiations
for all product types:
« Planning, developing, grganising, editing and proofreading. technical
documentation
+ collating and verifying information
+ creating and editing pictures and dagrams
+ producing indexes and catalogues
+ Maintaining the crediifty of documentation through accurate vision
control -
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Design Engineer Graduate

Mono Equipment designs and manufacures a wide range of commercial bakery
equipment at ts factory in Swansea. The product range includes ovens, depositors,
dough processing equipment and fryers. Wit global distribution, Mono's products
are considered market leading in many of its product categories

We are currently recruiting for a Graduate to work alongside our design engineers.
‘This role wil assist in producing drawings for day to day projects and making slight
modifications to current specifications whilst using our Autodesk Inventor CAD
design package.

‘This is an excellent opportunity to start your career n design engineering. For the
Tight person, there is the opportunity to develop skils in design and drawing
techniques within a fast-paced, busy workplace.

Candidates should have good attention to detail, problem solving; excellent
numerical skils: and an enthusiasm for design and engineering, alongside the abilty
to manage your time well and work to strct deadines

Duties and responsibiltes include:

+ Assisting the esign team in producing detailed design drawings in line with
the requirement of the Design engineer.

+ Assistin the process of information and drawing control -
uploading/dovinloading files and updating records

+ Have an understanding Produce technical drawings using Autodesk Inventor
CAD Design softvare

+ Demonsirate good team working abities

+ Have good organisation and timekeeping skils, delivering projects to agreed
timescales, quality and budget

+ Good communication skils

+ Utiisation of various methods of communication as and when required

English (United Kingdom)

Help Soda PDF Creator
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+ Ensure that your personal conduct i in ine vith all management guidelines.
and company rules.

+ Be able to work on own iniiative
+ Be ahighly motivated indvidual
Essential Criteria
+ Degree in Mechanical Engineering or equivalent
+ Ablty to use 2D and 3D CAD systems
+ Abty to use Microsoft Office
+ Good understanding and application of engineering principles

Hours of work — 37 hours; Monday — Thursday 8am- 4 30pm and Friday 8am-1pm
(half hour lunch)
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1. Policy

The recruitment and selection process is of prime importance to ensure the best possible person-

Tidle: Recruitment and

tosob fitis achieved thus contbuting to the company's effectiveness
Page 10f4

Selection Policy

and Procedure

Version May 2019

Mono Equipment's Recruitment and Selection Policy will

1 Policy
2. Recnitment and Selection Procedure
21 Vacancies
3 Advettising
31 Intemal
32 Extemal
4 Managing the Application Process
5. Offers of Employment
6 Induction
7. References
8 Work Permits
9 Medicals

10, Documentation including Personnel Records
1. Moritoring
ppendices

One  Entitlement to Work — Documentary Checklist

be fairand consistent
be non-discriminatory on the grounds of sex, race, age, religion, gender or disability
‘conform to statutory regulations

2. Recruitment and Selection Procedure
21 Vacancies
The Managing Director must authorise any recruitment for all personnel

Intemal transfer requests will be considered in the first instance for any vacancies. In the
event that no suitable transfers can be made, extemal applications will be considered.

3. Advertising

31 Intemal
Where appropriate, intemal vacancy notices will be posted on site notice boards. Vacancy
notices will also be circulated to other AFE Group sites where deemed appropriate.

32 Extemal
The Managing Director must be notified in advance of all extemal recruitment and/or any
‘company expense incurred through the recruitment process

Where.appropiiate. extemal sources of recrutment will be used. The following options should be
‘considered:

B Examination of previous applications held on file
B Extemal advert with the Jobcentre

B Extemal advertin the local press

B Extemal advertin the national press

B Extemal advertin the appropriate technical/professional publication
B In senior posts, the use of a recruitment agency

Advertisements will be co-ordinated by a nominated person on site.

Where recruitment agencies are to be used, the Managing Director must be made aware in
‘advance of them being contacted.

\aging the Application Process

All applications will be checked and in the event of an applicant having previous experience with

°
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| INTERVIEW EVALUATION FORM
9 Candidate Name: Name of Interviewer:
| Job Role: Date [ Time:
| # | Question Poor | OK | Great Comments
g Was well was candidate prepared for the
l 4, | interview?
g " | Gatscompay crssed ooty arvedan
-l Does their experience appear to match
B 2. | what's required?
E (uork experience,lfe expenence”
3 Do they possess all or some of the required
3. | credentials?
= (ssucaion licenses, certicatesctc?)
g 2| How are their interpersonal sKills?
il | (fiendy, smiey,outgoing,kindinteracive,professional?)
B 5. | How good are their communication skills?
B | (uritn skils, OV, work examples & verbal sils?)
E How well do their technical skills match the
g 6. | job requirements?
B Geshnial experience, approaches, examples?)
B Did they provide evidence of critical
H 7. | thinking?
E (approaghesto work planning,challengestc?)
B How good was the candidate at listening &
8. | taking on board information?

= (facussed goodlistenerr)
g How Interested did the candidate seem
5 9. | getting the job?
B {ingiob pay, workrequirements?)
g TOTALS
2 What s your overall impression of the
5 candidate? (circieone) Poor oK Great 3
9 Do you recommend the candidate s carried " N T
=| forward to the next stage? (circie one) es o
] Comments: ¢
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B N N June 2021 R N N June 2021 B
B Induction Policy and Checklist Induction Policy and Checklist
L Page 1 MONO Page 2
| [Mono Equipment Induction has benefits for all involved in the process. Employees who settle quickly into the
Company will become productive and efficient at an early stage and in tum will experience
| POLICY STATEMENT feelings of worth and satisfaction
a GENERAL It is generally recognised that new employees are highly motivated and an effective induction

alike.

B Mono Equipment believes that all new employees MUST be given timely induction training. This
< training is regarded as a vital part of staff recruitment and integration into the working environment
This policy, associated procedures and guidelines define the Company’s commitment to ensure that
all staff are supported during the period of induction to the benefit of the employee and Company

tis the aim of Mono Equipment to ensure that staff induction is dealt with in an organised and
consistent manner, to enable staff to be introduced into a new post and working environment
quickly, so that they can contribute effectively as soon as possible. This induction policy,
associated procedures and guidelines aim to set out general steps for managers and staff to
follow during the induction process. It is expected that all managers and staff will adhere to
this policy.

The Company expects that the implementation of good induction practice by
managers/supervisors will

« Enable new employees to settle into the Company quickly and become productive and
efficient members of staff within a short period of time.

Ensure that new entrants are highly motivated and that this motivation is reinforced.
Assist in reducing staff tumover, lateness, absenteeism and poor performance generally.
Assist in developing a management style where the emphasis is on leadership.

Ensure that employees operate in a safe working environment.

Will reduce costs associated with repeated recruitment, training and lost production

THE COMPANY’S COMMITMENT

Mono Equipment will

process will ensure that this motivation is reinforced.
2. BENEFITS OF INDUCTION
The advantages of an effective and systematic induction process are as follows:

+ To enable new employees to settle into the Company quickly and become productive and
efficient members of staff within a short period of time.

+ Toensure that new entrants are highly motivated and that this motivation is reinforced.

+ To assist in reducing staff tumover, lateness, absenteeism and poor performance
generally

« Toassist in developing a management style where the emphasis is on leadership.

