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Introduction – Who are Mono Equipment?
Mono Equipment are a manufacturing company based in Swansea, who supply bakery equipment to the supermarkets and independent bakeries throughout the UK and Ireland (EV1).  Mono form part of a larger group of companies (5 in all) called the AFE Group (EV2), who supply other industries such as bars and restaurants.    
Mono has an aging workforce with around three quarters of its staff having worked for the company for over 20 years.  Talent planning has not been priority in the past, however due to both the Coronavirus and employees resigning/retiring from the business, this is becoming crucial for the organisation and its retention of employees going forward (CIPD 2021).
When the Coronavirus was at its peak, Mono followed all regulations and Government Guidance, however due to being classed as Key Workers from the early stages, most of our staff worked at site apart from those who were shielding or had childcare issues.  Now restrictions have been lifted, it is a business as normal approach and hence this assignment is based on where we are as a company now.
All evidence within this portfolio has been approved by management before use.
[bookmark: _Hlk75112814]
LO1: Be able to review and evaluate an organisation’s approach to talent planning 
Question 1.1 Assess how and to what extent the organisation undertakes workforce and talent planning
Mono have very little in the way of talent planning processes.  When joining the business 5 years ago, I was informed by the MD, this was down to the “long standing workforce and very little requirement for recruitment or training”.  However, CIPD (2021a) state that workforce planning is reviewing the workforce to see its current and future state.  Unfortunately, the future state hasn’t been reviewed and over the past 2 years during Covid-19, it has become apparent there is now a skills gap in certain areas and no succession planning processes in place. 
A key part of workforce and talent planning is linking it to the company objectives and strategy, without transparency of the business objectives, talent planning will be difficult as these should be aligned to work effectively (Baker 2022).  Mono have no clearly defined objectives or strategy, however, have a statement of Core Principles, in our employee handbook (EV3).  As there are no Mono policies or strategy for talent planning, I e-mailed the Group CEO to request if there are any wider AFE group policies on talent management (EV4), but unfortunately there is nothing available (EV5).
The senior management team decide on strategic decisions such as recruitment requirements within their management meetings.  Communication however from these meetings is often last minute, which means HR are not informed until the roles are urgent to fill (EV6).  CIPD (2021b) state that an approach which is collaborative is required when workforce planning and should include all stakeholders.    
I met the Operations Manager to get an insight on how recruitment is agreed in these meetings (EV7).  When it comes to recruitment, Mono work on a supply and demand planning basis which according to Bruce (2015) is assisting the planning activity to distinguish if any roles are required/need replacing to meet business objectives and forecasts. At Mono, if a large order book is forecasted, they will recruit, however if the order intake is low, they will not replace employee resignations.  
Overall, Mono Equipment have a very informal approach to talent planning and is restricted due to lack of workforce planning.  There is very little documentation such as recruitment policies, talent management procedures i.e. appraisals or strategic plans in place, however, there are references in our employee handbook to fair selection, Mono principles and training (EV8, EV9, EV10) and contracts of employment have a small paragraph regarding training (EV11).  

1.2 Analyse internal and external information relating to the organisation’s future people and skills needs and the availability of talent. 
Learning and Development hasn’t been priority for Mono Equipment, however I have started the process of reviewing what we currently have in place.  When analysing internal records for talent management, we keep a training matrix which identifies employee training i.e. what has been completed and what is required (EV12).  The matrix includes both Health and Safety and HR training requirements and is very long with lots of information. 
We have recently started using training plans for new recruits within the business with the hope that this will be rolled out to all employees in the future (EV13).  The form identifies what training is required by an employee, delivery timescales and completion dates (EV14). Not all managers complete these forms so extra training is required to get everyone on-board.
Individual training records are used for employees (EV15), which incorporates internal, external and on the job training.  These forms are signed off by both parties once a year and kept within their department.  Only a few departments use these forms, it is intended that they all start using them in the future.
Due to the pandemic, management chose to Furlough some employees due to work slowing down.  Management ensured we had cover for key tasks and hence, I created a register/calendar so we could monitor who was in and who was out (EV16).  This register was sent to all managers to identify who they required on-site and Furlough was arranged around this.  This was a very basic key skills audit that was used solely during Furlough to ensure there was cover of key tasks within the organisation.
Mono have seen the highest turnover over the last months as retention of employees has been increasingly difficult.  Trends are showing those within lower skilled positions i.e. assembly are leaving at a faster rate than skilled roles (EV17).   We do not currently have any mechanisms in place e.g. appraisals to encourage employees to discuss upskilling or future plans.  However we have exit interviews which capture some reasons why employees are leaving e.g. lack of upskilling and salary (EV18), These however are reactive. I e-mailed the MD (EV19) to discuss the trends and to start appraisals to assist with identifying succession planning and training requirements.  
External information regarding current trends and salaries within the manufacturing sector can be found in a report by Michael Page (EV20).  This guide reports on salaries within our industry and location which helps with benchmarking.  This report outlines salaries and trends from throughout the UK and gives an insight into different locations.  However it doesn’t state if the organisations these salaries are based on are small or large organisations.  Trends are showing recruitment in the manufacturing industry is busier than ever, which coincides with what we are finding at Mono Equipment.
CBI (2021), wrote about current trends within the manufacturing sector (EV21) and reported record growth in sales and recruitment, however with cost increases and issues with supply, there were concerns with skill labour for the last quarter of 2021.  These trends reported are being felt now within the manufacturing sector and although there is sales growth in some organisations, others are feeling the pinch. This report discusses key findings and predicts what changes will be found in the next quarter.  This report was based on 2021, however is what is being seen in the present month.
During the height of the Coronavirus, Mono sourced guidance on best practice from the Welsh Governments website (EV22).  The website was updated regularly and updates sent directly to my e-mail.  Due to Welsh and English guidance sometimes being different, I would have to ensure that the website was focussing on the Welsh guidance, to ensure there was no confusion.  The website was easy to navigate, however due to so many updates, the newest version on guidance wouldn’t always be top of the list, this caused frustration on occasions.   
1.3 Assess the extent to which current organisational planning activities are addressing potential needs.
I think that Mono currently has some work to do with planning activities and people skills.  I believe this is down to management not seeing this area as a priority in the past and we are now having to be reactive to employees leaving the business instead of being proactive and having some processes already in place e.g. succession planning.  According to CIPD (2021), Workforce planning is reviewing the workforce to see its current and future state.  Potential skills gaps are identified and solutions implemented so objectives can be reached and a strategy formulated.   Unfortunately we are not in the position to formulate a people strategy currently, as we haven’t yet identified any skills gaps or given managers objectives to upskill current employees. 
In my view, organisations must have talent planning systems in place to build on the skills of their existing employees so they feel motivated and enjoy work.  It helps with career progression, skills development, succession planning, with the employee experience and Company branding.  This coincides with Taylor (2016 p61) who states Employer branding helps organisations look distinctive and appeal to employees which helps with recruitment, also CIPD (2021) who says benefits to talent management include continuous learning, increasing productivity and growth opportunities.
At Mono, we are seeing some of the effects of poor talent management such as problems with recruitment, high turnover of staff and poor morale, however there are other effects that we are not currently seeing such as decrease in productivity and inability to expand into different markets as we have just successfully secured a contract within South Africa (Amato 2012).
Some examples where we are finding issues are with our job descriptions and job adverts.  We currently recruit for our semi-skilled roles online through Indeed.  According to Michael Page (2022), job descriptions define the job and responsibilities to attract candidates when recruiting.  We have been using a particular job description and recruitment advert when advertising for a semi-skilled assembly role for several years (EV23).  This department is currently where we are finding the greatest turnover within the organisation and is hence very important that we find the right people for the role.  The job description is very basic and hence our talent needs are not being met.  
Best practice for job descriptions state that they should make clear the main purpose, main tasks, scope and responsibilities of the role (ACAS 2019) and best practice when advertising states the role should be made appealing to the audience and that it is a welcoming place to work (Monster 2022).  Ours unfortunately are lacking depth, not very descriptive or welcoming. 
I have reviewed some employee opinions of working at Mono through Indeed.  Here, we have a star rating of just 2.4 out of 5 (EV24).  Some of the reviews were about the culture, however some mentioned the low salaries paid and training in certain areas.    Taylor 2016 (P59) says to address skills gaps and to retain existing employees, we must train our employees thus helping them to be engaged and motivated in their roles.  
We are however doing some good things such as advertising our job vacancies both externally and internally and we have recently started advertising on our own website.  This has proven to be a success already and has captured a wider scope of individuals to our organisation.  We are currently recruiting and employee who used our equipment in France.  He applied after looking at our website and we are now recruiting him as and Export Sales Executive. 
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EV1 – Mono Equipment
[image: Graphical user interface