+ Toensure that new employees operate in a safe working environment.

« Toreduce costs associated with repeated recruitment, training and lost production

3. INDUCTION CHECKLIST

‘The Induction checklist is a very useful way of ensuring that information is imparted to new
employees when they are likely to be most receptive. It avoids overloading employees with
information during the first weeks whilst ensuring that all areas are covered.
Managers/supervisors should ensure that these matters have been properly understood
whilst the checklist is being completed, perhaps in the form of a weekly chat with the new
entrant. Arangements should also be made for the employee to visit any relevant
departments with which they have regular contact in the course of their duties. At the end of
the process the induction checklist should be signed by the relevant parties and placed in the
member of staff's personnel file

4. FIRST DAY OF EMPLOYMENT

Preparations should be made for the arival of the new entrant well in advance, for example,
arangements should be made to provide desk, equipment, security pass, lockers etc.

B «lIssue guidelines to familiarise managers and staff with the induction process Most new employees tend to be concemed primarily with two matters
3 « Maintain and update the Induction Policy.
| « Provide a checklist for managers and staff to follow during the induction period. ) whether they can do the job and
B « Ensure there is effective monitoring of the induction process particularly in the first three ) how they will get on with their new colleagues
B months
= « Deal with any problems promptly It is therefore important to introduce them to their new workplace and colleagues at the
] « Review al policy, procedure and guideline documents on a regular basis earliest opportunity. An introductory talk will be appropriate at this time and can be combined
A + Provide relevant iraining where necessary to assist the induction with the provision of general information and exchanging any necessary documentation. This
talk should be as brief as possible, because the employee is unlikely to be receptive to E
g detailed information at this stage. and should be conducted by someane who is well prepared a
5| GUIDELINES FOR MANAGERS/SUPERVISORS and has sufficient time available. Managers/supervisors should refer to_the Induction N
J Checklist and use it as a basis for discussion thus ensuring all documentation is complete. N
1 GENERAL
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HEALTH & SAFETY AND HUMAN
RESOURCES

INDUCTION PACK

Mono Equipment
Queensiay, Swansea West industrial Estate,
Swansea

sasags

Switchboard Tel: 01792 561234

HRTel 01792564034

Supervisor/Manager Tel: ..

JOBTITLE

START DATE

‘Arepresentative forthe company will discuss the items listed with you. It is YOUR RESPONSIBILITY

to ensure you read and understand the documents providedfor yourinformation. ffyou have any.

‘questions or queries, please dofeslfree o ask your Departmental Manager, Health & Safety or

"Human Resources contas.

HEALTH AND SAFETY PROCEDURES/DOCUMENTATION
Description

ire Alarms And Testing

Fire Exis, Evacuation Routes, Fire Equipment,
Evacuation Drils & Site Orientation

‘Occupational Health Overview

Medical Questionnaire

First Aider, Fire Warden andHS committee Members
Safetyat Work

AFE Groups Health & Safety Policy

PPE

Location of Risk Assessments for area
ManualHandiing

Control of Pedestians

Human Focus raining

Reporting Of Hazards and Near Miss Incidents
AccidentReporting and Investigation

Training Overview

HUMAN RE SOURCE S PROCEDURE S/DOCUMENTATION

"Mono's Contact Details
Personnel & Status Forms e.g. passport

Staff Handbook.

Pay date

Notice Periods

Pension, Auto-enrolment and life insurance
Location of toiletsivending

Site Securiy, Access Conirol and Timekeeping
Opt Out Form

‘Outline of role and clarfication of duties
Holiday Procedure and entitiement

Sickness & Absence Procedures

Zero Tolerance re: BullyingHarassment
Training

Noticeboards

Probationary Period

Code of Conduct

Ethics Policy

Car Policy

INIIAL ON COMPLETION
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: MONO MONO

H Departmental Employee Induction Departmental Employee Induction
| (To be completed by Supervisors/Managers for new and existing employees who have (To be completed by Supervisors/Managers for new and existing employees who have
N transferred departments) transferred departments)

Employee Name: Explain any particular safety rules for their area/tasks e.g.

Department: s Manual Handling - 2 person lifts

Start Date: * FlT'sinarea

Person Completing Induction: . H ity aress

o _Any known hazards in area

Activity g'ﬂ"f: by m"ed by Housekeeping: Importance of m: ing high standards of tidiness,
_ mployee nager stacking safely on shelves and racks, not obstructing routes, keeping
To be completed on the first day of employment/transfer aress clean.
| meeting with manager/supervisor. 1 the new starter authorised to use any chemical or flammable
H * First point of contact for issues or queries. abrtanns
H * Supervisors contact number given Which Ones:
©_Ordering of uniform
Ensure that they know where the basic amenities are Where are the substances kept?

= * lavatories
| * tea/coffee making faci hand tools to be used for the role?
B o eatingarea
| « lockers

car parking arrangements
ific points about working safety aspects of these tools

g * no smoking policy Ifladders are required for the role, where are they located?

dress code o Inspect ladder before using

»_hours of work and lunch breaks

nthe emergency procedures for your department:
evacuation exits and procedure
Assembly area Add here any additional health and safety discussions relating {0 Specific aspects of the job
location of fire extinguishers inthe area
name and location of the appointed first aider for the
department

*  Accident Reporting - who to report to

®_Near miss reporting — who to report to and procedure

B[]

14
.

Introduce the new employee to everyone inthe department
expl who they are and what their role s

‘Show employee where the risk assessments are located for their area. New Starter’s Declaration

- “Show employee where the PPE cupboard is located for new PPE and I confirm that | have received my Supervisors/Managers induction described above

o explainthe sign out procedure. New Starter

] *  Explainimportance of using PPE v
B *  Explain what PPE is required for the area and for the tasks the (Signature) (Date)

employee will undertake

Supervisor |

Page: 1012 | Words: 337 |
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CODE OF CONDUCT

To Be Followed by Employees of AFE Group Ltd and its subsidiary companies

A. The Main Principles
Every employee must exercise scrupulous standards of integrity and honest conduct, and
must not allow private interests to conflict with his or her responsibilties as an employee.
In particular, no employee shall:

1. Dispose of or acquire any asset of any AFE Group Ltd company (‘the Company”)
for personal gain or benefit, or use any such asset in an unauthorised fashion, or
allow anyone else to do so;

2. Claim reimbursement of any expenses unless they are wholly, exclusively and
necessarily incurred for business purposes, or obtain them in an unauthorised
fashion, or allow anyone else to do so;

3. Accept any benefit from, or provide to, any person or organisation which has
current or potential future business dealings with the Company, in a way which will
compromise the position of the employee and/or the Company. “Benefit” includes
gifts (other than those with Company logos on), inducements, and entertainment,
which should always be declared promptly to the employee’s immediate superior
or if of high value or outside of normal practice then permission must be sought
from the employee’s Managing Director; it does not include modest refreshments
in the normal course of business. Gifts/entertainment provided by representatives
of the Company must be authorised at Director level. It is recognized that there are
cultural differences where refusal may cause offence. In such cases guidance
must be sought from employee’s Managing Director. Non-compliance to the
above will be taken very seriously and action taken through our disciplinary
procedures;

4. Reveal any confidential information about the Company or its employees,
customers or suppliers to any unauthorised party; or

5. Deliberately mislead the Company by making false statements in written or verbal
reports;

6. Behave in such a manner that might through their actions bring the Company into
disrepute. Whether on Company business or during any occasion that may be
associated with the Company’s operations e.g. training events, client entertaining,
whilst driving a company vehicle, social events financed by the Company etc.
Some events that are unassociated with the Company may also impact; such
things as fraud, or a brawl that affects more than one employee that may be
carried over into the workplace. These are only examples and so do not cover
every eventuality.

Issue Date : 1* January 2021
Version 11

s
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STATEMENT OF CORE PRINCIPLES

AFE Group Ltd is committed to acting ethically and responsibly in all its business
relationships and its dealings with all stakeholders. Our Core Principles, set out below,
drive detailed policies, both at a Group level and within our individual business units.

= Our shareholders - We are ultimately accountable to our shareholders and our aim is
to maximise shareholder value over time and to manage risk appropriately.

= Our employees - We apply an equal opportunities policy to foster fair treatment of
our employees. We insist on the highest standards of health and safety in the
workplace, and expect all businesses and employees to adhere to these principles.

= Our customers - We seek honesty and fairness in our dealings with customers, strive
to meet agreed standards of safety and quality in our products and services. We
work to develop products which help our customers achieve their own
environmental and health and safety objectives

= Our suppliers - We seek honesty and fairness in our dealings, including payment of
creditors. We do not offer, pay or accept bribes.

= Our communities - We seek to be sensitive to the cultural, social and economic
needs of the communities in which we operate.

= Our environment - We work to minimise the environmental impact of our operations
and to enhance the sustainability of our products.

= This policy should be operated in conjunction with the AFE Group Code of Conduct
and Anti Corruption, Fraud, Bribery and Ethics policies.

These principles are regularly reviewed and endorsed by the Group Managing Director
of AFE Group Ltd. Further copies, and the detailed policies they support, are available
from your Human Resources Department.

If you wish to contact the Group Managing Director regarding our Core Principles,
you can write to the registered office address, 35 Bryggen Road, North Lynn Industrial
Estate, Kings Lynn, Norfolk, PE30 2HZ. Alternatively, they can be contacted by e-mail
at info@theafegroup.com or by telephone on 01553 817 554. -
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" EI

| 1. POLICY b) Ensure a safe working environment

g Drug or Alcohol abuse can be defined as ‘any person who experiences psychological, physical, ) Promote low levelllow risk drug and alcohol use specifically in relation to the workplace

M social or legal problems as a direct result of drug and/or alcohol dependence”. d) Reduce levels of drug and alcohol related costs including absenteeism, low productivity

R Mono Equipment recognises that uncontrolled alcohol or drug consumption is a problem, which andaccidents

can, with help and assistance, be controlled by the individual concemed. Accordingly, Mono &) To provide information about referral to counselling, treatment and rehabilitation

E Equipmentwill do all that it can to ensure that any employee with this problem is encouragedto services.

g seek help. The employee will be treated in confidence and with understanding (unless this

E contravenes thelaw e.g. drug dealing or havingillegal substances on the premises).

~ ALL PERSONS EMPLOYED BY THIS COMPANY ARE COVERED BY THE POLICY.

] This policy appliesin the case of an employee who has, or may have, a problem with alcohol or

H drugabuse. It does NOT apply to an employee who, because of excessive alcoholic or drug

g indulgence on random occasions, behaves in a manner contrary to the standards of conduct 3. CONSUMPTION & USE

H required by the company. Such behaviour will be dealt with as Gross Industrial Misconduct. If 3

an employee is under the influence of drink/drugs on site and admits to having a recognised
problem it willstill be necessary to have a disciplinary hearing and it will be treated as Gross
Industrial Misconduct, but every effortwill be made to continue to employ the individual on the
basis that they desire to help themselves towards recovery.

E However ifMono Equipmentis aware that an employee has a recognised alcohol and/or drugs
problem or they admitto having a problem and agree to seek professional advice, the

] employee will be required o see the Company Doctor and take positive action to address their
problem.

The Policy applies to all employees and will be applied fairly in all cases.

3 Mono Equipmentwilltry to create a working environment which understands the problems of
inappropriate or excessive consumption of alcohol and/or drugs. This will be done by:

E a) Demonstration of a sympathetic Managementattitude towards
Alcohol and Drug related problems, with support for self referral to a voluntary
counselling service:

b) Employees being advised to be mindful that social drinking during lunch times and
the evening priorto the commencement of nightshiftmorning shiftmay render them
unfitforwork

Itis a criminal offence to be unfitthrough drugs or alcohol while doing work known as safety
critical work. We believe drug and alcohol misuse is unacceptable under any work-related
circumstances and therefore will apply a zero-tolerance approach

Workers in safety critical jobs must also comply with internal regulations on prescription

~

Alcohol andillicit drugs shall not be consumed on company premises, in company vehicles, or
inany time as paid employees of the company.

Employees taking prescription drugs that are not recommended to be taken whilstdriving a car
or operating machinery should nolify their supervisor.

No alcohol should be consumed prior to commencing duty, particularly if required to drive a
vehicle or serviceloperate machinery.

PROBLEMIDENTIFICATION

Problems may be identified through:
a) Selfidentification
b) Selfreferral to a treatment program
©) Anotheremployee
d) By their supervisor

Itis important to note that a supervisor's identification of an alcohol related issue with an employee
inthe workplace, should be done so only in relation to reduced work performance.

Allidentifications will be strictly confidential and will not be cause for employment discrimination in
the future.

5. WORKPLACE ASSESSMENT

ond

“Mono Drug and Alcohol Abuse Policy May 2019.doc" 6,704 characters (an approximate value).
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g Policy Version 3 May 2019

Smol

|

Purpose

Mono Equipment is committed to providing a safe, healthy. and productive working
environment for all its employees, contractors, customers and Visitors. This review of the
smoking policy maintains the Company's commitment to protect all_employees,
contractors, customers and visitors from exposure o second-hand smoke and to comply
with Government legisiation ie. the Smoke Free premises (Wales) regulations 2007,
Health & Safety at Work Act 1974 and the Safety & Health of Pregnant Workers Act
(Directive 92/85/EEC)

Principles

It is the policy of Mono Equipment that the workplace is smoke-free and all employees
and workers has a right to work in a smoke-free environment. This Smoking Policy has
been produced and agreed in consultation with employees and trade unions.

Policy Conditions

Smoking on-site is prohibited throughout all work areas including company, leased and
hire vehicles. Where private cars are used for work purposes, smoking is prohibited
when more than one person travels in the car.

Smoking will only be permitted outside the building and far enough away so that smoke
does not drift back Into the building through windows/doors. Smoking will only be
permitted during agreed breaks and smokers must ensure that cigarette waste is
disposed of properly and considerately in a safe manner

This smoking policy also applies to the use of electronic cigarettesivaping users. The
use of e-cigarettes/vaping is prohibited in the same areas as cigarette smokers.