Description automatically generated]
EV2 – AFE Group [image: Graphical user interface

Description automatically generated]




EV3 – Statement of Core Principles
[image: Text

Description automatically generated]
EV4-E-mail to Group CEO
[image: Text

Description automatically generated]
EV5 – CEO response e-mail
[image: Text, application

Description automatically generated]
EV6 – E-mail regarding Recruitment
[image: Text, timeline

Description automatically generated]
EV7 – Meeting with Operations Manager regarding recruitment
[image: A piece of paper with writing

Description automatically generated with medium confidence]
EV8 – Company Handbook
[image: Website

Description automatically generated]


EV9 – Company Handbook Training
[image: A page of a book

Description automatically generated with medium confidence]
EV10 – Handbook Fair recruitment selection
[image: Text, letter

Description automatically generated]
EV11 – Contract of Employment Training paragraph
[image: Graphical user interface, text, application, letter

Description automatically generated]
EV12 – Sample Training Matrix
[image: Table

Description automatically generated]


EV13 – Training Plan
[image: Table

Description automatically generated]
EV14 – Training e-mail to Provider
[image: Graphical user interface, text, application

Description automatically generated]
EV15 – Individual Training Record
[image: Table

Description automatically generated]
EV16 – Furlough Leave Calendar 
[image: Chart, timeline

Description automatically generated]
EV17 – Turnover Figures
[image: A picture containing calendar

Description automatically generated]

EV18 – Exit Interview form
[image: Graphical user interface, text, application

Description automatically generated]
EV19 – E-mail to MD regarding Resignation Trends
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LO2 – Be Able to recommend ways to improve an organisations approach to talent planning
2.1 Make reasoned recommendations for how the organisation can maintain an appropriate number of people with the skills required by the organisation.
In my perspective, there are some easy ways and some more difficult and longer-term areas where we can make improvements with our talent management process at Mono Equipment.
It has been recognised that our employee handbook references a training policy, however this policy cannot be found.  The first area to make improvements is to create and distribute a training policy.  This policy will help create and implement our strategy in relation to training our employees.  It will also provide consistency for our employees and help with a positive working environment (CIPD 2022).  I have already created the policy whilst completing this assignment, however it is yet to be sent to management (EV25).  Once it has been reviewed and agreed, I will train management and distribute it internally.
Another area of recommendation (which I have recently implemented whilst completing this assignment) is to change our Semi-skilled job description and job vacancy (EV26).  The description now gives potential employees more information on the role and how it fits within the organisation.  We have changed the position to a Production Operative instead of a semi-skilled assembler and are attracting a wider pool of candidates.  
As we have never carried out a skills gap analysis, I e-mailed the MD (EV19) in the hope that we can start completing appraisals.  Appraisals are something that Mono haven’t completed for around 10 years and will take a while to implement and to train managers, however, will help us to identify successors for roles and identify if employees wish to enhance their skills.   CIPD (2020) state appraisals will help fill any crucial roles within the business and plan for any retirements or resignations.  I am awaiting the MD’s response.
From reviewing the Manufacturing skills and salary guide (EV20), it is evident that many Mono salaries are below the lowest rates identified and hence could be a reason why employees are resigning.  I will recommend to my MD to read this report in the hope that some critical roles salaries can be reviewed in the next salary review.   Average pay increases for the private sector rose by 5.3% in January 2022 (ONS March 2022).  Reward schemes can mean not only pay and benefits, but also growth opportunities for us (Brown 2017).  A good reward strategy caters towards the needs of the company and make it look competitive.  This is an urgent priority, however, will take a while to implement if the recommendation is successful.
A long-term recommendation is to change management’s perception of talent management, so they understand why it is important.  An example of an organisation where they have it right is Google, where they have changed many of their practices with regards to talent management i.e. identifying critical positions and ensuring the tools are in-place should these positions leave (Cripe 2019).  It has taken Google years to get it right and would mean a change in management culture at Mono for this to work. 

LO2 – Evidence
EV25 – New Training Policy
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EV26 – New Semi-Skilled Job Description
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LO3 – Be able to contribute to people resourcing activities. 
3.1 Identify and explain the rationale for a specific resourcing activity within the organisation.
The AFE Group had been impacted heavily due to the Coronavirus Pandemic. Although Mono’s main customers (Supermarkets and Bakery’s) were open throughout the pandemic and in many cases flourished, the impact on the AFE group was so great that Mono were required to assist in the overall sustainability of the Group.    
Mono directors were given objectives by the Group CEO in June 2020 to cut costs. I wasn’t directly involved in the discussions, however, to keep the business operational for the foreseeable future, a re-structure via a redundancy process was agreed, hence reducing the workforce.  This is where I became involved (EV27).  Redundancies were necessary to keep the business operational throughout the pandemic.
The redundancies occurred due to the external driver of the pandemic having economical/financial impacts on the AFE Group because of a temporary reduction in production and demand caused by the Government mandating closures of certain businesses (Shadbolt 2020).
My role within this activity was coaching and mentoring managers, offering training and support on the redundancy process to ensure the company policies were up to date and best practice e.g. ACAS is followed.  I also enquired throughout the group if there were any potential alternative vacancies.  I acted as a support function whilst making notes on the consultation/redundancy meetings and creating letters to be distributed to affected employees (EV28).  
I created a plan (EV29) before the redundancy process started which was agreed by the MD (EV30, EV31).  Preparation to get managers up to speed with redundancy processes and best practice started immediately via a training session and general conversations (EV32, EV33).
The consultation/redundancy meetings were conducted via the departmental managers.  Employees were informed they could be accompanied to ensure that the process was carried out fairly.  I worked out redundancy payments and issued these to the finance director once the consultation ended and redundancy was agreed (EV34).
The outcome was that 6 employees were made redundant from the Indirect headcount.  Once the process was complete, the role no longer existed (Taylor 2016 p75).
Our objective was to reduce costs for sustainability of the AFE Group due to the Coronavirus, the process went well with no issues encountered.  There were no unfair dismissal claims brought and no appeals which was confirmed by the MD (EV35).  