This policy applies to all employees, contractors, customers and visitors

Implementation

Overall responsibility for policy implementation and review rests with H.R.  All employees
are obliged to adhere to_and faciltate the implementation of the policy. Any general
questions/problems etc. concerning the policy can be raised with the Human Resource
Manager.
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NON-COMPLIANCE

Employees and Workers

The spirit of this policy is that smokers are responsible people and consequently able to
self -regulate their smoking habit within the context of the law and the Company’s Smoking
Policy

However, any individual found to be in breach of Mono's Smoking Policy may be subject to
disciplinary action in-line with the disciplinary procedure

itors and Contractors
‘Any visitor or contractor found in breach of this Smoking Policy will be asked to extinguish
thelr cigarette/e-cigarette and will be directed outside the building where they can smoke
Ifthey still continue to smoke they will be asked to leave the premises.

Review

Aeview of the Smoking Policy will be undertaken on a bi-annual basis or when overtaken
by legislative requirements. The Human Resource Department will undertake this review
with input from employees and Occupational Health. The review will include monitoring of
compliance and awareness levels as well as application of correct procedures in the case
of a breach of the policy

B Focus

15:31
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HONO Staff Training and Development Policy

Page 1

HONO Staff Training and Development Policy

Page 2

Policy brief & purpose
Our Staff Training and Development Policy referto the company’s leaming and
development programs and activities.

In the modern competitive environment, employees need to replenish their
knowledge and acquire new skills to do their jobs better. This will benefitboth them
andthe company. We wantthem to feel confident aboutimproving efficiency and
productivity, as well as finding new ways towards personal developmentand
success.

Scope

This policy applies o all permanent, full-time or part-time, employees of the
company. Employees with temporary/short-term contracts might attend trainings at
their manager's discretion. This policy doesn't cover supplementary employees like
contractors or consultants.

Policy elements.

Employees, managers and Human Resources (HR) should all collaborateto builda
continuous professional development (CPD) culture. Its an employee's responsibility
to seek new leaming opportunities. It's a manager's responsibility to coach their
teams andidentify employee development needs. Andit's HR's responsibility to
facilitate any staff developmentactivities and processes.

What do we mean by training and development?
In general, we approve and encourage the following:
« Formal training sessions (individual or corporate)
Employee Coaching and Mentoring
On-the-job training
Job shadowing
Health and Safety training for roles and mandatory H&S training
Job rotation

As part of our leaming and development provisions, we can also arrange for
subscriptions or educational material, so employees will have access to news,
articles and other material that can help them become better attheir job. The
subscription however needsto be job related andis at their manager's discretion

e e

H P Type here to search

Corporate training programs
We might occasionally engage experts to train our employees. The company will
cover the entire cost in this case. Examples of this kind of training and development
are:
«  Equal employment opportunity training
o Diversity training
o Leadership training for managers
Conflictresolution training for employees
This category alsoincludes raining conducied by inferal experts and managers.
Examples are:
o Trainingnew employees
o Trainingteams in company-related issues (e.g. new systems or policy
changes)
« Training employeesto prepare them for promotions, transfers or new
responsibilities
«  Employees won'thaveto pay or use theirleave for these types of trainings.
Atendance records may be part of the process.

Other types of training

Both employees and their managers are responsible for continuous leaming
Employees should show willingness to improve by asking their managers for
direction and advice. Managers should do the same with their own superiors, while
encouraging and mentoring their subordinates.

Employees and managers are responsible for finding the bestways to CPD. They
can experiment with job rotation, job shadowing and other types of on-the-job
training (without disrupting daily operations).

Alleligible employees are covered by this policy without discriminating against rank
or protected characteristics.

Managers should evaluate the success of training efforts. They should keep records
for reference and better improvement opportunities.

All employee developmentefforts should respect cost and time limitations, as well as
individual and business needs.

Employees should try to make the most out of their trainings by studying and finding
ways to apply knowledge to their work.

Procedure

°
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| CONFIDENTIAL - STAFF APPRAISAL
B APPRAISAL - SELF REVIEW
H et
E Wam e 108 Tite oF Appraiser
B Self Review (to be completed by the member of staff)
B Before your meeting, please think about the areas of your work shown in questions 1 to 8. Tick the box which best describes how you have done.
El g You mey cice more th on coumn o ok s bes escres your response. You ey acdany comment yo e i e falcoln
B ‘Comment(s)

1| Howwell have you coped with your duties and workload over the pastyear? | siceis | ows | sssay | reserimmromee

2] How well do you follow general instructions and procedures? Y [P [ ——

3| Howwell o you.

2) understand Health and Safety procedures? B ] I
b) Tollow Health and Safety procedures? e | s | cmsy | st
4| Howwell do you leam newtasks? Y [P [ ——

5| Howwould you rate your,...

Your Successes, Goals, the Team, the Department, the Job and Training

This s a list of other areas which will be covered in the Appraisal and some examples of things to think about.
Please take some time to think about what you will say. If you like, you can jot down notes on another sheet.

Goals: Have you or your team been set goalsfargets to achieve over the last year? If so, havethey beenreached?

Successes:  What do youthinkhas gone wellthis year? What are you satisfiedwith? s there anything you are particularly

pleasedwith or proud of?

Strengths:  What do you thinkyou are good at?
Training: Have you attended any courses or raining overthe last year?
The Job: ‘What do you like most about yourjob and why? How has the job been going? Hasthe job changed overthe past

year? Do the same problems often arise in your work area? f 5o what are they? What frustrates you about your
10b?Do youTeelthat you are suited o the job that you have?

Your Teamand  Does yourteam work well together? Do you feel that any suggestions you make are listenedto and taken forward?
Your Section  Are you giventhe opportunity o find outmore about your section / departmentyou work in? I not, what would be
usefulto know?

5] How well do you think you have worked with other members of your team? | exceier | aws | ssssaces | sses mocrenen.

6 5 4130 0918

[

a) punctuality and timekeeping? (5.g. armiving on time for work) e [ o | swsmcy | nes e Anything else? Remember that Appraisal is a two-way process. Think about any other things you would like to discuss at
b) attendance at work? B el el the meeting.
~ [Flowwouldyou describe the service you give fo your Intemarand Bxtemal | -ooon | o | oo p—
customers? (eg. staff, vistors) " e
Signe (Empioyee)  Date;.

When you have finished this form, pass it back to your Manager.

Change
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| APPRAISAL RECORD Section C — The Year Ahead

o This record should be completed by the Appraiser (supervisor/manager). Please continue on the blank sheet at the end This section records the goals and service levels agreed between the Appraiser and the Appraisee for the year ahead.

N of the form if more space is needed. See ‘Guidance Notes’ and ‘Appraiser’s Help-sheet’ for further explanation about The appraiser may keep a copy of this section for reference at the Review meeting and the next Appraisal. Training

-] the appraisal process and for help with filling out the forms. requests will be passed to the appropriate head of section or department, who will decide which can be supported and

g will advise the Appraisee accordingly.

| Section A — Personal Details

7 Name of Appraisee: Date:

e Name & job title of appraisee: Name of Appraiser:

E Name & job title of appraiser:

| Date: Next Year’s Goals (See Appraiser's Help-sheet' for examples of goals )

E Section B — The Past Year

How will success be
measured?

How and when will this be
achieved?

] 1) Achievement of last year's goals, ncludng particular successes and strengths

Areas forimprovement and action:

H 2) Training / personal development, underiaken in the last year

Areas forimprovement and action

Team & work goals

)

2)

3)

3) Job performance. including workload, tasks and personal attibutes. g presentation, time-keeping

Areas forimprovement and action:

Personal goals

)

2)

E [4) Teamwark and communicafion in the denarfmant
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Code of Practice 1

Code of Practice on disciplinary and grievance

procedures

Published 11 March 2015

Contents Foreword

Foreword
The Acas statutory Code of Practice on discipline and grievance procedures is set out in paragraphs 1

to 47 below. It provides basic practical guidance to employers, employees and their representatives
and sets out principles for handling disciplinary and grievance situations in the workplace.

Legal decision affecting section
16

The Code of Practice
The Code does not apply to dismissals due to redundancy or the non-renewal of fixed-term contracts

Discipline: Keys to handling R _
on their expiry. See advice on redundancy.

disciplinary issues in the

workplace The Code is issued under section 199 of the Trade Union and Labour Relations (Consolidation) Act
Grievance: Keys to handling 1992 and was laid before both Houses of Parliament on 16 January 2015. It comes into effect by order
grievances in the workplace of the Secretary of State on 11 March 2015 and replaces the Code issued in 2009.

& Print A failure to follow the Code does not, in itself, make a person or organisation liable to proceedings.

However, employment tribunals will take the Code into account when considering relevant cases.

& Download

17:35
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B e Coronavirus (Covid-19) Policy
e Itroduction Mono employees are nstructed toaiways follow customer site Covie-19 procedures and are
R reminged tha guidancein Wales can vary o that troughout th Brtsh sies.
B Mono Equipment hs developed tis policy on minimising the riskof Coie-19 spreading in the
g workpiace through effective prevertion and management. The Managing Diectorand Employees workingoff-site il bessued with Covid- 19 secure PP, hand saniiser and disinfectant
g Management eam recogrise thlrlegal duty o protect th heslthof their employees and ilseek spray otake ontosites.
] 0 follow Government achiceatall times with respecttothe Coranavins
B Face Masks are to be used ataltimes whiston customer sies and here possible, socal distancing
g The policy seeks to ensure that employees are aware of the ssues relating to Coronavirus at work willbemer
B and provides guidelines for managers andcthers on irimising the ik f employees contracing. orsonsi
B Covid-19 through work and on dealing with the virus if contracted. This policy s reviewed Visitors on-site
b ‘continuously and updated in-line with Government information. Visitors to Mono Equipment during the Coronavirus outbreak will ensure that company and
i . ‘Government guidelines are met atal imes. Viitors il ighin theviitors book upon arival and
B eparture. Hand Sanitiseri tobe used before admission o he factryor meeting room rea and
B ‘Coronavirus has spread auicly across the worldas a resuit of lobal traveland ther when reauired (this s vailable at reception). Visitors willachere o he ollowing guidance and
g terconnectons. Workplaces are an effecive ncubatorfor th i, partcuaryif hgiene and hygiene rules whistat Mono:
| infectionconrol s poor or if employees goto work whensick.
B « Sodaldistancing where possible. ATthoughthis i nolonger mandatory by the Government, L
d Coronauirus can have 3 potentialysgnificant impact on the business. Anemploye offsicko sef- Mono employees il practie it where possble.
3 solating with symptoms o the irus can ypicaly be absentfor7-10 days. As well asthe direc costs
| ofinfection-related sickness absence, there are lsoindirect costs associated with lost productivity, * Donotshakehands
N ‘damaged customer confidence, poor service evels and employee wellbeing. *  Facemasks are not essential, however if itis customer preference, these will be worn.
| Minimising the Risk of Virus Transmissio *  Ensure that regular hygiene standards are meti.e. wash hands for 20 seconds with soap and
B Mono Equipment has aduy of careto maintaina heaithy and sfe working envronment.This watershouig they comeinto contact withanyone andafter sing the lavatory
B Inclues taking steps o minimise the sk f employees contracting Coronavius from coleagues, Vistorswillbe monitored by the et uring thervisi.
E customers r clients andalsopassing it ono athers oreabythe ono corta
B I£any isues are encountered whilstatsie,they must repor t o theircontact immediatel
- “The Company will promote awareness and understanding of the ssues and concerns relating tothe. ™ ey "
B ransmission of Coronavins, including fisks associated with the viris ‘When Employees Have Contracted Coronavirus
i Tothis end, the Company willrovice authoritatve information onthe nature and spreadof Employees with ymptoms of Coronavirus will b excluged from workin lne withthe current
- ‘Coronavirus, including how toidentify the symptoms and signs and the procedures to be followedin ‘Government advice and the Mono sickness policy whilst symptoms persist o untilthe self-isolation
B the event of individual liness or an outbreak affecting a significant number of employees. This will period has ended.
B be inthe form of taks o the workforce, lettrs forthose employees off work, Company notices and
B telephone cals toemplayess by management. “The decision a to how long an employee with the virus shouldstay away from the workplace will
E takeinto account Government guidance for showing symptoms or Trackand Trace advice.
M Shoul therebe o confirmed case withinthebusiness, uidance from the Government and Public
b Heatth Weles il be folnes. Employees have aresponsiilty o minimise theriskof transmission of the irus to work coleagues,
B customers and clients an are expected o perform good hygien control measures and use personal
B ‘Company Travel and Working at Customer Premises protective eauipment where provided and in-ine with th guidance gven.
B Where possible, meetings il be heldvia conference cll. Before returming to work afer a period of absencereating tothe irs, employees areto contact HR
| S besione. Em — o inform them of their intention to eturn. During this phone cal, questions will be asked with
ki e s o stomer sl sloued. Enplopess il i e geresrcices s et s et 1 s o' e o o 5 3 K 2
A s fow the virus to others. On the return towork, all employees will undergoa return to workinterview +
| ‘with their supervisor/manager as normal. o
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B With the recent changein Government guidelines on

g Coronavirus controls, please can all employees follow the

B new guidance issued:

H If employees have received a double vaccination, you are no longer required to isolate when

- coming into close contact with someone who has tested positive for Coronavirus or have

g symptoms (even if they live in your household).

| If employees haven't received the double vaccination, you will still be required to isolate in line with

B ‘Govemment and Track and Trace guidance.

2| If employees have Coronavirus symptoms, this guidance hasn’t changed. You must get

B tested as soon as possible and stay off work until you receive the results. If results are

2| positive, you must stay off work, if negative, you are safe to return.

B As areminder, Coronavirus symptoms are:

B « Atightemperature

& « Anew continuous cough

| « Aloss or change to your sense of smell or taste

| Self tests (also known as Lateral Flowtests) are free to order up from the NHS and can be

= used at home to check if you or a family member have Coronavirus. Thesetests can be

- used even if you do not have symptoms and may be useful to test yourself if someone in

| your household has already tested positive. You will be advised to take one of these tests

= contacted by Track and Trace.

H To help keep your colleagues safe whilst at work, if anyone in your household has

| symptoms or have tested positive for Coronavirus, please maintain your 2 metres social

Bl tancing with other employees, keep contact to a minimum (do not go into other

g departments if you don’t need to) and where possible wear aface mask.