3.2 Agree roles and responsibilities with other contributors to the activity. 
Other contributors to the redundancy process were the departmental managers.  They played a big part due to holding the consultation and redundancy meetings.  A meeting was held by the MD where he explained the need for the redundancies and the roles played (EV36+EV37).  They participated in training and reviewed the redundancy policy beforehand to ensure all parties understood the process, this was confirmed by the MD (EV38).  Some of the managers were glad of the training as they had never participated in a redundancy process before (EV39).    
The Trade Union were used as representation for employees during the process.  As there were only 6 redundancies being made, we were not required to consult with the Trade Union, however they were informed (EV40).  The Union was used by employees to ensure procedures are followed and no discrimination is made.  The Union require support and information from HR and management on reasons for redundancies, the criteria used and time off for any employee meetings. 

3.3 Identify organisational procedures and legislative requirements which underpin the activity. 
Legislative requirements for redundancies are found within the Employment Rights Act section 139(1) (EV41).  This can be found On-line via the Government website and includes updates to the Act (legislation.gov.uk 2022).  The government also have a website that explains the process for redundancies from how to avoid redundancies to where to get help (EV42 Gov.uk 2022).
Mono Equipment have used its Redundancy Policy for the process (EV43).  I reviewed this policy and issued it to managers, the union and those employees affected before starting the process.
Best Practice can be found on the ACAS website which discusses both employee rights and employer processes (ACAS 2022).  Acas have written a step-by-step guide to help employers with redundancies (EV44) and is also reflected within the CIPD introduction to Redundancy factsheet (EV45).
Should any of the above not be followed, an employer could be subject to unfair dismissal should a claim be submitted by a disgruntled employee (Taylor 2016 p75).


3.4 Plan and prepare for agreed role, ensuring the availability of any materials or resources required. 
Before the redundancy process began, I reviewed the Company Redundancy Policy to ensure that it was up to date (EV43).  For employees on Furlough, the policy was sent via post and discussed on the telephone/Teams’ meetings so employees could ensure that we were not in breach of our own process.
The ACAS Managers step by step guide to managing redundancies was used and reviewed regularly to ensure that Best Practice was being followed (EV44), along with the Gov.uk website and CIPD Redundancy Factsheet (EV45) being periodically reviewed by myself.
The Redundancy calculator from Direct.Gov was used as a check on employee’s redundancy payments to ensure that they were paid correctly in line with Government guidance (EV46).  
A Gantt chart/timeline of events could have been used to record the timescale, however, has been completed after the event (EV47).  
The Mono Employee Assistance Programme (EAP) was reinforced to employees within their redundancy letters (EV48) and through posters (EV49), to ensure they knew about the additional support throughout the process.     

3.5 Undertake agreed role in a timely and accurate manner, in line with organisational procedures and legislative requirements. 
Throughout the Redundancy process, I was aware of and considered the risks of having a deadline of the 31st August, but we had to ensure that employees were given enough time during consultation and to come back with any suggestions.  Our policy and best practice were always followed and no corners were cut.   
An e-mail from my MD (EV28) shows that the redundancy process was carried out effectively without any issues or concerns.  There were no appeals or unfair dismissal claims brought to the Company.

3.6 Reflect on the effectiveness of the resourcing activity in meeting required objectives and report back to stakeholders
I would have liked to have been more involved at the beginning stage and had more input as to ways that the redundancies could have been avoided such as reduction in hours or work/ further utilisation of the Furlough scheme.  However, this discussion was between the directors and CEO
On reflection, I feel this redundancy process went well.  I am very happy that the managers participated in redundancy training, otherwise there could have been some issues or concerns from the union.  Before the training session, I was anxious that they managers would not want to take part, however the MD insisted that they attended.
There was no negative feedback of the way the process was handled, this indicates that the implementation of the resourcing activity was effective. 
The CEO has informed our directors that he is happy with the outcome and that business finances are improving.  A year-end financial audit has occurred since the redundancies and there are no issues with the redundancy payments made.  The MD was very happy and said the process was effective (EV35).  I issued the annual cost savings from the redundancies to the MD (EV50)
In hindsight, I should have asked the MD to speak to the workforce once the process was finalised.  However, this happened through word of mouth, which led to questions being asked and incorrect messages issued.

















LO3 Evidence
EV27 E-mail from MD regarding the potential redundancy situation
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EV29 – Redundancy plan
	Created by
	Laura Daniel

	Date
	 June 7th 2021

	Version
	1



	Primary Objectives

	Requirements for the redundancies to be discussed with affected managers i.e. cutting costs to ensure sustainability of the wider group. 

Managers involved in the redundancy process include:
Production Manager
Finance Manager
Engineering Manager
Purchasing Manager
HR Manager

All remaining managers informed as soon as possible once the main managers above have been spoken to.


	Activities to achieve objectives 

	A training session between HR and the affected managers on how to carry out a fair redundancy process.


	Business case 

	The AFE Group is going through a difficult time with the Coronavirus which has impacted individual businesses.  Redundancies are a cost saving initiative to ensure the business is sustainable in the future.
Financial data has not been disclosed, however discussed with Mono’s directors and CEO.


	People affected 

	HR
Redundant employees
Remaining employees
Departmental managers/supervisors
Payroll

Initially 6 redundancies from the administration/indirect function

	Scope 

	Redundancies will only impact indirect employees from:
Accounts
Export
Quality
Process engineering
Stores
Production administration


	Roles of those involved

	HR will be heavily involved in the process by training managers on how to carry out redundancies, support for the managers and employees, issuing payroll information and the administration function, ensuring the process is followed, attending each meeting and implementing the changes.
MD responsible for informing the workforce of potential redundancies and any appeals that may occur.
Departmental Managers are identified as those holding redundancy and consultation meetings with individuals whilst supporting the rest of their team.


	Communication 

	Individual employee meetings 
Workforce meetings
Letters to employees
Briefings with managers
Training sessions with managers on the redundancy process


	Support required

	Training for managers on the redundancy process.
Representation from the Trade Union and time to have meetings together.
Assistance for employees from the Employee Assistance Programme to offer additional support and counselling if required.
Advice on support after the redundancies such as REACT funding for training, Job centre information and assistance looking over employee CV’s.


	Timings 

	The process is predicted to last 3 months.


	Resources required

	Guidance from ACAS and CIPD to ensure Best Practice is followed
Redundancy Calculator from Gov.uk.


	Monitoring activities

	Feedback from employees, word of mouth on how employees are feeling during and after the redundancies.
Monitor any solicitor claims from employees for discrimination or incorrect process followed.
Appeal meetings will indicate if employees are happy with the choice and reasons for redundancies.


	Success Measures

	Successes will be if Mono and the wider group can continue once the redundancies are complete.  Will further redundancies be required??
Failures include tribunal claims or fallout from remaining employees seeking new employment.