B Employees are reminded to:

o « Keep washing your hands regularly (for at least 20 seconds)

g « Usethe hand sanitiser provided 2

2| « Clean communal areas after use e.g. vending machines and kitchens 75

4 All notifications of test results and notifications from Track and Trace will be required by HR. i’
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A representative for the company will discuss the items listed with you. It is YOUR RESPONSIBILITY
to ensure you read and understand the documents provided for your information. If you have any
questions or queries, please do feel free to ask your Departmental Manager, Health & Safety or

Human Resources contacts.

HEALTH AND SAFETY PROCEDURES/DOCUMENTATION INITIAL ON COMPLETION
Description

Fire Alarms And Testing
Fire Exits, Evacuation Routes, Fire Equipment,
Evacuation Drils & Site Orientation

Occupational Health Overview

Medical Questionnaire

First Aider, Fire Warden and HS committee Members
Safety at Work

AFE Groups Health & Safety Policy

PPE

Location of Risk Assessments for area

Manual Handling

Control of Pedestrians

Human Focus training

Reporting Of Hazards and Near Miss Incidents
Accident Reporting and Investigation

Training Overview

HUMAN RESOURCES PROCEDURES/DOCUMENTATION
Mono's Contact Details

Personnel & Status Forms e.g, passport

Staff Handbook

Pay date

Notice Periods

Pension, Auto-enrolment and life insurance

Location of toilets/vending

Site Security, Access Control and Timekeeping

Opt Out Form

Outline of role and clarification of duties

Holiday Procedure and entitiement

Sickness & Absence Procedures

Zero Tolerance re: Bullying/Harassment

& : = 19:14
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From: Laura Doriel Sent: Wed 06/09/2021 1412
To: Heuwen Evans
«
Subject _Callum
I Message | 3] supenvisors Induction October 2019.doc (76 Kg]
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HiHeulwen

Please see the below plan for the first day with Callum

9.15-11.00 - Induction with Laura
11.00-12.30 - Departmental induction with Heulwen, | have attached the form (meet the team, toilets, order uniform etc.)

13.00-14.00  Factory tour with Andrew Williams (already confirmed with Andrew, it may take  ittle longer than normal, perhaps ask Andrew if he will go into an overview on some of our products)
14.00 - Electrical safety and manual handling training (Human Focus)
If 1 give you a list of training required on human focus, he can fit them in when he gets some free time in s first 2-3 weeks?

Please feel free to change as you see fit. Do you think he needs to spend time with anyone in particular (apart from Eddy) i hs first week?

Thanks
Laura
+44 (0)1792 564 034.
—_— P: +44 (0)1792 561234
iganiel@monoequip.com
_— MONO Equipment
° ) ‘Swansea West Business Park
i/l A Queensway, Swansea SA5 4EB
United Kingdom
www.monoequi
Laura Daniel

FRNansger goan

Click on a photo to see social network updates and email messages from this person.

Connect to social networks to show profile photos and activity updates of your colleagues in Outlook. Click here to add networks.
— )

——
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- Swansea
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"~ 28" May 2021

&l Dear Craig,

° 1 am pleased to confirm that effective 01 June 2021, you have successfully completed your

3 probationary period with AFE Group LTD T/A Mono Equipment.

| You will continue to work in the role of Technical Author/Writer, reporting directly to Roy

&l Kitley (Marketing Manager)/Andrew Williams (Operations Manager).

B All other terms and conditions of employment remain unchanged.

| Congratulations and | wish you continued success in your future career with AFE Group LTD

El T/A Mono Equipment.

H Should you have any queries regarding this letter, please let me know.

el Yours sincerely

B °

-] Laura Daniel A
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Probation review meeting with Daniel Lewis 01.09.2021.

Present, Laura Daniel - HR Manager, Alex Davies — Engineering Manager, Daniel Lewis  Design
Engineer Graduate.

Daniel has now been with the company for 3 months, he has fitted in very well with the team and
Starting to work on small projects with the view to taking on larger projects over the coming months.

Mono have recently purchased a 3D printer and the plan is that Daniel wil be trained on how to use
this equipment effectively, changing programmes and becoming the lead in any 30 printing work. A
3D printing course has been arranged for Daniel at the end of the month with Computer training
Wales (Based in Maesteg)

Daniel has been assisting Dave in the Bakery over the past weeks, trying to find ways that the 3D
printer can assist us with designing new parts for our ovens.

Daniel is currently working on smaller individual projects such as designing tables for equipment to
stand on and is being monitored closely by the design team. Daniel s carrying these out very well,
asking questions when required and trying out hs own ideas.

Alex mentioned that when the current 3D bakery project is complete (in 2 weeks), he will be given a
larger project to work on his own. His first project will be internal e.g. working with factory
employees trying to design a piece of equipment to assist them with their svery day tasks so there
will be no time limit on this particular project. Alex with wrk with the Operations manager to
choose a suitable project. Once this has been completed satisfactorily and Daniel is happy to move
on, we will look at starting an external project that has been requested by 2 customer which will be
time limit bound (again fully monitored by Alex and the esign team).

Daniel was happy with the plan going forward. When asked for Feedback on how the last few
months have been for Daniel, he said that he has really enjoyed his experience so far and feels he s
ready to move onto larger projects. As this Graduate position is @ new role for Mono Equipment, |
asked if there is any feedback from Daniel that can help us improve the role. Danel asked for more
structure e.g 2 time table with a plan for the next year. | said we will get something drawn up and
have another meeting in 3 months, we will keep these mestings going for 2 number of months as
feedback between parties is very important

Alex s very pleased with Daniel and is to keep doing what he is doing, he s quickly learning about
our equipment and is looking at current drawings. He has picked up depositors very quickly as these
are complicated designs. Daniel needs to slowly start to go out n the factory  bit more and mixing
with supervisors as he will be spending a bit of time in the factory over the coming months.

Next meeting - 1 December 2021
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ANNEXB

CONDUCTING A DISCIPLINARY MEETING

1. Adicipinary
‘employes and the HR Mar

mally be held by the managerisupervisar of the
i another appropriate manager.

2. The Discipinary meeting folow the following stages:
Opening the meeting by SupervisorManager
SupervisoriManager present their cas
including callng of any winesse:
Employee o present thei case including any witnesses.
Both sides have the opportunity o ask qt

Consideration of the facts on both sides
Adjoumment

Acton to be taken (1 any)
Establishment of a review date (i appropriate)

(summary of allegaton),

Opening the Disciplinary meeting
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M Mr A Dark

3 1 Taliesyn Road

| Townhill

E Swansea

- SAL6NW

E Dear Adrian,

E You are required to attend a disciplinary hearing on Friday 31 May @ 10am in meeting

E room 1 to discuss your poor performance w/c 13t% July whereby an error was made and

E not reported to your supervisor until the error was discovered in the skip.

E Twill be attending this meeting, together with Mr Mark Challinor - Supervisor. Ifyou

] wish, you can be accompanied at this meeting by a fellow employee or trade union

E representative.

E 1f you have any queries about this meeting, please feel free to contact me on 01792

3 561234.

H Yours sincerely

R Laura Daniel d

A HR Manager o
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- 14% January 2021|

3 Mr C Harries

M 56 Bolgoed Road

3 Pontardulais

B Swansea

E SA48IF

~ Dear Crai,

= Disciplinary Hearing

- Tam writing to confirm that, following the hearing held on 14% January for your sickness

E levels over the past year, you have not been issued with a formal waming under the

E Company’s Disciplinary Procedure.

E With your reasons for absence being discussed, we are satisfied that the majority of

3 instances over the last year were ducto an ongoing health issue which now appears to be

A under control by the doctors and yourself.

B As mentioned, we will keep monitoring things and should your sickness levels get to the

3 stage where further action is required, you will be brought in for further discussions.

| Any issues regarding your health or concems that you wish to speak to me about, please

B don’t hesitate to get in touch.

| Yours sincerely

B °

B Laura Daniel .
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‘We have had confirmation for the following interviews next week:

Trevor Aspland — 10am Wednesday 15 September
Kathryn Jones - 2pm Wednesday 15 September

Kind Regards
Laura
+44 (0)1792 564 034.
—_— +44 (0)1792 561234
— idaniel@monoeauip com
e MONO Equipment
‘Swansea West Business Park
Queensway, Swansea SA5 4EB
United Kingdom
www.monoequip.com
Laura Daniel

HR Manager goBn
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From: Laura Dariel

Tor ‘paireess28_6sh@indesdemai.cont

e

Subject: _ Application for Semi-Skilled Assembler with Mono Equipment
[ SR KN TN SRR NN TN AN KN KRS TR NS IR I]

Hi Paul,

I hope you are well?

Thanks again for your application for the above role. We would like to ask you in for an interview next Tuesday 14 September at 10am if you are available?

Our address is: Mono Equipment, Queensway, Swansea West Business Park, Swansea, SAS 4EB

Please come to reception and ask for me, there is a visitors car park just outside for your vehicle.

If you have any Covid symptoms on the day, please do not attend site and give me a call so we can re-arrange.

If you could confirm your availability, that would be great

Kind Regards

Laura Daniel - HR Manager

Tel: 01792 564034

Click on a photo to see social network updates and email messages from this person.

Connect to social networks to show profile photos and activity updates of your colleagues in Outlook. Click here to add networks.

—
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Justto inform you that Rogers sick paper has come in today. He has been signed off until the 17* September at the moment.

Thanks
Laura
+44 (0)1792 564 034.
—_— +44 (0)1792 561234
— E: Idaniel@monoeauip com
e MONO Equipment
‘Swansea West Business Park
Queensway, Swansea SA5 4EB
United Kingdom
www.monoequip.com
Laura Daniel

HR Manager goBn
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Connect to social networks to show profile photos and activity updates of your colleagues in Outlook. Click here to add networks.
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MQNQ Notes on how to Manage Unsatisfactory Work
Performances

!nfurmal stage (must be completed first]

Where an issue concerning performance has been identified it is expected that the
Manager/Supervisor will deal with it informally in the first instance.

The Manager/Supervisor should discuss the problem with the employee at the earliest
opportunity and in particular: -

o Explain clearly the shortfall between the employee’s performance and the required
standard.

o Mutually explore the cause(s) of the unsatisfactory performance. Encourage the
employee to describe the situation from their perspective.

o Mutually agree an action plan to address the shortfall. This may include additional
training, retraining, or closer supervision and support.

o Establish a realistic timescale for the employee to reach the required standard and
agree an appropriate method of monitoring.

o Inform the employee what will happen if the required standard is not met i.e.
departments work not being completed, pressure on the team etc.

o Explain that the concerns about the employee’s performance may result in the next
stage of the procedure being instigated if an improvement is not demonstrated.

* Give a copy of the Managing Unsatisfactory work policy.

Following the discussion, the Manager/Supervisor should confirm the outcome of the
discussion in writing, together with a copy of the agreed action plan (use the Performance
Improvement Plan (PIP) attached) and keep a record of this for the review.

Where, following the review period the employee has reached the required standard of
performance, no further action is required. The manager should confirm this in writing to
the employee, to recognise this achievement (see appendix 4 of policy).

Performance of emnlovees should he monitared through sunervision and the anoraisal
Page10f2 566words [}  English (United States)

Soda PDF Creator 12 Share 2 Comments

MQNQ Notes on how to Manage Unsatisfactory Work
Performances

Notification — Formal Stages

The HR Manager is to be involved from the formal stages along with the
Manager/Supervisor.

Stages of this procedure consist of:-
Stage 2 = First Letter of Concern

Stage3 = Second Letter of Concern

Stage 4 = Final Stage (Capability Hearing)

Ifitis decided that there s a disciplinary case to answer, the employee should be notified of
this in writing, setting out the nature of the poor performance, the appropriate evidence
and its possible consequences (such as being provided with a warning). The employee
should be given details of the time and venue of a disciplinary meeting, together with the
right to be accompanied by a work colleague, a trade union representative or an official
employed by a trade union.

Opportunity to improve

You may decide to place the employee on a performance improvement plan (form attached
to policy) —a more lengthy document specifically detailing what is required to improve and
giving timescales. What is a reasonable timescale will depend on the length of service, the
extent of the underperformance and the effect the underperformance has on the business
(for example, the relationship with clients).

Right to appeal

You should notify the employee in writing of their right to appeal after the final stage of this
procedure. The time period for appealing is 5 working days. The Acas code advises that the
appeal should be dealt with as impartially as possible and ideally should be heard by a
different manager than the one who dealt with the original disciplinary procedure and
decision. As with the initial disciplinary meeting, your employee has a statutory right to be
accompanied at an appeal hearing.

O] Focus = 1 + 70%
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A representative for the company will discuss the items listed with you. It is YOUR RESPONSIBILITY

to ensure you read and understand the documents provided for your information. If you have any
questions or queries, please do feel free to ask your Departmental Manager, Health & Safety o

Human Resources contacts.

HEALTH AND SAFETY PROCEDURES/DOCUMENTATION INITIAL ON COMPLETION
Description /
Fire Alarms And Testing Ay

Fire Exits, Evacuation Routes, Fire Equipment,
Evacuation Drills & Site Orientation

Occupational Health Overview

Medical Questionnaire

First Aider, Fire Warden and HS committee Members
Safety at Work

AFE Groups Health & Safety Policy

PPE

Location of Risk Assessments for area

Manual Handling

Control of Pedestrians

Human Focus training

Reporting Of Hazards and Near Miss Incidents
Accident Reporting and Investigation

Training Overview

HUMAN RESOURCES PROCEDURES/DOCUMENTATION \
Mono’s Contact Def .
Personnel & Status Forms e.g. passport AL
Staff Handbook A%
Pay date AN
Notice Periods AD,
Pension, Auto-enrolment and life insurance N

Location of toilets/vending
Site Security, Access Control and Timekeeping
Opt Out Form

Outiine of role and clarification of duties
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slide 1

Coaching and

Mentoring Training

and the Reasons why it will benefit our Organisation

By Laura Daniel —
siide 2

What is
Coaching/Mentoring

e 0 m

Amentor in the workplace is “a relationship in which a more experienced colleague shares
their greater knowledge to support the development of an inexperienced member of staff”
(CIPD factsheet 2020).

Coachingis” A process by which the coach, through direct discussion and guided activity,
helps an individual to solve a problem, or do a task better than would otherwise have been
the case”.
Clitsachiicl D and
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+ Mentoring tends to be more informal and can be a catch up in the corridor, Coaching is
generally more structured and meetings are scheduled in on a regular bass.