EV30 – E-mail to MD regarding redundancy plan
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EV31 – Response from MD regarding redundancy plan
[image: Graphical user interface, text, application, email

Description automatically generated]
EV32 – Confirmation of Redundancy training
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EV33 – Redundancy Training
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EV34 – Redundancy payment workings
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EV35 – Confirmation of effective process by MD
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EV36 – Notes from managers meeting regarding roles of the redundancy meetings
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EV37 Roles of the redundancy meeting e-mail
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EV38 Confirmation training e-mail by MD
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EV39 – Confirmation of managerial training and a manager’s response
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EV 40 – e-mail to Union Representative
[bookmark: _Hlk82802526]From: Laura Daniel
Sent: 17th June 2020 11.23
To: Phil Jeremiah
Subject: Potential redundancies
Hi Phil,
I know that Andrew spoke to you earlier in the week regarding the potential redundancy situation we have.  As the union representative for the factory, I will ensure that we keep you in the loop with the process.  I am not sure if those affected will be in the union, however if you require time with employees, just either let myself or their manager know. 
If you have any questions, you know where I am.
Thanks 
Laura
	[image: photograph]
Laura Daniel
HR Manager
		
P:  +44 (0)1792 561 234
E:  ldaniel@monoequip.com 

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

	www.monoequip.com
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EV41 – Employment Rights Act 1996 – Redundancy
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EV42 – Gov.uk redundancy guidance
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EV43 – Mono Equipment’s Redundancy Policy
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EV44 – ACAS step by step redundancy guide
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EV45 – CIPD Introduction into Redundancy
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EV46 – Gov.UK Redundancy Calculator
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EV47 – Gantt Chart
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EV48 – Redundancy letter
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EV49 – EAP System information
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EV50 – Annual Redundancy Savings issued to MD and FD
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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.
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From: Laura Daniel

Sent: 26t April 2022 10.50

To: Tim Smith

Subject: Talent Management Policies

Hi Tim
| hope you are well?

Just wondering if you can help please? As you know, all AFE sites are struggling currently with
recruitment and succession planning. For this reason, | want to review our recruitment and talent
management processes here at Mono. | have been looking for any relevant policies or practices but
can’t find anything, so was wondering if there is anything that we have as a group that may help me
going forward?

Thanks very much

Laura

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

MONO Equipment

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

Laura Daniel Www.monoequip.com
HR Manager
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From: Tim Smith

Sent: 26t April 2022 16.40

To: Laura Daniel

Subject: RE: Talent Management Policies

Dear Laura

Thanks for your e-mail, myself and Georgina have been discussing this ourselves. There is nothing in
place currently, however | will be putting it on the agenda for our directors meeting in June to
discuss our strategy going forward to ensure we all tackle the issue the same waﬂ.

| have asked Georgina to have a look about composing a recruitment policy, which | will take to the
meeting for discussion. Please liaise with her and put one together that we could possibly use. Two
heads on this will better than one.

Please ensure it is sent to me as early as possible so | can review and make any changes.

Tim Smith
Chief Executive Officer

The AFE Group Limited -

Williams Refrigeration, Falcon Foodservice Equipment, Mono Bakery Equipment, Millers Vanguard &
Serviceline

www.theafegroup.com

An Ali Group Company

m (e o A3
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From: Andrew Williams
Sent: 25% April 2022 11.23
To: Laura Daniel

Subject: Urgent Vacancies

Laura,

We had a manager meeting last week, it was agreed with Andrew Jones to take on for the following
positions. Can you put these on Indeed asap.

Small Ovens assembly X 2 — one will cover Carl and we need an extra person to cover the long-term
sickness we have at the moment. Andrew has said we can keep this position even when John
returns.

Class 2 Lorry Driver — Can you please see if Lee our Agency driver wants to some onto our books
Sheet metal area — Second Ops to cover Gareth who will be retiring in 2 weeks
General hand to cover Huw who will be leaving on Friday.

Thanks, Andrew

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

Queensway, Swansea SA5 4EB
United Kingdom

Andrew Williams Www.monoequip.com|

Operations Manager
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Grievance:

Collective Agreements:

Pensions:

Medical report and references:

Training:

If you wish to raise a grievance, you should put it in writing to:-
Your manager and/or Human Resources Manager

Please refer to staff handbook for details of the grievance
procedure.

There are currently no official collective agreements in force.

You will be enrolled into the AFE Group Personal Pension
Scheme after 3 months employment. This scheme also entitles you
to Life Insurance while you are employed by MONO. Further
information can be obtained from your personnel department.

Your permanent employment is subject to receipt of a satisfactory
medical report from the company Occupational Health advisor
(details of which will be given to you during your induction), two
suitable references and confirmation of your qualifications. Please
let me know the names of two suitable referces.

Mono Equipment offer in-house and external training. This will be
subject to certain criteria, eligibility and your job role. You will be
required to complete Health and Safety training during your
employment. Training requirements will be discussed throughout
‘your employment.
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Department

Behavioural

Safety
CLAIRE ROBERTS Marketing 07.09.2020 07.09.2020
CRAIG DERRICK Marketing 02.03.2021 01.03.2021
RICHARD ANDREW JONES Materials 17.11.2020 |18.11.2020 |17.11.2020 |18.11.2020
ANDREW JOHN OTTERSKI Materials 10.12.2020 |11.12.2020 |14.12.2020
ANDREW DAVID DANIELS Materials 03.12.2020 |09.12.2020 |07.12.2020
GARY MICHAEL FOWLER Materials
SAAID OSTAD Materials 07.09.2020 08.09.2020
LUKE JAMES BARHAM Materials 18.09.2020 18.09.2020
HARLEY THOMAS Materials 14.12.2021
SIMON JOHN MOON National Sales 29.05.2019
JACK JONES National Sales 15.10.2019
MATTHEW DAVID WINSTONE National Sales 28.05.2019
ANDREW LEE WILLIAMS Prod Control 18.11.2020 18.11.2020
HELEN LOUISE JAMES Prod Control 30.03.2021
DANIEL STEPHEN KERSLAKE Prod Control
DARREN RICHARDS Service Office 15.01.2020 |24.01.2020 |26.11.2020 |17.01.2020  |24.01.2020
CLAIRE MARGARET EVANS Prod Control 07.04.2021 04.04.2021
NICHOLAS JENKINS PROD/TECH ENG
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Individual Training Plan

Links to Line management and appraisals

Staff member - Daniel Lewis
Identified training Proposed training Proposed delivery Delivery timescales Start date Completion date
need solution method (l.e. must be qualified by ...... to
meet.......)
3D Printing Training Course Attend a local 1 day 6t/20t% August
college/training
provider
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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 Thomas,

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

Course: Reach Forkift Truck - Conversion

Start Date: 15th August 2021
Start time: 08:30:00

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

Course Length (Days): 1
‘The training will take place at Mono Equipment, Queensway, Fforestfach, Swansea, SAS 4€8

'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 PR
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 willsuffice.

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
Please advise if you have any specific needs, e.g. reasonable adjustment in relation to a disabilty, by contacting us on 01752 587250 prior to the course.
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Training Record

Name :- CALLUMKERSHAW
Clock No. 201
Stant Date ihFebruary 2022
Job Title MATERIAL HANDLER/STORES FELEEF
Dept.- STORES
Traning
General Skill ¢ Topic Completed Further Comments
HR Incluction 16.02.2022 Compleled by Laura Dariel
Fealth and Safely Induction 1402 2022 Compleed by Laura Daniel
150 9000 Awareness
Ervirormental Awarengss
Electrical safety at work Florman Focus Orline Training
Fork it raining T3 2022 FEACH Truick Usiring complete
e of basic hand lodls 2
Abilty to pack boxes -
Behavioural Safely at work 0207 Toears Florman Focus Orefine Traiming
Marual Harling Training 14022022 Tyears Human Fosus Dr-line Training
PPE Safel 1062022 1 Suears Hrman Focus Orline Training
Sips, Trips, falls T2 207 3vears Hrnan Focus Orrline Training
Job specific Skill { Tepic __nductior] Initial [Partially[Complete] Comment
Gereral Filing -
Photocopying 2
E-Malling -
Scanning -
Faxing -

omponent Stores Specific

inting, picking and Issuing kits

ocessing mashine shop bookings

pares Stores Gpecific

ok, check and pack customer orders

PS & TNT Label Systerns

ocess ByBox Orders -

ocess Belshan arders

sling and Moving stock locations

ecirring of day order run process.
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From: Laura Daniel

Sent: 25t April 2022 11.40
To: Andrew Jones
Subject: resignation trends

Hi Andrew

I have been reviewing our resignation trends over the last number of months and figures are
showing that the Assembly departments are those where we are losing the majority of employees,
especially Small Ovens.

We are picking up some reasons within our exit interviews such as salary and training, however, am
conscious that we are not capturing all reasons.

I know that we have spoken previously about bringing in appraisals and it wasn’t the right time,
however | feel that these are an opportunity that we are missing in finding out what employee’s
plans are for the future. They can also help us with succession planning which we are also struggling
with.

Can | please have some time with you to discuss it further, please let me know when suits

1 +44(0)1792 561 234

S — E: |daniel@monoequip.com
SEEEEEEEE——
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THECBI >

Sector focus: manufacturing sector

The latest insights from the CBI Economics Industrial Trends Survey.

23 Jul 2021, 5 min read

Record output growth for manufacturers, but cost
pressures & supply concerns loom large

The survey of 250 manufacturing businesses reported output increasing in 16 out of 17 sub-sectors, led by the motor
vehicles & transport equipment and food, drink & tobacco sub-sectors.

Manufacturers expect output to grow at an even quicker pace in the next three months — the strongest growth
expectations on record.

Furthermore, total new orders grew at their quickest pace since 1974. This reflected domestic orders expanding at their
fastest rate on record (since 1975), and the first rise in export orders since January 2019.

Meanwhile, numbers employed in the sector grew at their fastest pace since 1973, and are expected to increase at a
slightly faster rate in the next three months.




image24.png
Home > Coronavirus (COVID-19) > Business and employers: coronavirus

SUB-TOPIC

Business and employers: coronavirus

Contents Expand all + Close all POPULAR

ey epeas Safety and physical distancing
Your responsibilities as an employer + signs for employers

How to keep yourself, your employees and customers safe from COVID-19

EU structural funds +

Guidance for project managers for EU Structural Funds programme on the
effect of COVID-19
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Llob Specification

Job Title: Semi-Skilled Assembler
Organisational Relationships:

Report To: Direct Supervisor

Co-ordinate with:  Direct Supervisor, Production Office & colleagues

Liaise with: All employees

Main purpose and scope of the job:

Assemble machines in our Small Ovens Department to the required quality
specification in an allotted time.

Dauties and responsibiliti

Assemble machines to the desired quality standard within the allotted time.
Complete any required administrative tasks

Carry out duties in accordance with Health & Safety requirements

Maintain and clean all work areas and machinery as directed by your Supervisor
Cover areas when colleagues are on holidays or sick leave.

Assist in the training of other operatives as and when required.

Ensure that your personal conduct is in line with all management guidelines and
company rules.

Signed:

Date:
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s Staff Training and Development Policy p—

s Staff Training and Development Policy —

Policy brief & purposd
Our Staf Training and Development Policy refer o the companys learing and
development programs and actites.

Inthe modem competitve environment, employees need o replenish their
knowledge and acquire new skils to do their jobs better. This will beneft both them
and the company. We want them to feel confident about improving efficiency and
productvit, as well s finding new ways towards personal development and
success.

Scope
“This policy applies to all permanent, ull-ime or part-ime, employees of the
company. Employees with temporaryishort-term coniracts might attend trainings at
their managers discretion. This policy doesn't cover supplementary employees ke
contractors or consutants.

Policy elements
Employees, managers and Human Resources (HR) should all collaborate to build a
continuous professional development (CFD) culture. If's an employee's responsibiity
t0 seek new learning opportunites. It's a manager's responsibilty to coach their
teams and identify employee deveiopment needs. And its HR's responsibilty to
faciltate any staff development activties and processes.

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

As part of our learming and development provisions, we can also arrange for
subscriptions or educational material, so eployees will have access to news,
artcles and other material that can help them become better at their job_ The
subscription however needs to be job related and is at their manager's discretion.

Individual training programs
‘The company has ceriain provisions regarding individual training programs. All
employees are eligible to pariicipate in extemnal training provided that the training is
suitable for that indvidual’s role and for the Company. The company may take care
of the entrre cost.

All training should consider what employees need and how they can leam best. This

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
« Diversity iraining
+ Leadership training for managers
+ Conflictresolution training for employees
‘This category also includes training conducted by internal experts and managers
Examples are:
« " Training new employees
+ Training teams in company-related issues (e.g. new systems or policy
changes)
+ Training employees to prepare them for promotions, transfers or new
responsibilies
+ Employees won't have to pay or use their leave for these types of rainings.
Attendance records may be part of the process.

Other types of training

Both employees and their managers are responsible for continuous learning
Employees should show wilingness 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 best ways to CPD. They
can experiment with job rotation, job shadowing and other types of on-the-job
training (vithout disrupting daily operations).

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

Managers should evaluate ihe success of trining efforts. They shouid keep records
for reference and better improvement opportunities

All employee development efforts shouid 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 (o apply knowledge {0 thelr work.

Procedure
“This procedure should be follovied when employees want to attend extemal training
sessions.

1. Employees (or their Supervisors) identify the need for training.

2. Employees and Supervisors discuss potential trining programs or methods
e

4. HR researches the proposal, with attention o budget and training content

5_HR approves or rejects the proposal. If they reject , they should provide
employees with reasons in writing.

6.1 HR approves, they will make arrangements for dates, accommodation, reserving
places etc

7. In cases where the company doesn't pay for the training directly, employees wil
have to pay and send invoices o receipts to HR_ HR will approve employee
reimbursement according to this information.

8.If an employee decides to drop or cancel training, they Il have {o inform HR
immediately. Theyl also have to shoulder any cancelation or other fees.

9. In cases where training ends with examination, employees are obliged o submit
the results.
Ifthey don't pass the exam, they can retake it on their own expense.

Generally, the company will cover any training fees including registration and
examination (one time). They may also cover transportation, accommodation and
personal expenses. This is left to HR's discretion. If HR decides to cover these costs,
they should make arrangements themselves (e.g_tickets, hotel reservations) Any
other covered expense that employees have will be reimbursed, after employees
bring all relevant receipts and invoices.

If employees want subscriptions, they should contact HR directly or ask their
managers 1o do so.

Employees will set up the subscription, once employees make amrangements, they.
‘should inform HR of the cost and any other details in writing. Any relevant invoices
should also be sent to HR.

HR's responsibilties also include
+ Assessing training needs
Maintaining budgets and training schedules
Assisting with leaming and development activities and strategies
Promoting corporate iraining programs and employee development plans
Calculating leaming and development KPIs whenever possible and decide on
improvements.

Signed:

Position:
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Production Operative

Mono Equipment is one of the leading designers and manufacturers of bakery
equipment in the UK. We provide tailor-made solutions to a diverse range of clients,
from the small independent artisan baker to the large retail chains found on every
high street and in every out-of-town shopping centre.

Be Part of Our Story

AtMONO. we look to provide an environment where people can develop and
enhance their skils to benefit themselves, our company and our customers.

We are currently looking for a Production Operative with the responsibiliy for
working as part of the production team, producing products to specification and to
the high quality expected by Mono Equipment customers

What you'll be doing

Working on a production line, assembling equipment to customer specification
Packaging and labelling equipment

Manual handling in certain areas

Operating hand tools

Moving to different stations, allowing you to acquire new skills and gain a
better understanding of the production process.

« Delivering on Company Mission, Vision & Values.

Is this role for you?

« Be attentive to detail in all aspects of the role.

« Be health and safety conscious with knowledge of relevant safety and quality
standards and procedures.

+ Good concentration and attention to detall to quickly notice errors on the
assembly line.

« Strong teamwork skils, as this role involves working with others

+ To have a flexible approach to help keep up with customer demands.

« The ability to work with minimal supervision, managing your own workload

What are the benefits?

Free parking
Immediate start

Permanent full-time work (once you have completed your probationary period)
Opportunities for career progression

Cycle to work Scheme

Reduced gym membership

Employee Assistance Programme

Being part of a well-established Company with many long standing employees
25 days holiday (plus bank holidays)

37 hours over a 4.5 day week (Monday-Thursday 7.15am~15 45pm and
Friday 7.15am~12.15pm)

Salary: £9.97 per hour.

Experience working within a production/assembly environment is desirable but not
essential as full training will be given to the right candidate.

If you would like to join our successful team and think you have the drive,
determination and relevant experience to succeed in this role, we would love
to hear from you.
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From: Andrew Jones
Sent: 01 June 2020 12:21

To: Laura Daniel
Subject: potential redundancy situation

Laura,

Are you around at 3pm to discuss a potential redundancy situation we are being faced with from
group? We are hopefully able to keep numbers to a minimum but need to discuss how to proceed.
If you have a meeting please see if you can cancel to attend.

Andrew

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

MONO Equipment
Swansea West Business Park

| Queensway, Swansea SA5 4EB
United Kingdom

Andrew Jones Wwww.monoequip.com
Managing Director

This e-mail, and any files transmitted with it,is confidential and intended solely for the individual or org{ _|ation 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 mesting 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.
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Fforestfach, Swansea 187 August 2020
SAS SAW

Dear Peter,

T am writing to invite you to a redundancy consultation meeting on Thursday 20* August at
14.30pm in reception with myself.

If you wish, you may bring a work colleague or a trade union representative along with you
to the meeting.

The purpose of the meeting is to:
o discuss and explore ways of avoiding or reducing the number of redundancies and
reach agreement if possible
give you the opportunity to make suggestions and raise any questions you may have
consider possible suitable alternative employment within the organisation
identify your necds during the process and provide you with any necessary support
or assistance

In advance of the meeting please have a think about anything specifically that you would like
to discuss in more detail and let me know beforehand if possible if there is anything that you
wish to raise prior to the meeting.

After the meeting, we will consider all the representations that you have made. It may be
necessary to have a further consultation meeting with you if there are any outstanding issues
or concerns. However, we will keep you informed and involved whatever decision we
ultimately take.

If the time or date of the proposed meeting is not suitable for you, please contact me and I
will try to reschedule the meeting to sut all parties.

In the meantime, if you have any questions, please do not hesitate to contact me. 1
understand this may be an upsetting and worrying time for you. I would encourage you to
consider using the support services available such as the Employee Assistance Programme
from Life Works whose details I gave you in our last meeting.

Yours sincerely

b

Laura Daniel
HR Manager
MONDEaimont i s e TP G L

a1 Engand o, 3872673 Vot Regibotion o, G323 4281 35
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From: Laura Daniel

Sent: 7 June 2020 13.50
To: Andrew Jones
Subject: Redundancy Plan

Hi Andrew

With regards to the redundancy plan we spoke about on Friday, can you please let me know if you
are happy with it or do you wish to make any changes before | pass it onto the managers involved
please?

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

—_— .

—_—

B
MONO Equipment
Swansea West Business Park
Queensway, Swansea SA5 4EB
United Kingdom
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From: Andrew Jones

Sent: 8" June 2020 10.16

To: Laura Daniel

Subject: RE: Redundancy Plan

Laura,

Yes, go ahead with the plan. Ensure that you go through it with all the managers, the majority of
them haven’t gone through redundancies before so please ensure that your training is thorough.

Andrew

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

MONO Equipment

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

Andrew Jones Wwww.monoequip.com|

Managing Director
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From: Laura Daniel

Sent: 29 June 2020 10:55

To: Saaid Ostad; Andrew Williams; Rob Davies; Alex Davies; Rob Thomas
Subject: Redundancy Training

Morning All,

As mentioned, earlier in the month, | will be arranging a training session on redundancies and its
process in readiness for the potential redundancies we will be facing in the coming months. |
understand that many of you haven’t carried out redundancies previously, so | wanted to ensure
that you know the process and feel confident going into the meeting.

The training room is free on Friday at 10am so | plan on doing it then. Please can you make sure that
you all attend, this can become a difficult process if not followed correctly, it should probably take
around an hour or so (the slides from the presentation will be issued to you all afterwards for you to
look back on if required).

We will also have regular discussions throughout the process and afterwards as redundancies can
sometimes be difficult for those involved, especially as you have all worked with the employees for
many years.

Can you please let me know if you can’t attend.

Thanks

Laura

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

MORNO MONO Equipment
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Redundancy Training

For Managers at Mono Equipment

June 2020
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To explain the full process of redundancies MQNQ

To assist managers with the pending redundancies
that are being faced due to cutting costs for the
sustainability of the AFE group.

Why are we :
4 h To ensure that the correct process are being followed
having this by managers
5 o 5
tralnlng' This training is based on the ACAS Code of Practice
and should be followed to ensure the process is fair.

NB: This training has been put together for individual
redundancies (where individual roles are being made
redundant), not collective redundancies.
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Are the Redundancies Necessary?

Move employees into
other roles within the
business

Finish contracts for
contractors or temporary
staff

Reduce or stop overtime
working

Recruitment freeze
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What is the Process for the
Redundancies?

Make a redundancy plan
This plan should be shared with all staff - this is to avoid any claims.
Speak to the Union when implementing the plan - they will be representing the employees
The redundancy plan should include:
Options considered before deciding on redundancies
The number of redundancies you're considering
How to keep employees informed
How to consult with the employees affected, including those off work, e.g. Furlough leave
How long the process will take - make sure consultation is included
Agree to what selection criteria is being used
Are payments statutory or does the contract say different?

An appeals process in-case the employee feels as though they have been treated unfairly.
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What is the Process
for Redundancies?

Managers must be supported and frained

* Managers will often require help from HR on the situation and
assistance to ensure employees are kept informed.

Managers should:
= know why we are having the redundancies
* Have an understanding on what the plan is

= Are competent and confident to talk with employees about the
redundancy process

* Know who to go to with issues and questions (HR)
« Be trained to carry out redundancy meetings

= know where to go for further support (HR/ACAS)
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Inform All Employees
of the Potential
Redundancies

Ameeting should be held with all employees not just those affected, where the following is
explained:

Why there is a risk of redundancies
How many redundancies are being considered
What the process is with regards to consultation

Encourage questions form employees, for those on Furlough, the meetings can be held in
person or remotely.

For those who are at risk of redundancy, the following should be confirmed in wri
That they're at risk of redundancy

If there are any options e other roles or voluntary redundancy

How the consultation will be handled

Employees should be kept informed throughout the process.
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Consultation
Meetings

Ifgenuine consltation meetings are not held before making redundancies, there
could be a chance of the employee claiming unfair dismissal.

A redundancy consultation is when you talk and listen to affected employees and where
try to agree on actions e.g. the selection criteria.

During consultation, the following should be discussed:
- What changes are required, what the plans are and why

- Potential ways to reduce the number of redundancies or avoid them completely
- Why they have been selected for redundancy

- What concerns the employee may have

- How they will be supported throughout the process e.g. time off to look for new
roles/training and the Mono EAP system.
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Consultation Meetings

How to hold individual consultation meetings

These consultations will be held individually, however, they can also be carried
out in small groups.

Each employee should be met at least once individually and in private.

Consultation meetings can be on the phone if both parties agree (e.g. if they are
on Furlough, or feel they are putting themselves at risk coming into Mono due to
the Coronavirus).

Employees will be allowed to be accompanied at any one-to-one meeting to give
the employee support, observe and to speak for the employee if required.





image42.png
Select the Employees for Redundancy

As there are 6 potential
redundancies from the
Administration/Indirect side
of the business, there will be
no pooling required as each
role on this side of the

business is individual.

Andrew will be speaking to

us to get an update on what
departments will be
affected.
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Redundancy Payments
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Giving Notice to
Employees

Employees can only be given notice when the consultations have been completed.

For those employees on Furlough, they still have the same employment rights as those not on Furlough

Ideally employees will be met face to face to be given notice, however due to Coronavirus, if they prefer,
this can be done over the phone.

Employees can be accompanied for this meeting.

Details of the redundancy should be put in writing e.g. letter or e-mail

Letters should include the following:

The employees notice period and leaving date
How their redundancy pay has been calculated with the amount
Any additional amounts such as holiday pay.

When they will be paid.

They have the right to appeal the decision and how they can do this.
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Appeals Process

Employees will be given the chance to appeal
the decision if they feel the process has been
unfair.

If an appeal is received, it should be heard
asap and will be listed to by a senior member
of staff who has not been involved in the
process (the manager will not be involved in
this process).

Again, employees can be accompanied should
they wish.
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Any Alternative Roles

If there are any suitable jobs available
within the organisation (including the
Group) these must be offered as
“suitable alternative employment”.

If there is a suitable role, this should
be offered instead of offering
redundancy. If a suitable role is not
offered when it is available, the
employee could claim for unfair
dismissal.

Jobs must be identified and
discussed with individuals.

HR will check with the rest of the
group at the time to see what roles (if
any) are available.
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Employee Support HONG

Employees should be supported throughout the redundancy process. This support
should not only be made available to the affected employees but also the managers
involved, representatives and the employees remaining.

Employees can be supported in the following ways:
« Providing counselling through the Mono EAP scheme
« Extra meetings

- ldentify where employees can get financial advice

« Time off work to look for new jobs or training

« Assistance with CV writing




image48.png
Management support

This was a brief overview on the redundancy process and its best practice.

| will speak with each of you leading up to the potential redundancies where we will
look more specifically at identified departments.

Please let me know if there are any questions or queries either now or later during
the process, | will answer any queries you may have.

If you would prefer to read some further information yourselves, the following link is
to the ACAS website Redundancy | Acas

Thanks very much.
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Name

Age

Years Service

Weekly Pay

Statutory Redundancy

Notice Period (12 weeks)

As at 31st August 2020

Alban Williams Amount

63

13

£538.00'

Weeks

13 years @ 1.5 weeks= 195 @ £538.00 £10,491.00
Maximum 12 @ £667.38 £8,008.56
£18,499.56

Holidays up to 22nd November (12 weeks notice) = 17 days pro rata.
Taken 12.5 days = 4.5 days holiday to pay.
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From: Andrew Jones

Sent: 22" November 2021 10:55

To: Laura Daniel

Subject: Confirmation of Redundancy Process

Laura,

This is to confirm that the role you played in the Redundancy Process in July/August 2020 was
completed and planned very well. You took control over the situation and ensured that all managers
knew what they had to do. The training that you run on the process really helped the managers
involved.

You took control over the situation knowing that redundancies were new to many members of the
team and kept a calm manner throughout.

The plan that we agreed on the redundancies was clearly communicated and followed. There were
no appeal meetings so clearly the plan was followed. You coached the managers well and had the
situation under control and met the requirements from the objectives given from Tim at the start of
the process.

Well done and thankyou for your support during the difficult time.

AndreM
P: +44 (0)1792 561 234

S ajones@monoequip.com

e

[) 0 MONO Equipment
L A Swansea West Business Park

Queensway, Swansea SA5 4EB
United Kingdom

Andrew Jones Www.monoequip.com
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From: Andrew Jones

Sent: 8" June 2020 11.26

To: Saaid Ostad; Laura Daniel; Rob Davies; Andrew Williams
Subject: Potential redundancies

All

Please ensure that you undergo the training with Laura and review the redundancy policy that has
been issued before the redundancies. As discussed previously, you will all be holding the redundancy
meeting with your employees yourselves and Laura will be there for support for both you and
employees.

1 will be available for any appeal meetings

Andrew

1 +44 (0)1792 561 234
E: ajones@monoequip.com

MONO Equipment

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

Andrew Jones Wwww.monoequip.com
Managing Director
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From: Andrew Jones
Sent: 20 June 2020 10:23

To: Laura Daniel
Subject: Redundancy Policy

Laura,

I have had a look a the redundancy policy you have amended and have no comments to add, all
looks good. | understand you have spoken to Saaid and others regarding doing some training, please
make sure you do this. | can’t remember us doing any redundancies since | have been here and is
going to be a challenge for everyone. A difficult process, however a necessity for the business.

Thanks for taking charge with this
Andrew
P: +44 (0)1792 561 234
E: ajones@monoequip.com

MONO Equipment

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

Andrew Jones Wwww.monoequip.com
Managing Director

is confidential and intended solely for the individual or org:
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From: Saaid Ostad
Sent: 07 July 2020 12:05

To: Laura Daniel
Subject: Redundancy training

Hi Laura,

Thanks for the training yesterday on how to carry out redundancy meetings, | am double checking
that you will be in the meeting with me when | do my departments just so you can guide me on the
right track if anything goes wrong or they ask questions that | am not sure on?

Regards

Saaid

1 +44 (0)1792 561 234
Sostad@monoequip.com

MONO Equipment

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

Saaid Ostad Wwww.monoequip.com
Purchasing Manager

e T S S S S B T R S S N TR
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From: Laura Daniel
Sent: 07 July 2020 12:10

To: Saaid Ostad
Subject: Re: Redundancy training|

Hi Saaid,

Of course | will be in the meetings with you. | will guide you through and probably have a sit down
with you beforehand to go through the format with you again. No problem with the training, if you
want to go through it again, just let me know. This is a horrible process | know, probably even worse
for you as these are your first ones.

I am here to support so let me know if you need anything.

Thanks

Laura

P: +44 (0)1792 561 234

D: +44 (0)1792 564 034
E: Idaniel@monoequip.com

MONO Equipment
Swansea West Business Park
Queensway, Swansea SA5 4EB

United Kingdom
Laura Daniel

HR Manager Www.monoequip.com
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Employment Rights Act 1996

UK Public General Acts » 1996 c.18» PartXi» Chapterli» Dismissal by reason of..» Section 139
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139 Redundancy.

(1) For the purposes of this Act an employee who is dismissed shall be taken to be dismissed by reason of redundancy f the
dismissal is wholly or mainly attributable to—

() the fact that his employer has ceased or inends to cease—
() tocarry on the business for the purposes of which the employee was employed by him, or
(i) to camy on that business in the place where the employee was so employed, or
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https://www.gov.uk/staff-redundant

Home > Employing people > Dismissing staff and redundancies

Making staff redundant

Contents

— Overview

— Avoiding redundancies

— Lay-offs and short-time working
— Non-compulsory redundancy
— Compulsory redundancy

— Redundancy consultations

— Giving staff notice

— Redundancy pay

— Taxwhen making staff redundant
— Getting help

Overview

Redundancy is when you dismiss an employee because you no longer need
anyone to do their job. This might be because your business is:
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April 2020

April 2020

Redundancy Policy

Page 1

MONO Redundancy Policy

Page 2

This policy sets out what we will do if compulsory redundancies become necessary,
including the steps we will take to try to avoid redundancies.

This policy

Wherever possible we want to avoid compulsory redundancies but sometimes this is
unavoidable. Things about our business may change, which may be the result of
alterations to how we do things, technology moving on or a change in the market.
These, and other changes, could all lead to a different requirement for employees.
Where this happens and a reduction in employee numbers becomes necessary, we
want to communicate this clearly to people who are affected and to take steps to
deal with the process reasonably.

We will look to find ways of avoiding compulsory redundancies and will consult with
employees and the Union/employee representatives.

Where any selection for compulsory redundancy is carried out, we will deal with this
fairly, reasonably and without discrimination.

This policy is applicable to employees only.

Avoiding redundancies

+ Where we are proposing to make redundancies, we will consult with all affected
employees on an individual basis and, where appropriate, with the Union/employee
representative.

« Before we reach the stage where redundancies are proposed, we will look to avoid
the need for compulsory redundancies. Where it is appropriate, we will consider
steps like:

— Reviewing our use of any temporary staff and consultants

— Freezing salary levels fo

f i

volunteer for redundancy will be our decision. We can refuse an application for
voluntary redundancy where it does not meet the needs of the business

Where we h;

» make redundancies

« In some circumstances, we won't have any realistic alternative to compuisory
redundancies. Where this is the case, we will inform affected employees, the
Union/employee representative

+ We will consult with the Union/employee representatives on the process and the
criteria that will be applied

« We will not discriminate directly or indirectly on grounds of race, colour, nationality,
ethnic or national origin, religion o belief, disability, gender, sexual orientation,
marital or civil partner status, gender reassignment or age:

« Part-ime employees and those working under fixed-term contracts will not be
treated differently to comparable permanent, full-time employees.

« Where it is appropriate to select employees who will be at risk of being made
redundant, the criteria adopted will be objective, f t and fair and based on
the skills required to for our business.

« Individuals who have been provisionally selected for redundancy will be consulted.
« Where an employee is selected for redundancy, he or she will be given notice of
termination of employment in accordance with their contracts as well as notification
of the payments that they will receive

« There will be an opportunity to appeal against this decision.

« We will continue to look for alternative employment either at Mono Equipment or
within the AFE Group for redundant employees until their employment ends.

+ How redundant employees apply for and are assessed for vacancies will depend
on the relevant circumstances.
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cas working
r everyone

Advice Dispute resolution Training Research and comr

Coniracts, hours and pay Holiday, sickness and leave

me > Advice > Contracts, hoursand pay > Redundancy

Managing staff
redundancies: step by step

Step 1: Check if redundancies are necessary

Step 2: Follow the right process

Step 3: Tell employees
Step 4: Hold redundancy consultations

Step 5: Select employees for redundancy

Step 7: Give redundancy notice

Step 8: Offer an appeals process

Step 9: Offer alternative employment

Step 10: Support vour staff and plan for the future
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Learn, develop and connect For employers Membership Knowledge hub News, views and policy About us

Redundancy: an introduction

Learn how to use redundancy as a last resort when all alternative approaches have been considered

On this page

2 Introduction
& The costs of redundancy and redundancy payments

? What is redundancy?
& Protecting people’s health and wellbeing with compassion

? Redundancy in the time of coronavirus
& Useful contacts and further reading

? Managing redundancy and the UK legal position
& Explore our related content

? Redundancy procedures
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Home > Working. jobs and pensions > Redundancies. dismissals and disciplinaries

Calculate your statutory
redundancy pay

Calculate how much statutory redundancy you can get. It’s based on age,
weekly pay and number of years in the job.

Your weekly pay is the average you earned per week over the 12 weeks before
the day you got your redundancy notice.

If you were paid less than usual because you were ‘on furlough’ because of
coronavirus, use what you would have earned normally when calculating
your redundancy pay, not what you were paid while on furlough.

You only qualify for statutory redundancy pay if you’ve worked for your
employer for at least 2 years.

Startnow >

Related content
Redundancy payments helplines

Redundancy: your rights

Being made redundant: finding work,
claiming benefits and managing debts
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‘Speak to Management Team

Create a Change Management Plan

Idenitfy stakeholders

Produce Communication Strategy

‘Send Redundancy Policy to Management Team
Training session for managers on Redundancies
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Company Talk

Letter issued to those affected by possible redundancies
B .
Redundancy Meetings

Agree Exit Arangements
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4.1 Speak to workforce - offer support

Gantt Chart for the Coronavirus redundancy process

Andrew Jones/Tim
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Fforestfach, Swansea 21% August 2020
SAS SAW

Dear Peter,

Thank you for your time in our meeting yesterday. As discussed, you had no objections and
was happy to proceed with the Redundancy process; therefore I am very sorry to confirm that
you have been selected for redundancy.

Unfortunately, we have not been able to identify any suitable alternative work for you
throughout the business

Your employment with Mono Equipment will cease on 31 August 2020. You will not be
required to work your notice period and the organisation will make a payment in lieu of
notice to you,

You are entitled to 7 weeks’ pay in Lieu of notice to end your employment with Mono
Equipment. This is based on your length of service and will consist of a payment of
£3445.75 (taxable).

You have accrued 2.5 days holiday up to the end of your notice period which have not been
taken and will be added to your final pay.

Due to your length of service, you are entitled to a statutory redundancy payment of £5168.63
(non-taxable), which will be paid to you in your final pay instalment, which you have agreed
with me will be September 25% 2020.

If you believe you have been selected unfairly, you can appeal against the organisation's
decision to select you for redundancy. You should do so in writing, setting out the reasons for
your appeal, within 5 days from receipt of this letter to Andrew Jones ~ Managing Director.
You will then be invited to an appeal meeting so that the basis of your appeal can be
discussed and considered.

In the meantime, we would like to thank you for the contribution you have made in your time
with mono Equipment and to wish you every success for the future. IfI can be of any
assistance in the future, please do not hesitate to contact me.

Yours sincerely

Laura Daniel
HR Manager
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Feel supported and connected with a confidential
Employee Assistance Programme and innovative
well-being resource.
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Peter Glover
Sandra Cook
Gary Fowler
Chris Williams
Alban Williams
Daniel Kerslake
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