1ysis.

slide 3

Why Coach/Mentor

£ - " ™3 - [ ] "

Chapter 15 of the Tao of Coaching, Landsberg - talks about how people become defensive
and threatened when confronted with a new way of doing things and we often resist.
However, by a coach asking a coachee a question, the brain becomes engaged in a process of
exploration rather than one of defence.

As a Company, we should be wanting to progress with Coaching/mentoring for the following
reasons:

o individual development and focus on morale, productivity and motivation.

good rapport between both parties.

o “Observe, listen and ask questions to understand the individual’s situation” (S Atkins
2021)

o supportindividuals and give advice, whilst being non-judgemental.

o can be incorporated into L&D programs.

o Creatively apply techniques which may include one-to-one training, counselling &
networking (S Atkins 2021).

o Job-specific guidance and direction

s The ability to learn from senior employees (S Bahu 2021)

o The opportunity to hone skills and learn from mistakes.
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From: Andrew Jones
Sent: 24 August 2021 16:13
To: Laura Daniel

Subject: RE: Appraisal Forms

Fine to go

Andrew

From: Laura Daniel
Sent: 24 August 2021 15:44

To: Andrew Jones

Subject: Appraisal Forms

Hi Andrew

Please see the information below that will be sent with the appraisal forms as discussed. Can you please let me know if you are happy with what is written or if you would like to add anything further.
Once happy, | will forward onto all managers so they can complete with their teams.

Thanks.

Dear All

In order to remain consistent with Group Policy it has been decided that the appraisal system is to be reintroduced at Mono.
Attached are the new forms and some notes on how to complete them with your team members.

As well as providing a template to discuss your team members performance through the year, a chance to review their training needs and development plans...

Can please ask that you complete these with your teams over in January, Training will take place on these forms in November,

Should anyone have any queries on completing these forms once training is complete, please let me know
Many thanks

Laura

Laura Daniel
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Probation review meeting with Daniel Lewis 01.09.2021.

Present, Laura Daniel — HR Manager, Alex Davies — Engineering Manager, Daniel Lewis — Design
Engineer Graduate.

Daniel has now been with the company for 3 months, he has fitted in very well with the team and
starting to work on small projects with the view to taking on larger projects over the coming months.

Mono have recently purchased a 3D printer and the plan is that Daniel will be trained on how to use
this equipment effectively, changing programmes and becoming the lead in any 3D printing work. A
3D printing course has been arranged for Daniel at the end of the month with Computer training
Wales (Based in Maesteg).

Daniel has been assisting Dave in the Bakery over the past weeks, trying to find ways that the 3D
printer can assist us with designing new parts for our ovens.

Daniel is currently working on smaller individual projects such as designing tables for equipment to
stand on and is being monitored closely by the design team. Daniel is carrying these out very well,
asking questions when required and trying out his own ideas.

Alex mentioned that when the current 3D bakery project is complete (in 2 weeks), he will be given a
larger project to work on his own. His first project will be internal e.g. working with factory
employees trying to design a piece of equipment to assist them with their every day tasks so there
will be no time limit on this particular project. Alex with work with the Operations manager to
choose a suitable project. Once this has been completed satisfactorily and Daniel is happy to move
on, we will look at starting an external project that has been requested by a customer which will be
time limit bound (again fully monitored by Alex and the design team).

Daniel was happy with the plan going forward. When asked for Feedback on how the last few
months have been for Daniel, he said that he has really enjoyed his experience so far and feels he is
ready to move onto larger projects. As this Graduate position is a new role for Mono Equipment, |
asked if there is any feedback from Daniel that can help us improve the role. Daniel asked for more
structure e.g. a time table with a plan for the next year. I said we will get something drawn up and
have another meeting in 3 months, we will keep these meetings going for a number.of months as
feedback between parties is very important.

Alex is very pleased with Daniel and is to keep doing what he is doing, he is quickly learning about
our equipment and is looking at current drawings. He has picked up depositors very quickly as these
are complicated designs. Daniel needs to slowly start to go out in the factory a bit more and mixing
with supervisors as he will be spending a bit of time in the factory over the coming months,

Next meeting — 1 December 2021
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From: bookings@cotsolutions. co.uk [mailto:bookings@cotsolutions.co.uk]
Sent: 28 July 2021 14:55

To: Laura Daniel

‘Subject: Joining Instructions - COTS Training

Dear Rhys Thoms,

Further to your recent booking, | can confirm that | have scheduled the following:

Course: Reach Forkift Truck - Conversion

Start Date: 19th August 2021
Start time: 08:30:00

End Date: 15th August 2021
End Time: 16:00:00

Course Length (Days):

‘The training will take place at Mono Equipment, Queensway, Fforestfach, Swansea, SAS 4E8

WE HAVE COVID-19 COMPANY PROCEDURES IN PLACE, WHICH INVOLVES CHECKING ALL VISITORS TEMPERATURE'S ON ARRIVAL AT SITE BUT PLEASE INFORM US IMMEDIATELY IF YOU HAVE ENCOUNTERED ANY SYMPTOMS PRIOR TO YOUR COURSE STARTING

Please see below for important information about our courses:
For all refresher courses, please provide evidence of currently held/recently expired certificate or card in advance of the scheduled course commencing. A scanned copy emailed to our office will suffice.

Candidates must arrive 15 minutes prior to the above course start time in order that the required identity checks and other administration can be undertaken. The above timings for the course incorporate a half-hour lunch break and a 15-minute brezk both morning and afternoon.
Please advise if you have any specific needs, e.g. reasonable adjustment in relation to a disability, by contacting us on 01732 587250 prior to the course.

For training held on our premises, refreshments will be provided and there are a variety of Cafe’s and shops located near to the training centres for lunch, or you can bring your own if required.

Plant & Industrial Training

Please ensure that you bring photographic 1D for verification purposes and also ensure that you have steel toe-capped footwear on the day (this is now a compulsory health & safety requirement ~ failure to comply will result in you being refused training). You will need to wear clothes that are suitable for an outside/training
‘environment and bring any relevant PPE with you. Iftraining at your premises, please refer to your on-site Health & Safety policy for clarification.

For all NVQ Plant training, you will 2150 need to bring your completed Candidate Application Pack with you.

Click on  photo o see social network update and emsil messages fom this person. 2
Connecttosocial networks to show profle photos and activiy updtes of your coleagues in Outiook. Click hre to add networks ]
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VIONC

Exit Interview

Name: Position:

Carried out

by: Date:

Review

Why have you decided to leave Mono?

What did you like most about your job?.

What was least satisfying about your job? What would you change?

Did you find your job or your work challenging and rewarding? Why?

Do you feel you had the resources and support necessary o accomplish your job? If not,
what was missing?

Did you have clear goals and know what was expected of you in your job?

O  English (United Kingdom)

View

Help
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Are there any security/ safeguarding issues we should be aware of?

Ts there anything that we could have done differently that would have influenced you fo stay
longer with the company?

Can you offer any other comments that will enable us to understand why you are leaving,
how we can improve, and what we can do to become a better company?

Discuss:

Return clock cards.
Any Mono property

Signed (employee)

Signed (HR/Manager)

Date:





