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LO1
1.1
I have familiarised myself fully with my organisation’s performance management policy as I have been actively involved in its introduction. Please note that our Performance Management Cycle in very much in its infancy and I have been instrumental in its development, implementation and maintenance. To explain the performance management policies in my organisation that are in place, most of the direction is captured within the employee handbook. EV1a There is also reference made to this handbook in our contracts of employment and induction packages. EV1b. We do not have a stand-alone Performance Management Policy but I recognise that we could extend to one. Appraisal documentation is directly lifted from ACAS recommended templates. Personal development plans and Improvement Plans are based again on ACAS templates and have SMART principles attached to them. EV1c. We do have a set of values and code of conduct that we work to. EV1d. This was brought in from a newly appointed senior manager, my line manager who brought it from a previous employment. Our disciplinary and grievance policy is actually just the ACAS one. We advise employees that this is the case. We have not “personalised” it to make it a company branded one, we just utilise the one ACAS have written and follow it in entirety. 
We do not as yet have specific career development policies but we do touch on career development within development plans as areas to aim for. Career development policy is something currently being looked at in light of the recruitment challenges we are currently facing. We are looking to develop this area more to be a recruitment incentive in that we offer career pathways. Another policy omission is a reward and recognition policy. This was explored and given the go ahead but time restrictions have prevented its implementation. It was not to be linked to salary but more of an employee of the month type scheme. Performance related salaries is not something that the owner of the company wants to introduce. 
With respect to communicating policy to managers this is done in various ways such as through our daily management meetings, communications sent out to all staff that include managers, through supporting them with employee’s cases. I have also delivered a presentation to the management team. 
To explain the performance management processes they start at the beginning with our recruitment and selection process. When we advertise a role we accompany the advert with the job description which does detail some expected behaviours. EV1e. We also within the advert mention our core values. At interview we do discuss performance management expectations and follow this mentioning within email trails once recruited. On induction the employee is given detail on performance management and issued with our handbook. They are also issued with our policies on absence, driving behaviours and drug and alcohol. Other areas are captured in the handbook such as bullying and harassment and the need to follow equality and diversity principles. Once their contract is finalised this also contains detail on expected behaviours. We also appoint on 3 x month probationary terms based on behaviours. We also provide mandatory training which covers expected behaviours, for example we operate a food factory so certain behaviours are a legal requirement. During employment our processes take the form of regular reviews. Managers often have one- to ones with their team members but more formal appraisals are aimed to be carried out every 6 months. These follow the recommended structure by ACAS. We also follow diligently the process steps recommended by ACAS for any disciplinary action and grievances. 
To explain the roles and responsibilities of those involved with our policies and processes, the role holders are firstly the members of the management team and to an extent the next management level of supervisors. The management team include the Factory Manager, Operations Manager, HR Manager, Finance Manager, Transport Manager, Technical Manager and Engineering Manager. Those at supervisory level are on Production and Quality Assurance. Their responsibilities are to be involved with policy conception, introduction, development, implementation and sustainability.  They need to ensure policy is understood and delivered on and that they feed into any policy reviews to ensure they are current and reflective. Their responsibility is to lead by example and represent the views of the company. Following activities, the role of those involved with the process need to analyse the information they have gained and appreciate that then has to be used and forwarded to improve not only the employee’s performance but that of the organisation. An example is that if on appraisal they score a person then they need to decide at what point is an improvement or development plan needed. Another example would be if someone attends a training course how to do they then assess whether their competency has improved or their willingness to take more responsibility and accountability. Gaining information is not fully useful unless an analysis of it takes place by those responsible for processes. Individual employees are also involved in that they have a responsibility to contribute to the organisation’s goals and also to fulfil their role as outlined in their job description. They must also follow the correct process if they have any concerns or grievances.
1.2 
In explaining key sources of information, including legislative information, which underpin performance management activities, they are web page resources such as GOV.UK and ACAS. Our organisation also pays regard to the HSE’s Management Standards. We also lean on the Citizens Advice Bureau resources. These listed are ones that we tend to use when dealing with problems with performance such as disciplinary and grievances. For drafting inductions and training programs we draw on guidance from Agored Wales so we can ensure that we set Learning Outcome and Assessment Criteria at the correct level. We also use their “Level Descriptor Guidelines” to ensure that we are not asking too much of people, for example asking them to perform at a level above their ability. EV1f. We also have our own “Shared Drive” where a library of current performance documents and guidance is held. The company web page also has detail on our values.

1.3 
Providing timely and accurate information to colleagues regarding performance management activities is fulfilled in a variety of means. Email is used a lot, particularly “whole staff” emails when there is a desire to provide timely information company wise. EV1g. Any such emails are proof read first and often sent first to the management team for feedback on content. This is to avoid any ambiguous sentences or any content that may offend. Such communications is invariably accompanied by a Q&A sheet where predicted questions that the communication may initiate are answered. This has proved successful in the past and is cost effective as it results in minimal return. With respect to individual employee communications about performance activities such as appraisals this is always done by email or text following verbal notification of its impending arrival. We do this to ensure that there is a verifiable trail and to eliminate any misunderstanding about times, locations, purpose. We also utilise the morning management meetings to communicate performance management activities to be cascaded to employees and also the staff notice board. New employees are inducted fully and performance activities are discussed at that initial stage.
……………………………………………………………………………………………………………………………………………………



Evidence to support LO1
Please see EV1 a-e to support LO1
EV1a:
Totally Welsh Employee Handbook
About us

Totally Welsh was founded in 1990 and became a limited company in 1999 by Mark Hunter with the main aim of providing the wholesale market. In 2019 Totally Welsh Direct was founded with the main aim of providing the doorstep market. 

We have grown steadily since then, and currently our main products / services are:

· Processing & bottling of milk and cream
· Storage and distribution to businesses
· Storage and distribution to customers
· Farm collection

We have a workforce of around 100 staff based in our company buildings in Haverfordwest, Swansea and Cardiff.

You can get more information on our website at https://totallywelsh.co.uk

Your employee journey with us.
This handbook is in place to promote a decent, good, safe and healthy working environment that will, so far as is reasonably practicable, ensure the safety, health and wellbeing of all employees and to enable Totally Welsh to comply with law, good practice and its own core values and beliefs. .

Such a place of work can only be achieved by the co-operation of employees and management with determination to promote and maintain a strong safety and team culture in all of Totally Welsh’s activities.

This handbook sets out the aims of the company, details the arrangements that will manage and promote its objectives, together with the arrangements that it considers necessary to inform and guide personnel in achieving a decent, good, safe and healthy place to work.
 

For ease of reference the policy documentation consists of 3 Sections:

Section 1: Your induction, journey and route you will take with Totally Welsh

Section 2 : Our Health and Safety approach on site and linkage to other areas of safety

Section 3: Our employee section detailing the terms and conditions of your employment. This contains Human Resource policies (HR, sometimes referred to as Personnel)



Section 1.

Your likely journey and route with Totally Welsh


Your interview and job offer



Your communications from us about this



Your start date and expectations



Your arrival on site



Your general induction and training



Your sector specific training



Your development and possible progression



Your on-going employment (or your departure)



Your appraisals and reviews (or your exit interview)



Your induction process

The Health and Safety at Work etc. Act, The Management of Health and Safety at Work Regulations require the company to provide information, instruction, training and supervision to all employees. 

ACAS (a public body aimed to help improve working life) also advises on the importance of a suitable and sufficient induction from a Human Resource (HR/Personnel perspective.) Your induction will cover both areas as they need to link up to fulfil our duty of care towards you.

Safety induction training is intended to ensure you and others, including those of you with experience in the industry, are properly inducted on safety matters. These matters surround the role, your health, safety and welfare and that this induction is conducted on a formal basis, ideally recorded.
Your HR induction that dovetails to it of equal importance is there to make sure you understand what’s expected of you and what you can expect from us during your employment. This forms your terms and conditions. 

When a new employee arrives at Totally Welsh, we must ensure you are informed, instructed and trained on all aspects of your role before being given any work tasks. 

From the safety side all employees must receive our “Day One General Health and Safety” PowerPoint site induction prior to commencing work. HR & Safety Officer will go through this with you. 

You should also have a full site tour on day one and be told what to do in an emergency. Please make sure that you read this document which has additional safety information.

From the HR side you should make sure that your personal details and emergency contact details are taken as soon as possible if not already obtained before you arrived. There is a starter form for you plus a monitoring form. Both these once populated will be kept confidential.

All you need to know and need to have will feature in this document.

Over the next days and weeks your induction journey will progress. This will involve potentially clarity on who’s who, the profile of Totally Welsh, more specific support and training to do your role. When you reach your 6 month probation you will be reviewed by your manager and given feedback. It will also be an opportunity for you to feedback to us on your experience so far with us. 







Section 2

Our Health & Safety Approach

We approach health and safety by following what’s known as the Plan Do Check Act approach promoted by the HSE. It’s a system that helps an employer fulfil their legal and moral obligations. Our HR and Safety Officer, Alys manages this system and you can see its written framework on the Company Shared Drive. We hope that you will experience its practical reality in your daily working life with us. Our aim is for you to keep safe and well and go home every day in the same shape you arrived. 

We have in place the following:

· Health and Safety Policy
· Task Risk Assessments
· Specific Risk Assessments
· Fire Risk Assessments
· Permits to Work
· Safe Systems of Work
· Training packages
· Safety meetings

As for being with us as an employee - the following site rules are in place - all for good reason. Please stick to them. 

Site Safety

Approaching and leaving work
Try and drive sensibly as you approach and leave work. Take care with your speed and parking. Think about a safe park where you aren’t going to cause a hazard and obstruction. Don’t rush in and out of buildings, take care and look after yourself.

Where are you? 
Try and ensure that someone knows where you are within the working day. We need to have a general idea of where you are in case something has happened to you and there is then a delay in this discovery. All this takes is good communication between us all.

Please note there are CCTV cameras installed at our premises which have been installed for your protection and as a crime prevention measure.
[bookmark: LPHit16]We reserve the right to view and monitor CCTV footage for work-related purposes and may use CCTV evidence for the purposes of disciplinary proceedings.

PPE and Visibility
Appropriate personal protective equipment (PPE) is to be worn by you on site at all times. This also extends to subcontractors. Safety boots, hi-vis and hair nets as a minimum. We want to keep you visible in light of vehicular movement. Please make sure you have some and you put it on as soon as you get here. If you don’t have any - come to the office and ask for some. Some of your work may involve more PPE than just footwear and hi-vis such as ear defenders, face masks, eyewear – please ensure you wear these when you’re supposed to.

If in the instance where a customer needs to come near or into the yard, then they have to be escorted and supervised. We don’t really want children under 16 out there with them, try and convince the customer to ask them to stay back in the car where they will be safer. 

Covid- 19
We are “Covid Secure” as a business in that we work to the legislation and guidance most applicable to our business to keep staff safe and well as far as reasonably practicable. We have policies, procedures and risk assessments in place for managing the risk plus various controls. You will receive training on the risk of Covid which will include scenarios you may face. Your main point of contact is the company HR & HS Officer.

Instances where drugs and alcohol presence, use, consumption are suspected
If you or someone else is either obviously or conclusively under the influence of drugs and alcohol when you arrive or in the day this will not be okay on site. Anyone like this will be removed from working areas immediately. If it’s you as a member of staff we will ask you to sit in the office supervised whilst we make arrangement to get you home safely or call your family or a friend. If it’s a contractor we would like someone to inform Mark and then call the either the contractor’s manager or if he is the manager, a member of his family or a friend to make arrangements to get them home safely. 

Any of these scenarios could bring violence and aggression towards others. If anyone feels unsafe to the degree where outside assistance is needed, then please call Alys or Scott immediately. Do not hesitate to call the police on your own initiative if you are very fearful for you or others or the scenario is escalating. 

These various scenarios could also be progressed to disciplinary if a member of staff and cancellation of works if it’s a sub-contractor. We have to take this approach so that this person or others don’t get hurt.

Minimalising risk of fire
We have got a greater risk of fire and explosion than some other employers so please take care if you are a smoker – use the designated smoking area and ensure that you smoke safely.

Eating and drinking on site and being tidy
We’d rather you eat your food and have your drinks in the canteen/kitchen areas. Please do wash your hands before eating especially because of handling of milk and other products.

Please do use the rubbish bins provided and don’t leave scraps or crumbs of food around as these could attract vermin. It’s the same for spillages.

Join in with the team in trying to keep all areas of the site tidy. If everyone does a bit it helps loads and creates a team culture. Ensure equipment and other stuff is stocked, stacked and stored correctly.

Being focussed and on it
The use of mobile phones is not permitted on this site, except within the site office / canteen

It’s for safety reasons, we don’t want you to be distracted on your phone as we have vehicles moving around and machines running and you not hear or see them. Going against this could lead to disciplinary action.

If you see a hazard or just think that doesn’t look safe or feel safe then tell us as you’re probably right! If you’re not, we will explain with good reason why it’s okay and hopefully reassure you.

First Aid and who to go to
We have employees trained in first aid and we do have first aid kits on site. Do seek help if you need it. A current list of first aiders can be found in the main corridor by the entrance of the building. As of 2021, first aiders are Alys Owens, Stuart William Lavis, Marija Danilocevaite. John Evans, Sabrina Abbott and Vasile Banica (Bebe).  There are fully equipped first aid kits on site as well. If you are not well then do say. We do not want you to be in work if you are not feeling good. You may put yourself and others at risk. 

Incidents – accidents, near misses, undesired circumstance, dangerous occurrences, diseases 

As for what’s what – here’s their definitions so you recognise one and report it to our company HR & Safety Officer please.

An accident is an event that results in injury OR ill health
A near miss is an event where no harm happened but it was only by chance that it didn’t – an example of this at Totally Welsh could be where someone nearly got knocked down by a vehicle or just escaped hurt by a falling object
An undesired circumstance is a set of conditions or circumstance that has or had the potential to have caused injury or ill health. An example of this at Totally Welsh could be where someone was lifting some milk that was far too heavy for them because there was no one to help or no equipment available. 
A dangerous occurrence is more specific as they are detailed in a set of regulations. It’s best to look direct at these regulation for clarity if you need it but there so significant our HR & Safety Officer would definitely know we’d had one! You will find them at the link below: 

https://www.hse.gov.uk/riddor/dangerous-occurences.htm


Diseases are just that and our type of work is not exempt from potential for these. Examples at Totally Welsh could be Carpal Tunnel Syndrome, cramps to hand or forearms, occupational dermatitis, Hand Arm Vibration Syndrome, occupational asthma, tendonitis or tenosynovitis. If you develop anything like the above when working for us please report it.

Exposure to biological agents. An example of this at Totally Welsh is if you or a colleague contracted Weil’s disease or Lyme’s disease that could have been as a result of work activities.

When you tell us about something that’s happened our HR and Safety Officer will investigate. Some reports from you and others will stay just within the company, some will legally have to be reported wider externally. Our HR & Safety Officer will sort this out if we need to.


All incidents will need to be logged in the company accident book. This can be carried out by the Safety officer but if absent, then you can log what’s happened but make sure Scott Howard does know. This is especially important if there is a possibility of the incident occurring again – we need to prevent this as soon as possible.

The accident book is located in the main office upstairs . Try and complete the entry fully giving as much detail as you can. Describe fully what happened, making an accurate entry.
Sub-contractors who may possess their own accident book still must also enter all accidents into the site accident book.


Key workplace hazards here at Totally Welsh
Working for us, like working for any employer, involves facing hazards and risks connected with work activities. We have many hazards but we feel our Top 5 are these below. 


1. Vehicular /pedestrian impact
2. Mechanical including inspection and maintenance
3. Electricity
4. Manual Handling
5. Explosion and release

You can find detailed information on these hazards on the HSE web page at the link below under the “topics” menu tab. 


https://www.hse.gov.uk/

A summary of our top 5 hazards are detailed below and how we approach controlling them. These and the other hazards you potentially face are captured in our risk assessments that we have carried out for the work activities that take place at Totally Welsh. Please make sure that you read them. They are in the back of this pack. If you have any queries or wish to raise any concerns then please speak to our HR & Safety Officer.




1.Vehicular movement

We have a variety of vehicles that operate on and around site. Our approach to manage the risk of impact is to consider the following key areas: 1. Safe site (design and activity) 2. Safe vehicle 3. Safe driver. 
We try and keep people and vehicles apart by having familiar movement routines, good visibility of both people and vehicles, people taking care and being attentive. We make sure that our vehicles are in good repair and condition and that the most appropriate one is chosen for the task. We promote good behaviours such as slow speeds and time management of when manoeuvring needs to happen. We also ensure that people who drive them are safe to do so through training and awareness. Some vehicles you will not be able to operate unless you are trained to do so and what we refer to as “authorised” 

 2. Mechanical including inspection and maintenance
The HSE has published specific guidance on health and safety in machinery, plant and equipment which can be found at the link below: 

https://www.hse.gov.uk/toolbox/machinery/index.htm 

As an employer we do have significant machinery and equipment associated with a dairy processing site. Under some regulations known as “PUWER” we have a duty of care to keep you safe from the risks these machines present. PUWER stands for the Provision and Use of Work Equipment Regulations.

Our approach is that we have to make sure we chose and buy good machines and equipment, that we install them properly, inspect and maintain them and ensure that you know the hazards and risks they present through training, instruction and information. These regulations also cover what we have to have in place for controlling dangerous parts of the machine and making sure the emergency stop controls are adequate.

Please make sure you understand the risks through the risk assessments and within the training you will receive. You must also ensure that you do not endanger yourself through wearing clothing items that may get caught up in machinery and equipment.
Some of our work activities involve entering confined spaces for the purpose of inspection and maintenance. This activity is covered by a Safe System of Work (SSOW) and a Permit to Work. Only trained employees will carry out such work. 

For those of you who are office based and use computer stations then your top risks will differ from those in other areas in that you are unlikely to be exposed to all hazards.

Musculoskeletal risks may be present and within your risk assessment there will be information on this for you. The link below also gives more assistance:

https://www.hse.gov.uk/msd/dse/
 


3. Electricity

Our approach is that we have a full time electrician on site and a good reporting culture for hazard spotting. We encourage all employees to report any safety concerns they see or hold. 


4. Manual Handling

Some roles involve more manual handling than others. Manual handling covers not only lifting and cafrrying but also pushing and pulling. To control the risks our approach is to follow Dairy UK guidelines on manual handling, risk assess activitivites and provide training. We apply the hierachy of controls for manual handling where reasonably practicable and try to eliminate the need in the first instance. 

5.Fire and explosion

We do have a medium risk of fire and also explosion. As an example we have gases, chemicals and fuel on site plus packaging and vehicles. We also have a large electrical system to power the processing lines. 

To control the risk of fire our approach is that we have to firstly assess it, then reduce the risk of it starting, then reduce the risk of it not being detected and then reduce the chance of it spreading through controls. 

We examine and control the 3 key requirements for fire to exist - ignition sources, fuel sources and oxygen levels. These findings are all detailed in our fire risk assessments which will be shared with you as part of your extended induction. 

We do have annual fire drill practices which we will expect you, in the spirit of safety to participate in. We have trained fire marshals within the company. 

To control the risk of explosion we primarily inform employees of the risk through raising awareness and enabling them to read risk assessments. We then reduce ignition sources.

Section 3

HR Policies and Procedures
Terms and Conditions of Employment
Job Descriptions

Our aim in producing this section was to create a one-stop information point where you would be able to access all the information you are likely to need in relation to your employment with us. 

The section gives an overview of the terms and conditions of your employment, and outlines what you can expect from us as your employer. In return we ask you for a high degree of commitment, dedication and loyalty to help us achieve the aims and objectives of the Company.

We hope you find this a useful section during your employment with us. However if you are unable to find the answer to your question here, please feel free to contact Alys.

Totally Welsh believe its employees are its greatest asset and recognise its responsibility to ensure they are afforded appropriate development and treatment throughout their employment.  This begins at the Induction stage when a new employee joins. Details of you induction has been covered in Section 1.

As an employee of Totally Welsh you will receive a document setting out specific terms and conditions of employment as they relate to your post, what we call a Contract. Your contract is at the end of this document in Appendix 2. You also have a job description for the role that you are employed to do. This outlines the purpose of your role, key duties and responsibilities and also your key aims and objectives when in role. You will find your job description in Appendix 3.

Further detailed policies and procedures which may not be mentioned as part of this document, but which still form part of your conditions of employment with us can be accessed through the Company Shared Drive folder under HR. This section also summarises the main terms of your employment.

Totally Welsh reserve the right to change its terms & conditions and employment policies from time to time. You will be notified at the earliest opportunity of these changes by way of general notice to all employees affected by the change. Where a contractual change in your terms and conditions of employment results in a change to your written statement of particulars of employment, we will give you a written statement of the change at the earliest opportunity. 

[bookmark: _Toc177130672][bookmark: _Toc177131086][bookmark: _Toc507347200]Statement “Particulars” of Employment Terms and Conditions

As an employee of Totally Welsh you will receive a document setting out specific terms and conditions of employment as they relate to your post. This includes details of:

· the names and details of us as your employer and of you the employee;
· the date when your employment (and the period of continuous employment) began;
· duration and conditions of any probationary period;
· remuneration and the intervals at which it is to be paid;
· details of all remuneration or benefits (not just pay);
· hours of work and working pattern including any possible variations to this;
· holiday entitlement including holiday pay;
· entitlement to sick leave, including any entitlement to sick pay;
· pensions and pension schemes;
· the entitlement of employer and employee to notice of termination;
· job title (or a brief job description);
· where it is not permanent, the period for which your employment is expected to continue or, if it is for a fixed term, the date when it is to end.
· either the place of work or, if required to work in more than one location, an indication of this and of the employer's address; and
· details of the existence of any relevant collective agreements which directly affect the terms and conditions of your employment 


Further detailed policies and procedures which may not be mentioned as part of this document, but which still form part of your conditions of employment with us can be accessed through your line manager. This handbook also summarises the main terms of your employment.

[bookmark: _Toc40778539][bookmark: _Toc177130673][bookmark: _Toc177131087][bookmark: _Toc507347201]Totally Welsh reserve the right to change its terms & conditions and employment policies from time to time. You will be notified at the earliest opportunity of these changes by way of general notice to all employees affected by the change. Where a contractual change in your terms and conditions of employment results in a change to your written statement of particulars of employment, we will give you a written statement of the change at the earliest opportunity. You should also receive a job description. 
Our Relocation Policy

Assistance with relocation expenses will be granted if we are satisfied that your relocation is required in order for you to undertake the duties of the post for which you have been employed. Eligibility and any sums paid are purely at the discretion of Mark Hunter, and this is not a contractual right. Such positions are likely to be ones that are deemed critical and difficult to recruit such as senior roles and specialisms.

You will be required to sign a written undertaking to repay all or some of the expenses reimbursed if you leave within 24 months of receipt of these expenses.
[bookmark: _Toc40778547][bookmark: _Toc177130674][bookmark: _Toc177131088][bookmark: _Toc507347202]Probation Periods

All new staff are subject to a probationary period of 6 months. An initial informal review will take place after 12 weeks with your line manager, with a formal review after 6 months. If for some reason this does not happen please speak to HR. Your appointment will be confirmed on satisfactory completion of the 6 month period. During this probationary period, you will be given appropriate support and development opportunity to help you reach the required standards. Extension of the probationary period may be granted to enable the required standards to be achieved, but failure to do so could result in termination of your employment.
[bookmark: _Toc177130675][bookmark: _Toc177131089][bookmark: _Toc507347203]Your Attendance at Work

Totally Welsh values good attendance at work and is committed to improving the general wellbeing of its employees to achieve this. Although we aim to secure regular attendance, we do not expect employees to attend when they are unwell.

[bookmark: _Toc40778541][bookmark: _Toc177130676][bookmark: _Toc177131090][bookmark: _Toc507347204]Notification of Absence

Your line manager should be notified as early as possible if absence from work is anticipated for hospitalisation and other medical treatment.
 
If you are unable to attend work due to sickness or injury, your line manager must be notified by telephone before your normal start time or as soon thereafter as possible on the first day of absence, if possible indicating a date of return.  Notification should be made by you personally unless impossible due to the nature of the illness where you should arrange for someone else to call on your behalf. Text will be acceptable as long as you are confident it will be received in time and you receive confirmation of receipt.  During prolonged periods of absence, your manager should be kept informed of progress and an expected date of return.
 
[bookmark: _Toc40778542]Any employee who has been absent due to claimed sickness and is found not to have been genuinely ill will be subject to disciplinary action, which could include dismissal. Please also ensure that you inform us when you are no longer sick or you will continued to be paid as if sick.

[bookmark: _Toc177130677][bookmark: _Toc177131091][bookmark: _Toc507347205]Sickness Payments
Payment of Statutory Sick Pay will be made. For more details please see the Handbook section on Pay and Benefits. 
[bookmark: _Toc40778544][bookmark: _Toc177130678][bookmark: _Toc177131092][bookmark: _Toc507347206]Hours of Work
Your normal hours and working pattern will be specified in your Particulars of Terms and Conditions of Employment. You will be issued with a clocking in card. 
 
The full-time contracted hours for all posts within the organisation are generally 40 hours per week excluding daily meal breaks.  A daily paid break of a minimum of 30 minutes must be taken if you work more than six hours daily. The timing of this will be agreed with you by your line manager.
 
Totally Welsh reserves the right to vary your hours and pattern of working, following consultation and agreement with you.
Some roles will require more hours, maybe 48 hours with the possibility of going over this. If 48 hours is the case it will be specified in your contract. If work can take you over, you will be asked to consider signing an opt out agreement under Working Time Directive. More information will be given to you if this is the case.
 
Working hours are monitored and persistent poor timekeeping means that colleagues are put under pressure to cover your duties. This is not acceptable and will therefore be treated as a potential disciplinary offence under our disciplinary procedures.
[bookmark: _Toc177130679][bookmark: _Toc177131093][bookmark: _Toc507347207]Flexible Working
Totally Welsh has a policy of trying to assist staff to balance their work and home life and is therefore willing to consider requests from staff to vary their working hours or work pattern. Such requests will be considered taking into account the impact on the organisation, work colleagues and any other relevant factors. 

Any member of staff with at least 26 weeks service with the company may make a formal written request for flexible working arrangements. Should you wish to progress this you should speak to your line manager and/or the HR & Safety. Please note that only one such request may be made in any 12-month period and that flexible working is not an automatic or statutory entitlement.
[bookmark: _Toc40778548][bookmark: _Toc177130680][bookmark: _Toc177131094][bookmark: _Toc507347208]Criminal Records Checks
Employees of Totally Welsh will be required to declare a criminal record check. This features on our starter pack in the monitoring section which is confidential to HR. Should this be the case, we will discuss the situation with you prior to confirming your appointment (or any relevant change to your job). Please remember we are an equal opportunities employer.
[bookmark: _Toc177130681][bookmark: _Toc177131095][bookmark: _Toc507347209]Conflict of Interest
You should not, directly or indirectly, engage in, or have any interest, financial or otherwise, in any other business enterprise which interferes or is likely to interfere with your independent exercise of judgement in Totally Welsh’s best interest.

Generally, a conflict of interests exists when an employee is involved in an activity:

· Which provides products or services directly to, or purchase products or services from Totally Welsh
· Which subjects the employee to unreasonable time demands that prevent the employee form devoting proper attention to his or her responsibilities to Totally Welsh
· Which is so operated that the employee’s involvement with the outside business activity will reflect adversely on Totally Welsh

Should you be in doubt as to whether an activity involves a conflict, you should discuss the situation with your manager or HR & Safety Officer.

[bookmark: _Toc40778550][bookmark: _Toc177130682][bookmark: _Toc177131096][bookmark: _Toc507347210]Standards of Performance and Behaviour at Work
[bookmark: _Toc177130683][bookmark: _Toc177131097][bookmark: _Toc507347211]Appearance

Totally Welsh does not seek to inhibit individual choice in relation to your appearance. However, you are expected to dress appropriately at all times in relation to your role, and to ensure that your personal hygiene is properly attended to prior to presenting yourself at work. You must also familiarise yourself with and adhere to the dress code required under food safety legislation and good practice.

If we have supplied you with a uniform of other clothing, then you must wear this at all times when required to do so; it is your responsibility to ensure that this is clean and presentable.

If your  work brings you into contact with the general public then you must ensure your dress and appearance standards reflect the values of your employer.

If you have any queries about what is appropriate, these should be directed to your line manager.

[bookmark: _Toc177130684][bookmark: _Toc177131098][bookmark: _Toc507347212]Company Premises
You may be issued with an identity badge / appropriate gate code allowing access to your workplace. This remains the property of Totally Welsh and loss of your badge or accidental disclosure to someone must be reported immediately to your line manager. 

You must not bring any unauthorised person on to Totally Welsh property without prior agreement from your line manager, unless you are authorised to do so as part of your job. In these circumstances you are responsible for ensuring that your visitors are appropriately monitored during their stay, and that they do not access areas or company property inappropriately.

You must not remove Company property from the organisation’s premises unless prior authority from your line manager has been given.

[bookmark: _Toc40778554][bookmark: _Toc177130685][bookmark: _Toc177131099][bookmark: _Toc507347213]Personal Property
Any personal property such as jewellery, cash, credit cards, clothes, cars, motorbikes or bicycles etc. left on Totally Welsh premises is done so entirely at your own risk. You are strongly advised not to leave any valuables unattended, either on our premises, in our vehicles or in your own vehicle.  Totally Welsh does not accept liability for loss or damage to any personal property whatsoever.
[bookmark: _Toc40778555][bookmark: _Toc177130686][bookmark: _Toc177131100][bookmark: _Toc507347214]
Telephones, Mobiles & other Correspondence
Company telephone / mobile phone or postal facilities must not be used for private purposes without prior permission from your line manager. If, for any reason, personal use is made of these items then arrangements must be made to pay the cost price of all services used. Abuse of these facilities will be considered a potential disciplinary matter. Please try and limit your time on mobile phones. We understand but only to a certain point. If usage affects safety and work being done then we will speak to you about it. Please note that telephone calls in and out of the business on the registered company phone line are recorded and monitored. 

[bookmark: _Toc40778556][bookmark: _Toc177130687][bookmark: _Toc177131101][bookmark: _Toc507347215]Smoking and Other Substances at Work
Legislation exists which makes it illegal to smoke in enclosed public spaces. Smoking (including e-cigarettes) is therefore strictly prohibited on all Company premises (including entrances and exits) and vehicles.

Outside areas have been identified for those who wish to smoke during their break-time. Should you wish to avail yourself of these facilities, please speak to your line manager.

Bringing alcohol or any unlawful drugs to the workplace is strictly prohibited both during work time or during a period prior to work where the effects carry over to the workplace. Any such instances will be dealt with under the disciplinary procedure and may lead to your summary dismissal. If we suspect you of alcohol or drug use in work an investigation will be initiated. You may be asked to leave site immediately if our suspicions are well founded in that you are at the time showing signs and symptoms of being under the influence. 

[bookmark: _Toc40778557][bookmark: _Toc177130688][bookmark: _Toc177131102][bookmark: _Toc507347216]Confidentiality
It is a condition of your employment that you have a duty of confidentiality with regards to Totally Welsh

During the course of your employment you may find yourself in possession of sensitive information, the disclosure of which could be construed as a breach of confidentiality.  It is a condition of your employment that you have a duty of confidentiality to the Company, and you must not discuss any Company sensitive or confidential matter whatsoever with any outside organisation including the media.

Any such breach of confidentiality would be deemed as gross misconduct except as otherwise provided or as permitted by any current legislation (e.g. the UK Public Interest Disclosure Act 1998) and could lead to your dismissal.

[bookmark: _Toc177130689][bookmark: _Toc177131103][bookmark: _Toc507347217]Computer, email and Internet use
If you have access to the Company’s computers including email and access to the internet as part of your job, you must not abuse this by using these facilities for purposes unrelated to Company business. 

Personal use of the internet is permitted during your formal breaks on your own devices. Employees are not permitted to use our devices for internet usage unless it is necessary for the needs of the business. 

If we find social media use on our devices, we may use this as evidence for disciplinary proceedings. We will exercise our right to delete it off our devices.

Please note that we will not tolerate cyberbullying of staff in or out of work. Social media sites should not be used in or out of working hours to bully employees. We can justify checking emails and social networking sites if an employee reports instances of bullying and therefore we will do so in those instances.
 
Only software packages properly authorised and installed by the Company may be used on Company equipment, you must therefore not load any unauthorised software onto Company computers.

If you have a Company email address, this is provided for responsible use on Company business and should not be used in any other way whatsoever. 

You must not make reference to the Company or its services or represent yourself on behalf of the Company on social media without formal permission from the Company to do so.

[bookmark: _Toc177130690][bookmark: _Toc177131104][bookmark: _Toc507347218]Receipt of Gifts
Your working relationships may bring you into contact with outside organisations where it is normal business practice or social convention to offer hospitality, and sometimes gifts.  Offers of this kind to you or your family can place you in a difficult position.  Therefore, no employee or any member of his or her immediate family should accept from a supplier, customer or other person doing business with Totally Welsh, payments of money under any circumstances, or special considerations, such as discounts or gifts of materials, equipment, services, facilities or anything else of value unless:

· They are in each instance of a very minor nature usually associated with accepted business practice.

· They do not improperly interfere with your independence of judgement or action in the performance of your employment.

In every circumstance where a gift is offered, the advice of your line manager or HR Manager must be sought.

[bookmark: _Toc507347219]Bribery and other Corrupt Behaviour
The Company has a strict anti-bribery and corruption policy in line with the Bribery Act (2010). A bribe is defined as: giving someone a financial or other advantage to encourage that person to perform their functions or activities improperly or to reward that person for having already done so. 

If you bribe (or attempt to bribe) another person, intending either to obtain or retain business for the company, or to obtain or retain an advantage in the conduct of the company's business this will be considered gross misconduct. Similarly accepting or allowing another person to accept a bribe will be considered gross misconduct. In these circumstances you will be subject to formal investigation under the Company’s disciplinary procedures, and disciplinary action up to and including dismissal may be applied.
Relationships
We understand that relationships can develop in work as people spend considerable time together. If a relationship does develop at work then we would rather know if the relationship becomes longer term so we can avoid such things as conflict of interests and to be able to manage any gossip or concerns professionally. 
We do ask though for you to be mindful of the following: 
· Keep your personal issues and discussions out of the workplace.
· Be productive and focused as always. If you find that your work is affected by dating/seeing a colleague, seek support through your manager or HR.
We expect you to always behave appropriately. This means you and your partner shouldn’t behave in a way that:
· Hinders our operations
· Embarrasses your colleagues or causes tension
· Distracts your colleagues from their duties
Examples of acceptable behaviour are:
· Passing by your partner’s office/desk to talk to them for a short time
· Discussing your holiday/time off plans during breaks
· Coming to and leaving from work together
Examples of unacceptable behaviour are:
· Arguing in the workplace.
· Kissing or touching inappropriately in front of colleagues or clients
· Exchanging an excessive number of instant messages or calls during working hours
· Boasting about or discussing your relationship in your colleagues’ presence
Employees who exhibit unacceptable behaviour could face progressive discipline.
With respect to other relationships such as friendships we are happy for people to talk in work time but if the level and volume of chatter becomes high to the extent where it is affecting work and efficiency then we will ask you to stop and bring it down to a more reasonable level. Please note that others may need peace and quiet to work so a balance is sought. We also want conversations to be respectful and not cause offence. Sometimes banter can go too far without it being realised. Please respect HR if someone from that function does speak to you and asks you to refrain from using certain terms, words or names or references that you may have thought nothing of. 
[bookmark: _Toc177130691][bookmark: _Toc177131105][bookmark: _Toc507347220][bookmark: _Toc40778560]Data Protection and Access to Information
Totally Welsh will comply with all statutory requirements of Data Protection law including the requirements of the General Data Protection Regulations (GDPR). Any personal or sensitive information on an individual which the Company holds is covered by this legislation. This includes emails too. If you receive a “subject access request” you should refer this immediately to your line manager and HR & Safety Officer.

If you are a user of such information you need to be sure that you are not breaching any data protection rules when you store or use information and when you write and send emails. This could include but is not limited to:

· Using data which has not been kept up-to-date.
· Passing on or processing personal information about an individual without their consent.
· Keeping personal information longer than necessary.
· Sending personal information outside the country.

If any breach of data protection rules is discovered such as the leaking or hacking of personal or sensitive data, this should be reported immediately to your line manager, and any immediate action should be taken to close down such leaks. Your line manager will ensure this is properly investigated and the appropriate reporting actions taken if necessary.

Employees can request access to the information held on them by our Company. All requests by employees to gain access to such records should be made in writing to HR. 

[bookmark: _Toc177130692][bookmark: _Toc177131106][bookmark: _Toc507347221]Changes in Personal Information for Employment Purposes

It is important that our records are correct, as inaccurate or out of date information may affect your salary or cause difficulties in situations where contact is required for emergencies.  You must notify your Line Manager immediately of all changes in the following personal information: 

· Name
· Home address
· Telephone number
· Bank account details
· Examinations passed/qualifications gained
· Emergency contact
· Driving licence penalties (if you are required to drive on Company business)
· Criminal charge, caution or conviction
· Conflict, or potential conflict of interest

Personal data on employees is held in accordance with the provisions of the Company’s Data Protection Policy which will be made available for inspection by you if required.
We’d also like to know of any changes in your health or personal life that we may be able to support you with in confidence if you feel able to share them.

[bookmark: _Toc40778561][bookmark: _Toc177130693][bookmark: _Toc177131107][bookmark: _Toc507347222]Trade Union Membership
It is your choice as to whether you wish to belong to a trade union recognised by the Company.  This is one way in which you will be able to make your views known on all issues affecting staff within the Company and have a recognised route to resolve issues affecting groups of staff where other methods have not been effective.  In addition, the unions can provide personal representation for you if you experience difficulties at work via their accredited representative system. The Company recognises the following Trade Unions:

USDAW
UNISON
UNITE

[bookmark: _Toc177131108][bookmark: _Toc507347223]Valuing Equality, Diversity and Dignity at Work
[bookmark: _Toc177130694][bookmark: _Toc177131109][bookmark: _Toc507347224][bookmark: _Toc40778564]Valuing Equality & Diversity
[bookmark: _Toc177130695][bookmark: _Toc177131110][bookmark: _Toc507347225]Statement

Totally Welsh is committed to valuing diversity and seeks to provide all staff with the opportunity for employment, career and personal development on the basis of ability, qualifications and suitability for the work as well as their potential to be developed into the job.

We believe that people from different backgrounds can bring fresh ideas, thinking and approaches which make the way work is undertaken more effective and efficient.

The Company will not tolerate direct or indirect discrimination against any person on grounds of age, disability, gender / gender reassignment, marriage / civil partnership, pregnancy / maternity, race, religion or belief, sex, or sexual orientation whether in the field of recruitment, terms and conditions of employment, career progression, training, transfer or dismissal.

It is also the responsibility of all staff in their daily actions, decisions and behaviour to endeavour to promote these concepts, to comply with all relevant legislation and to ensure that they do not discriminate against colleagues, customers, suppliers or any other person associated with the Company. Please see our Equality & Diversity Policy for more information if needed.


[bookmark: _Toc40778565][bookmark: _Toc177130696][bookmark: _Toc177131111][bookmark: _Toc507347226]Key Actions

In adopting these principles Totally Welsh:

1. Will not tolerate acts that breach policy and all such breaches or alleged breaches will be taken seriously, be fully investigated and may be subject to disciplinary action where appropriate.
2. Fully recognises its legal obligations under all relevant legislation and codes of practice.
3. Will allow staff to pursue any matter through the internal procedures which they believe has exposed them to inequitable treatment within the scope of this policy. If you need to access these procedures they can be obtained from your HR manager.
4. Will ensure that all managers understand and maintain their responsibilities and those of their team under this policy.
5. Will offer opportunities for flexible working patterns, wherever operationally feasible, to help employees to combine a career with their domestic responsibilities. 
6. Will provide equal opportunity to all who apply for vacancies through open competition.  
7. Will select candidates only on the basis of their ability to carry out the job, using a clear and open process.
8. Will provide all employees with the training and development that they need to carry out their job effectively.
9. Will provide all reasonable assistance to employees who are or who become disabled, making reasonable adjustments wherever possible to provide continued employment. We will ensure an appropriate risk assessment is carried out and that appropriate specialist advice is obtained when necessary.
10. Will distribute and publicise this policy statement throughout the Company

[bookmark: _Toc40778566][bookmark: _Toc177130697][bookmark: _Toc177131112][bookmark: _Toc507347227]Dignity at Work

[bookmark: _Toc40778567][bookmark: _Toc177130698][bookmark: _Toc177131113][bookmark: _Toc507347228]Statement
The Company believes that the working environment should at all times be supportive of the dignity and respect of individuals. If a complaint of harassment is brought to the attention of management, it will be investigated promptly and appropriate action will be taken.

[bookmark: _Toc40778568][bookmark: _Toc177130699][bookmark: _Toc177131114][bookmark: _Toc507347229]Harassment
Harassment can be defined as conduct, which is unwanted and offensive and affects the dignity of an individual or group of individuals.

Sexual harassment is defined as “unwanted conduct of a sexual nature, or other conduct based on sex, affecting the dignity of women and men at work”.  This can include unwelcome physical, verbal or non-verbal conduct.  


People can be subject to harassment on a wide variety of grounds including:

· race, ethnic origin, nationality or skin colour
· sex or sexual orientation
· religious or political convictions
· willingness to challenge harassment, leading to victimisation
· disabilities, sensory impairments or learning difficulties
· status as ex-offenders
· age
· real or suspected infection with a blood borne virus (e.g. AIDS/HIV)
· membership of a trade union or activities associated with membership

Forms may include:

· physical contact ranging from touching to serious assault
· verbal and written harassment through jokes, offensive language, gossip and slander, sectarian songs, letters and so on
· visual display of posters, graffiti, obscene gestures, flags and emblems
· isolation or non-cooperation at work, exclusion from social activities
· coercion ranging from pressure for sexual favours to pressure to participate in political/religious groups
· intrusion by pestering, spying, following someone
· bullying

[bookmark: _Toc40778569][bookmark: _Toc177130700][bookmark: _Toc177131115][bookmark: _Toc507347230]What should I do if subject to Harassment?
If you feel you are being harassed, you are strongly encouraged to seek early advice/support from your line manager and/or HR. If your feel your line manager is harassing you, then you should contact his / her immediate line manager.

You should also keep a written record detailing the incidents of harassment and any requests made to the harasser to stop.  This written record should be made as soon as possible after the events giving rise to and should include dates, times, places and the circumstances of what happened.

The Company has a formal procedure for dealing with these issues which you can obtain from your line manager and HR.

[bookmark: _Toc177131116][bookmark: _Toc507347231]Pay, Benefits & Pensions
[bookmark: _Toc177130701][bookmark: _Toc177131117][bookmark: _Toc507347232]Salary Arrangements
Your salary will be either be paid monthly in arrears on the 10th of each month or weekly on a Friday with a week in hand by direct credit transfer to your designated bank account. Payslips are sent out electronically so you will need to provide an email address for this purpose and also let us know if it needs to be changed for any reason.

Your basic pay was outlined in your letter of appointment / statement of terms and conditions. Any subsequent amendments to your basic pay will be notified to you in writing by the Company. Please note that you pay has been determined through a job evaluation process and will fall within a pay banded category deemed correct for the duties and responsibilities that the role holds. 

Part-time employees will be paid on a pro rata basis based on the hours they work. In all other aspects, their salaries will be paid in accordance with the pay arrangements for full-time employees of the Company.

If any queries arise with regard to pay, or if it looks as if a mistake has been made, speak to Shan’s accounts team immediately so that they can take appropriate action. Unless agreed otherwise, any pay errors, whether of over or underpayment, will be rectified as soon as possible or in the next salary payment. 

Appropriate deductions will be made from pay including income tax and National Insurance contributions (NICs), which are subject to each employee's earning level, family status and the number of hours worked.
[bookmark: _Toc40778572][bookmark: _Toc177130702][bookmark: _Toc177131118][bookmark: _Toc507347233]Overtime
Overtime is defined as all hours worked in excess of your full time contracted hours, which has the prior explicit approval of your manager.
 
Overtime is payable to posts which have been specifically designated as qualifying for overtime payment.
 
Any overtime is paid at the normal rate.
Income Tax
If there are any changes in your personal circumstances which will affect your tax status, you should notify the Inland Revenue, who will automatically inform the Company of any changes to your tax code. Contact details can be found here: https://www.gov.uk/contact-hmrc.
[bookmark: _Toc40778574][bookmark: _Toc177130704][bookmark: _Toc177131120][bookmark: _Toc507347235]Business Travel 
[bookmark: _Toc177130705][bookmark: _Toc177131121][bookmark: _Toc507347236]You will be reimbursed for any expenditure necessarily incurred in order to do your job when working away from your normal place of work. Public Transport and accommodation costs will be reimbursed at actual cost – appropriate receipts must accompany all claims. Mileage rates when travelling by your own private transport are 45 pence per mile(current as of 2020.) Use of company vehicles is preferred so please look at this option first before travel.
Sickness Pay Provision
[bookmark: _Toc177130706][bookmark: _Toc177131122][bookmark: _Toc507347237]Statutory Sick Pay (SSP)  

Most employees have a right to statutory sick pay (SSP) as long as they earn more than the lower earnings level. SSP is not however payable for the first three qualifying days of absence. (A qualifying day is a day on which you are normally expected to work under your contract of employment). 

There is a limit of 28 weeks' SSP in any one period of sickness or linked periods. (Periods of sickness are said to be linked if the second period starts within eight weeks of the end of the first period.) 

SSP is paid in the same way as ordinary pay and is liable to tax and National Insurance contributions. 

[bookmark: _Toc177130707][bookmark: _Toc177131123][bookmark: _Toc507347238]Occupational Sick Pay  
[bookmark: _Toc177130708][bookmark: _Toc177131124][bookmark: _Toc507347239]Occupational sick pay is not available to employees unless it has been available to those who joined the Company under TUPE arrangements.

Pension Scheme
You will be automatically enrolled in the Company Pension scheme, NEST, details of which you should have received when you started (if you have not yet received this please speak to your line manager or HR). You may elect to opt out of the scheme if you so wish. Please note that no member of the Company can advise you on whether you should join or not. If you are unsure, you should seek independent financial advice.

[bookmark: _Toc177131125][bookmark: _Toc507347240]Leave Arrangements
[bookmark: _Toc177130709][bookmark: _Toc177131126][bookmark: _Toc507347241]Annual Leave
Employees of Totally Welsh whether part-time or full-time are entitled to a minimum 5.6 weeks' paid annual leave. A week's leave allows you to be away from work for a week – that is the same amount of time as your working week. If you do a five-day week, you are entitled to 28 days leave per year, if you do a four-day week the entitlement is 22.4 days leave etc. Your manager will let you know your annual leave entitlement for the current leave year.

Holidays must be agreed with your manager as early as possible. The Company will where possible try to accommodate individual preferences for holiday dates but the needs of the business may have to take precedence, particularly where short or inadequate notice is given. There is a system for booking holidays which is that you email your requests to the following email address where they will be reviewed:

holidaysmh@yahoo.com
· The holiday year runs from 1st January to 31st December. 
· Leave for employees joining after the start of the leave year accrues at the rate of one twelfth of the annual entitlement for each complete calendar month of service
· Your holiday pay will be calculated using the previous 52 weeks (or if you have worked for us for less than that, the number of weeks you have been employed) as a reference period.
· Leave for employees who terminate their employment during the leave year is calculated on the same basis.  If, however, the annual leave entitlement has been exceeded, a deduction calculated on the same basis will be deducted from the final salary payment.
· Holiday pay in lieu of accrued leave will be paid only on termination of employment and will normally be subject to a maximum of 10 working days.

Totally Welsh also recognises statutory Bank Holidays in addition to basic annual leave entitlement.
Its best to refer to your individual Terms of employment for clarity on your entitlement.
[bookmark: _Toc177130710][bookmark: _Toc177131127][bookmark: _Toc507347242]Maternity Leave and Pay Policy
Pregnant employees will be entitled to take 26 weeks’ Ordinary Maternity Leave and 26 weeks Additional Maternity Leave, irrespective of their length of service or the number of hours worked each week.
 
You may not return to work during the two weeks immediately following the birth of your child (four weeks for women who work in factories).
 
You are free to choose when you would like your maternity leave to start, however, the earliest you can choose to start your maternity leave is during the 11th week before the expected week of your child’s birth.
 
In certain circumstances, your maternity leave may start automatically earlier than the date you chose as the start date for your maternity leave.  This applies where you are absent from work wholly or partly because of pregnancy at any time during the four weeks before the expected week of childbirth or if you give birth early.

If you have at least 26 weeks’ service by the end of the 15th week before your child is expected to be born, you may be entitled to Statutory Maternity Pay (SMP), provided your average weekly earnings are at or above the Lower Earnings Limit for National Insurance.
 
SMP is payable for 39 weeks.  For the first six weeks, SMP will be paid at 90% of your average weekly earnings.  For the remaining 33 weeks, SMP will be paid at the standard rate which is prescribed by regulations and is adjusted from time to time.  The Company will inform you of the applicable rate.  If your average weekly earnings fall below the standard rate, SMP will be paid at 90% of your average weekly earnings throughout.
 
SMP will be paid subject to deductions for tax and National Insurance contributions in the normal way.

In order to be eligible for maternity leave and SMP, you are required to notify your line manager in writing by or during the 15th week before the expected week of your child’s birth.  You must inform your Line Manager of the following:
 
· you are pregnant 
· the week in which your child is due 
· the date you intended to start your maternity leave 
· the date from which you will be claiming SMP 
 
You should enclose a MAT B1 certificate with your written notification signed by your registered doctor or registered midwife to confirm the expected week of childbirth.
  
You may change the date you start your maternity leave providing you give at least 28 days’ notice in writing of either the new start date or the original start date (whichever is earliest).   
 
Within 28 days of receiving your notice, the Company shall notify you in writing of the date when your maternity leave will end.
 
Prior to your departure on maternity leave, your line manager will meet with you to discuss your rights and entitlements during maternity leave, the possibility of flexible working on your return to work and the level of contact you would like with the Company during your maternity leave.  You should feel free to raise at this meeting any queries or concerns you have. 

Your line manager may also offer you up to 10 days work during your maternity leave.  It is up to you if you wish to work these days.  The rate of pay for the work will be agreed in advance with you.  Your right to maternity leave and SMP will not be affected.

During Ordinary Maternity Leave, you will continue to receive your contractual benefits and your normal terms and conditions will continue to apply, except for those terms relating to wages and salary.  You will continue to accrue holiday.
  
During Additional Maternity Leave, the rights and obligations under your contract of employment are reduced, but you must still give notice in accordance with your contract of employment if you want to leave.  In addition, you will continue to be bound by your obligations of confidentially and loyalty.  Only statutory holiday will accrue. 
  
If any pregnant employees, or employees who have recently become mothers or who are breastfeeding are employed in positions which have been identified as posing a risk to their health and safety or that of their baby they will be notified immediately and arrangements will be made to eliminate the risks.
 
If you have concerns about your own health and safety at any time you should consult your Line Manager immediately.

You do not have to notify the Company separately of your return date.  It will be assumed that you will come back to work on the date the Company has notified you is the end of your maternity leave period.  However, if you wish to return to work before the end of your full maternity leave entitlement, you should give your line manager at least 8 weeks’ notice in writing of your intended return date. 
 
If you return to work immediately after a period of Ordinary Maternity Leave you will return to work in the same job you left before you started your maternity leave. 
 
If you return to work from a period of Additional Maternity Leave, you will return to the same job you were employed to do.  If this is not reasonably practicable, you will be offered a similar job on equally favourable terms and conditions.
 
If you decide not to return to work after maternity leave, you should confirm this in writing and give the notice required by your contract of employment.
 
On your return from maternity leave, your line manager will arrange a meeting with you to discuss any changes which have taken place during your absence.  This will be an opportunity to discuss any issues relating to breastfeeding.  You should also feel free to raise at this meeting any queries or concerns you have.

Parallel arrangements are available for the adoption of a child.

Please always check the currency of this detail at the link below:

https://www.gov.uk/employers-maternity-pay-leave

[bookmark: _Toc177130711][bookmark: _Toc177131128][bookmark: _Toc507347243]Paternity Leave and Pay
Statutory Paternity Leave is a maximum of two weeks’ leave, following the birth of a child, taken in order to support the mother or care for the new child.  It can be taken as a single week or two consecutive weeks. It cannot be taken as odd days or as two separate weeks. 
 
Statutory Paternity Leave must be taken within 56 days of the birth.  If the baby is born earlier than expected, it must be taken within 56 days from the date the baby was due.
 
To qualify you must have worked for the Company for at least 26 weeks by the end of the 15th week before the expected birth week.  

Statutory Paternity Pay is paid at a fixed rate per week (determined in legislation) or 90% of average earnings if that is less.  It is paid less tax and National Insurance contributions in the normal way.

During Statutory Paternity Leave, you are entitled to all of your normal contractual terms and conditions as if you were not absent, apart from basic wages and salary.  You have the right to return to exactly the same job, on the same terms and conditions after Statutory Paternity Leave.

Paternity leave and pay are also available for the adoption of a child.

Please always check the currency of this detail at the link below: 

https://www.gov.uk/paternity-pay-leave

[bookmark: _Toc507347244]Shared parental leave
This leave entitlement is designed to give parents / adopters more flexibility in how to share the care of their child in the first year following birth or adoption. If you are eligible you can share up to 50 weeks leave, you and your partner can decide to be off work at the same time and/or take it in turns to have periods of leave to look after the child. To be eligible you must meet the following criteria:

· You (or your partner) must be entitled to maternity / adoption leave, or statutory maternity / adoption pay (or maternity allowance from the Government) and you must share the main responsibility for caring for the child with your partner. In addition, you and your partner will also be required to follow a two-step process to establish eligibility as follows:

· Step 1 - Continuity test: if you are seeking to take shared parental leave, one parent / adopter must have worked for the same employer for at least 26 weeks at the end of the 15th week before the week in which the child is due (or at the week in which an adopter was notified of having been matched with a child or adoption) and they should still be employed in the first week that shared parental leave is to be taken.
The other parent /adopter has to have worked for 26 weeks in the 66 weeks leading up to the due date and have earned at least £390 in total in 13 of the 66 weeks (add up the highest paying weeks, they don’t need to be in a row) as of the date of this document.

· Step 2 - Individual eligibility for pay: To qualify for shared parental pay the parent / main adopter must, as well as passing the Continuity test, also have earned an average salary of the National Insurance lower earnings limit or more for the 8 weeks prior to the 15th week before the expected birth / adoption.
[bookmark: _Toc177130712][bookmark: _Toc177131129][bookmark: _Toc507347245]Parental Bereavement Leave and Pay
Should you suffer the loss of a child under the age of 18 or a stillbirth after 24 weeks of pregnancy, if you have 26 weeks' continuous service with us, you will be entitled to two weeks paid leave at the statutory rate. If you do not meet these criteria you will still be entitled to unpaid leave.

Unpaid Parental Leave
As well as Shared Parental Leave, any eligible employee who has or expects to have responsibility for a child is entitled to take Unpaid Parental Leave to care for that child.  This includes the child’s registered father or anyone else who has or expects to have formal parental responsibility for the child.  To be eligible to take Parental Leave, an employee must have been employed by the Company for at least one year. 

Parental Leave consists of 18 weeks’ unpaid leave for each child born or adopted, taken at any time up to the child’s eighteenth birthday. Up to four weeks’ Parental Leave can be taken in respect of each child, each year, in blocks of one week or more.  Employees cannot take the leave in blocks of less than one week, unless the child is disabled. You must give your line manager at least 21 days’ notice of your intention to take Parental Leave.

Although the situation around pregnancy and adoption appears complex, it is normally quite straightforward to work out your entitlement. Therefore as soon as you know you are pregnant or have been matched with a child for adoption, please let your manager know as soon as is practical. We will calculate your entitlement and the relevant dates for you.

[bookmark: _Toc177130713][bookmark: _Toc177131130][bookmark: _Toc507347246]Time Off For Dependants
You are legally entitled to take a reasonable amount of time off to deal with certain prescribed emergencies involving certain dependants. This leave is called Time Off for Dependants.  Time Off for Dependants can be taken, for example, if a dependant falls ill or is injured, if care arrangements break down, or to arrange or attend a dependant's funeral.  A dependant is your child (including adopted child), husband, wife or parent. It also includes someone who lives in your household, and someone who reasonably relies on you, such as an elderly relative. Any time taken off must be necessary and reasonable in the particular circumstances. Time Off for Dependants is not paid.

Please always check the currency of this detail at the link below:

https://www.gov.uk/browse/childcare-parenting

Staff Benefits
You will be entitled to a weekly free milk allowance – your manager will inform you when you start as to the current entitlement. You may also be able to purchase other items at a reduced cost. Theft of products will be send as a disciplinary matter. 
[bookmark: _Toc40778592][bookmark: _Toc177130720][bookmark: _Toc177131139][bookmark: _Toc507347255][bookmark: _Toc40778593][bookmark: _Toc177130721][bookmark: _Toc177131140][bookmark: _Toc507347256]Personal Development Planning
· Introduction

The Company promotes personal development planning. The aims and purposes of the are:

· To help managers and staff to make effective arrangements to identify and meet learning needs

· To develop the skills, knowledge, values and behaviour that staff need to do their current jobs well 

[bookmark: _Toc40778594][bookmark: _Toc177130722][bookmark: _Toc177131141][bookmark: _Toc507347257]PDP - The Process

There are 3 stages in the process:

· Preparation – where you and your manager/HR prepare separately for an appraisal interview using the appropriate documentation.
· The discussion – where a personal development plan is agreed by you and your manager/HR.
· Monitor & Review – the method and timescale for monitoring should be agreed at the discussion stage and implemented throughout the year.

[bookmark: _Toc177131142][bookmark: _Toc507347258]Leaving the Company
[bookmark: _Toc40778602][bookmark: _Toc177130723][bookmark: _Toc177131143][bookmark: _Toc507347259]If you’re thinking of leaving us, then maybe do say so before handing your notice in and if it is due to unhappiness over an issue then we may be able to resolve it and retain you. We cannot do anything to help or make changes if we are not aware. We have a HR function and we do understand that employees are not always happy. 
Notice Periods
Unless your employment is terminated by agreement, your notice period will be specified in your contract - statement of terms and conditions (particulars). 

If you do not complete a satisfactory probationary period you will received one week’s notice.

Termination as a result of a disciplinary process is in line with our company disciplinary guidance which the Company aligns to.  
[bookmark: _Toc40778603][bookmark: _Toc177130724][bookmark: _Toc177131144][bookmark: _Toc507347260]Working Notice 
In all cases the Company reserves the right to enforce your full notice period.  Your full remaining annual leave entitlement should be taken during your notice period in agreement with your line manager. Exceptionally, if this is not possible, your manager may agree to make a payment in lieu of this. 

If you resign and are in possession of Company property (including computer files), you should make your manager aware of these, and arrange how they will be handed back to the Company. You remain bound by the confidentiality arrangements outlined in your contract of employment during this period.

In exceptional circumstances, if deemed appropriate and as an alternative to working your notice, the Company reserves the right either to transfer you to other suitable duties during your notice period or to require you to accept payment in lieu of any entitlement to notice.

[bookmark: _Toc40778604][bookmark: _Toc177130725][bookmark: _Toc177131145][bookmark: _Toc507347261]Other Conditions on Leaving
On leaving, the Company will deduct from any money due to you such sums as you may owe to the Company.  These may include, but are not restricted to, any loans, relocation assistance, court orders and payment made for holidays taken in excess of entitlement.

If you leave without giving notice and without the Company’s agreement, you are in breach of your contract and you may forfeit some or all of any salary due to you. 

If for example product suffers as a result of your departure without prior notice costs will be recuperated. The same will apply if you choose not to complete a shift.

If your departure leaves us with significant additional repercussions we will appoint someone to assess the overall impact of your departure for recovering costs such as additional labour, recruitment, inconvenience, down time etc.

We strongly advise you to consider the impact of not working your notice and work with us on reaching a satisfactory outcome for both sides. Please note that you will also, in any disagreed exit be classed as a “bad leaver” and this will affect any reference for future work that we may be asked to provide for you to subsequent employers. 

Before leaving, you must hand over to your manager all articles belonging to Totally Welsh including any PPE, company clothing, ID badge and any documents, equipment and computer software used at home.  

After you have left the Company, you must not:

· Solicit or seek to entice away any Company staff
· Use or divulge to any person or organisation any confidential information relating to the business of Totally Welsh

Should your employment be terminated following disciplinary action it is likely you will receive payment in lieu of notice.  However, as there are numerous reasons as to why someone is dismissed, payment in lieu of notice will be reviewed on an individual basis taking into consideration the reasons behind the dismissal.

Should you be dismissed for reasons of gross misconduct, your employment will be terminated immediately without the benefit of notice or payment in lieu of notice.
[bookmark: _Toc40778605][bookmark: _Toc177130726][bookmark: _Toc177131146][bookmark: _Toc507347262]Retirement
In line with current legislation Totally Welsh does not have an age where it expects employees to retire. It is however our policy to have regular workplace /appraisal discussions with all our staff where they can discuss performance and any development needs they may have, as well as their future aims and aspirations. Staff and their managers can also use this opportunity to discuss retirement planning should the employee wish to do so.

You should ensure that you inform your line manager at least 6 months before you plan to retire to ensure all appropriate arrangements are made (e.g. sourcing a replacement, mobilising your Company pension etc.).

Disciplinary Policy and Procedure
Introduction and scope
This is the approved disciplinary policy, procedure and process that will be applied to all employees of Mark Hunter Ltd, T/A Totally Welsh and Totally Welsh Direct. It covers employees at all sites connected with the business. It is reviewed annually. 
Mark Hunter Ltd, T/A Totally Welsh reserves the right to amend this Policy in the light of practice.
Please note that for newly appointed employees who are in their probationary period, the company retains the discretion to vary the procedure accordingly in respect of formal warnings, up to and including termination for a first breach of conduct rules.
Purpose 
The purpose of the disciplinary policy and procedure is to set and maintain standards of conduct within employment at Mark Hunter Ltd, T/A Totally Welsh, and in doing so, ensure that all employees are treated fairly and consistently. It is designed to help and encourage all employees to achieve and maintain satisfactory standards of conduct. 
It’s in place to ensure that disciplinary procedures will be used only when necessary and as a last resort. The procedure is intended to be positive rather than punitive but takes into account that sanctions may have to be applied in some circumstances.
An employee can discuss our approach with HR, their union representative or their Line Manager. They can help clarify an employee’s rights as well as give guidance and support where it may be needed. Every individual has the right to representation from their trade union or a work colleague at any point during the disciplinary process.
Many thanks
Alys Owens 
HR & Safety Officer


Mark Hunter Ltd, T/A Totally Welsh

	Name:
	


	Designation:
	


	Place of Work:
	


	Line Manager:
	






I confirm I have received a copy of the Totally Welsh  employee Handbook and that I have read this and understood the contents. 

I also confirm that I have sought clarification from my line manager on any issues outlined in the Handbook which I am not clear about. I am also aware our of who ACAS is and that the company works to their approach with respect to disciplinary and grievance, alongside our disciplinary policy.




Signed: ___________________________________________________


Date: _____________________________________________________




Please return this form duly completed and signed to your line manager.





EV1b
Mark Hunter Ltd, T/A Totally Welsh

Induction Guide & Checklist

Mark Hunter Ltd, T/A Totally Welsh believe its employees are its greatest asset and recognise its responsibility to ensure they are afforded appropriate development and treatment throughout their employment.  This begins at the Induction stage when a new employee join.

Our aim is to support and develop employees in their role so that they feel confident to undertake the responsibilities placed upon them and ultimately are able to contribute to the success of the organisation.

Induction will be spread over your first week post. The content and duration of the induction programme will be dependent on the scope and complexity of your job, HR will outline this in detail to you on your first day with us. Copies of your induction checklist and starter pack will be made available to you by HR on your first day with us. Such things will be covered as sickness and absence policy, equality and diversity, health and safety, food safety, emergency procedures allergen control, dress code. 



	Name of employee:
	Job title:

	Start date:
	Date induction completed:   
(with signature of new starter)  
  
         



Employer

Print Name………………………………………… Signed…………………………………………. Date………………

	Document Ref:
	HR DOC_001
	Issue No:
	1
	Issue Date:
	23/02/2021

	Reason for Amendment
	New Document
	No. of pages:
	Page 1 of 6
	Authorised By:
	Alys Owens






	HR

	First Day
	Carried out by
	Date
	Notes

	Welcomed by
	
	
	

	Show new employee where they will be working
	
	
	

	Introduce them to their line manager colleagues, including their buddy and senior manager
	
	
	

	Show new employee the organisation including facilities
	
	
	

	Introduction to the company

	Who’s who, how it works and what it produces

	
	
	

	Future plans and
developments

	
	
	

	Brief history
	
	
	

	General Information and Policies

	Deal with any key matter such as their P45, National Insurance Number, Form of ID
	
	
	

	Details of any probationary period
	
	
	

	Contract of employment issued after probationary period
	
	
	

	Clock in and out operation
	
	
	

	Hours, breaks, holidays and when they will get paid

	
	
	

	Pension information
	
	
	

	Sick pay
	
	
	

	Dress code, parking, smoking and the canteen
	
	
	

	Show new employee HR Policies and Procedures
	
	
	

	At three months
	Carried out by
	Date
	Notes

	Review with the line manager how the new starter is settling in and performing

This is also an opportunity to pinpoint any development needs, set timescales for achieving them and adjust work targets if required

	
	
	




	Health & Safety

	First Day
	Carried out by
	Date
	Notes

	General Health & Safety Presentation
	
	
	

	Fire Safety Awareness
	
	
	

	Manual Handling presentation and test
	
	
	

	COVID-19 policy and presentation
	
	
	

	First Aiders and First Aid Kit.
	
	
	

	PPE
	
	
	

	At three months
	
	
	

	General Health and Safety review
	
	
	









	Technical & Quality

	Second Day
	Carried out by
	Date
	Notes

	Allergen Control Policy
	
	
	

	Nut free Site
	
	
	

	Level 1 Food Hygiene
	
	
	

	Level 1 HACCP
	
	
	

	Procedure Pack
	
	
	

	Personal Hygiene

	
	
	








	Training Checklist

	Course
	Carried out by
	Pass/Fail
	Notes

	Health & Safety 
	
	
	

	Covid-19 
	
	
	

	Manual Handling
	
	
	

	Level 1 Food Hygiene
	
	
	

	Level 1 HACCP
	
	
	










EV1c
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Written Statement of Employment Particulars (Ps)

This document sets out the terms of employment between Mark Hunter Ltd (employer) and: 
	P1 Name of employee: John Evans 




	P1a
	Brief description of work you are employed to do/role
	To effectively manage a team of multi skilled engineers and various contractors in providing an efficient service with the emphasis on ‘right first time’ and ‘world class’

	P2
	Date of employment
	01/08/2014

	P3
	Your previous employment with us does count as continuous service:
	N/A

	P3a
	Your previous employment with us does NOT count as continuous service:
	N/A

	P4
	Your job title is:
	Engineering Team Leader

	P5
	Your place of work is:
	Haverfordwest

	P6
	You are permitted to work at the following places:
	Haverfordwest Site; Yes
Swansea Site; Yes
Cardiff Site; Yes

	P7
	The address of your employer is:
	Mark Hunter Ltd
Totally Welsh
Withybush Business Park
Haverfordwest
SA62 4BW

	P8
	Your pay will be:
	£14 per hour

	P9
	You will be paid: monthly on this day/date :
	10th Monthly

	P10
	Your hours of work and shift pattern are:
	As business 

	P11
	Your probationary period is:
	3 months with a performance/capability review after 6 weeks unless required earlier due to performance and capability concerns. We may extend the probationary period.

	P12
	Your holiday entitlement is:
	STATUTORY

	P13
	Your automatic pension enrolment is
	NEST

	P14
	In case of incapacity to work your entitlement will be:
	SSP

	P15
	The amount of notice of termination you are entitled to receive is:
	3 months

	P16
	The amount of notice you are required to give us is:
	3 months

	P17
	Your employment is: Permanent
	Yes

	P18
	Your employment is temporary and likely to last until:
	N/A

	P19
	Your employment is fixed term and is likely to last until:
	N/A

	P20
	The disciplinary rules that apply to you are:
	ACAS adopted

	P21
	The disciplinary rules that apply to you can be found in:
	Our employee handbook

	P22
	The disciplinary and dismissal procedure is:
	ACAS adopted. Please note that we also have the option to demote.

	P23
	Your point of contact for disciplinary/grievances is:
	Alys Owens HR

	P24
	Your point of contact for pay issues is:
	Shan Hunter 

	P25
	Your line manager is:
	David Ditchfield

	P26
	The business operators are:
	Mark and Shan Hunter



You must be eligible to work in the UK – we will need documentation to support this.
If driving is part of your role we will need to see your licences and we will check on your driving status with DVLA.
Behaviours:
Please note that it is a condition of your employment that you are required to comply with any policies or procedures that we may issue.
Please note that it is a condition of your employment that you will adhere to health and safety, fire safety and food safety requirements. You must work safely and not put yourself or others at risk. 
Please note that it is a condition of your employment to treat other employees with equality, respect diversity and work alongside colleagues without conflict. It is also an expectation to follow reasonable instruction from senior staff. 

Acceptance of Statement of Employment Particulars & Appendix Clauses: 
I acknowledge receipt of this Statement of Employment Particulars and Appendix Clauses, which I have read, understood and agreed to
Signature of Employee………………………………………………………
Date………………………………………………………………
Print Name ……………………………………………………

Signed on behalf of Mark Hunter Ltd …………………………………..
Date ……………………………………………………
Print Name ………………………………………
Additional clauses relating to your specific role are attached in Appendix 1.
Appendix 1:  
As an Engineer Team Leader, you will be required to work a 5-day followed by a 6-day week. Working every other Saturday. (Monday – Saturday). If you require any further days off in the week this will need to be taken as Annual Leave, unless authorised by your line manager. Please note when you are not in work it is required that you are on call and to be available when needed. You will be required to at times change your hours of work to meet the business needs. Reasons for this would be to cover another member of your team due to annual leave or sickness. Also, to cover any picking duties due to annual leave or sickness. Totally Welsh will give you at least 24 hours’ notice of any change in standard work pattern

Appendix 2:
If you as the driver is found to have damaged the vehicle being driven or that of a third party because of your negligence, then you will pay all the repairs to the value of £500 or the vehicle excess, whichever is deemed to be the great. 
Please see the document from your starter pack for more details on this.
In the occurrence of an event like this, Totally Welsh will be willing to come to a reasonable agreement of a payment plan to recover any costs from you. Please see your line manager regarding this.

Appendix 3:
Any other reasonable duties refer to any other duties to help keep the business operating in a commercial, safe and clean order. These responsibilities are including, but not limited to: Run outs of orders to any of our customers, Yard duties – cleaning (Yard area and vehicle cleaning), general maintenance and picking orders in the fridge.

Appendix 4:
Totally Welsh will offer you work to fulfil a 40-hour week, but if you as the employee turn the additional hours and workload down, you will not be paid for 40 hours, you will only be paid for the hours actually worked within that week. Likewise, you will not be capped at 40 hours, if you work greater than 40 hours you will be paid accordingly at the hourly rate in P8.
 






EV1d

	What do I have to do?
	What support and resource will I need?
	How will I measure my success?
	What target I am achieving

	To supervise and manage chilled orders ensuring that the final combined order is accurate
	
	
	

	To supervise the dispatch team and ensure they are copying with their workload and completing their duties to the highest standard.

	
	
	

	To lead and be able to conduct performance reviews and appraisals with my staff
	Support from Alys in HR, going through the set process of how to conduct these with your staff, (this is new to the business)
	Set up regular calendar dates for your staff, ensuring biannually reviews are in place. Higher performing teams with skills being advanced.
	February 2022

	To manage the scheduling of rotas, time management, holiday bookings of the dispatch team.
	Scott and Alys. Scott will be able to explain how to time manage, production and dispatch to complete rota at the same time. 
	Ensuring set rotas are up at a set day every week. 
Ensuring the correct staff are in at all times. Covering sickness and holidays
	November 2021

	To conduct RTW with all my team, lowing sickness levels
	
	
	September 2021

	To use and stick to the ONIF procedure, potentially improving this procedure, having a ‘right first-time mindset’
	
	
	

	To have HR coach and mentor yourself in conducting interviews and to in time take lead on these.
	To have regular sessions with Alys in HR, going through all platforms, understanding how to view a CV, key areas and experience to look for. Sitting in on formal interviews, understanding the process
	
	

	Reduce wastage. Working with Supply Chain Supervisor on having isolation area of the fridge, separating drivers for stock.
	
	
	

	To have a better understanding of Manual Handling, Food Safety.
	Complete manual handling and L2 food safety.
	To become fully qualified and to train the team
	April 2022



EV1e
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JOB DESCRIPTION



	Job Purpose

	· As an engineer to provide an efficient service with the emphasis on ‘right first time’ and ‘world class’

	Principal Duties and Responsibilities 

	· Expected to carry out maintenance across the factory, in both a low care and high care environment.
· Attend to breakdowns onsite ensuring that there is always a rapid response and that plant equipment and machinery breakdown time is minimised.
· Carry out repairs to plant and equipment during production, effectively and efficiently, either alone or as part of a team.
· To carry out PPM onsite whilst always ensuring that there is a pro-active approach to planned maintenance and a high PPM output.
· Ensure Engineering time is managed effectively and that that there is low Engineering down-time.
· Maintaining tools and equipment, so that they are in a safe working condition; as well as making sure that the workshop and plant rooms are safe environments at all times.
· Always adhere to Technical procedures and Good Manufacturing Processes.
· Work in a clean and orderly manner in compliance with the Company’s Hygiene policy.
· Ensure all Health and Safety standards are met, and that all equipment complies with Company and legal standards.
· To be able to carry out welding tasks efficiently and correctly
· To be able to do stainless steel welding


	Key Results/ Objectives

	· Lack of downtime
· Right first time
· Pace
· Safe working ways

	Personal Specification – Qualifications, Knowledge, Experience & Skills: 

	Qualifications
	Essential
	Desirable

	· Batchelor of Engineering (BEng) Mechanical or equivalent 
	
	√

	· Apprenticeship origin plus considerable work experience 

	√
	

	Experience

	· Experience of working within a food manufacturing environment
	
	√

	Knowledge

	· Good knowledge of Microsoft Windows and Office
	
	√

	· A responsive, constructive and flexible attitude towards working arrangements within a team environment.
	√
	

	Skills

	· High attention to detail
	√
	

	· Flexible and able to meet tight deadlines
	√
	

	· Good organisational skills.
	√
	

	· Problem-solving skills
	√
	

	· Excellent written and oral communication
	√
	

	Expected Behaviours 

	· Self-motivated with the ability to enthuse and motivate others
	√
	

	· Positive approach to safety
	√
	

	· To be self-motivated
	√
	

	· To promote equality and diversity
	√
	

	Author:
	Alys Owens 




















	Job Description Issued

	Date Issued
	

	Employee Signature
	

	Manager Signature
	



June 2020

Dear employee, 

Please find enclosed your proposed job description.

You will have the opportunity to discuss the content of these should you wish at an upcoming performance review meeting. They can then be finalised and signed off and copies given.


The performance review is designed to enable us to have a two-way conversation about your performance on 6 monthly basis, review the objectives set and discuss the following;

· Feedback on success 
· Any areas whereby you can improve
· Working relationships
· Goals and ambitions
· Wellbeing 
· Covid-19
· Change
· Role

These will be going ahead for everyone so very soon you will be advised on what date and time (over the next few weeks) that yours will be scheduled.

I am looking forward to this review with you. Should you have any questions or concerns, please do not hesitate to call me beforehand.

Yours sincerely

Alys Owens
HR Assistant
Totally Welsh


EV1f
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EV1g
From: HR Totally Welsh <hr@totallywelsh.co.uk>
Date: Friday, 13 November 2020 at 17:41
Subject: Employee Handbook
 
Hello!
 
Please find attached V.2 of our employee handbook. 
 
Once read, please sign and scan a copy back to hr@totallywelsh.co.uk
 
If you have any questions please do not hesitate to get in touch.
 
Many thanks
HR Department

T: 01437760166
E: hr@totallywelsh.co.uk
W: www.totallywelsh.co.uk
A:  The Fresh Produce Centre, East Estate, Withybush Business Park
      Haverfordwest, Pembrokeshire, SA62 4BW
 














LO2
2.1 
When analysing the support line managers need from HR in relation to performance management activities, I firstly looked at their past work experiences and qualifications on their CV’s in order to explore what experience they had or may have had in managing performance. An indication of who they had worked for and roles they held I believed would give me insight and it did. I then met with them individually to talk through the depth of any experience they had. I also have used this depth measurement technique when recruiting for managers. Just talking through areas that they were comfortable with or not gave me an idea of what support was required.  Through my analysis I established that Policy was understood and a general understanding of induction. Probationary and disciplinary processes. The finer detail of the latter was absent in that there was little understanding of fair process. In the area of appraisal there was an idea of what this was in every manager but only a small percentage had been actively involved throughout their career in the process. There was no knowledge of expected structure other than some had heard of “the crunch sandwich” and “360 feedback” 
I established that that largest area of support was needed in conducting appraisals fairly, having the confidence to carry them out and knowing what was ok to say and what was not. There was concern over how to handle questions or unhappiness expressed by employees. There was also concern that employees would perceive the meetings as being connected automatically to a pay rise. I developed agendas, outlines and templates to assists EV2a, EV2b, EV2c

2.2 
In my role within HR I support the managers personal capability in delivering performance management activities in the following areas: I promote the fact that the HR function exists to help them in managing performance and in meetings I regularly ask if any of them need assistance in this areas. If they have questions and concerns I guide them on best practice and underpin this by referring to credible sources and resources. I use examples to illustrate what they should be aiming for. I support them by drawing on previous performance cases so they can learn from them and see the direction they may need to take. I promote the importance of being consistent and to be fair and equal. I also challenge them if needed to ensure that they reflect on their status of performance management and that it is being addressed.



2.2 & 2.3
I also support and work in conjunction with line managers in the provision of employee performance and development reviews by initially, at interview stage, informing candidates of company expectations. I aim to issue their job description and contract on day one. I carry out inductions and ensure that mandatory training is put in place. Approaching the end of their probationary period (which I track) I ask their manager for feedback on their performance. If needed at this stage I support managers in holding a review meeting. During the course of anyone employment I support the managers by advising them on courses of action to take if performance needs either correcting, monitoring or improving. Aside of giving advice I will assist managers in administration duties such as writing any necessary correspondence or responses. I also assist manager in sourcing suitable training courses to improve competency. I also assist managers in writing workplans, improvement plans or personal development plans. I will also help them analyse outcomes. EV1a,b,c,d,e


EV2a

Performance Review Agenda June 2020 – Cardiff

Purpose of the meeting –
1. To discuss the reasons of a performance review 
2. Inform that this will happen every 6 months (my plan)
3. A two-way discussion to benefit both in the meeting
4. To discuss covid-19 and the effect on working during the pandemic 
5. Inform that everyone is having a performance review across Totally Welsh

What we want to achieve at the end of the performance review

Job Description and contract
· To discuss any issues that appear on the JD and Contract
· Chance to finalize 
· To go through thoroughly to ensure staff are happy 
· Corrections and errors

Feedback on success
· Line manager table of success

Working relationships
· Discuss work relationships in regard to Line manager
· Any additional areas

Covid-19
· Any concerns with Covid-19
· Discuss how the level of work as being a key worker

Totally Welsh Direct – Update
· Areas that are new to the business 
· New products 
· New depot?

Level 1 Food Safety
· How successful was the test?
· Do you require further training?

Role
· To discuss the role 
· Happiness within the role

Goal and Ambitions
· To discuss goals and ambitions in work








EV2b
Example of an appraisal scheme for manual employees
Name …………………………………
Job title ………………………………
Department …………………………
Length of time in post ……………………………
Date of appraisal __/__/___

1. Job description (to be agreed with the employee)






2. Assessment of performance (tick as appropriate)
	

	Supervisor’s Comments
	A
Well ahead of standard
	B 
More than satisfactory – slightly above job requirements
	C
Less than satisfactory – needs slight improvement
	D
Unsatisfactory – below the standard reasonably expected

	Volume of work
How does the amount of work done compare with the job requirements?
	
	[bookmark: Check1]|_| 
Exceptionally high output 
	[bookmark: Check4]|_| 
Output is usually above average 
	[bookmark: Check7]|_| 
Output is occasionally unsatisfactory 
	[bookmark: Check10]|_| 
Insufficient – improvement needed 

	Job knowledge
Does the employee have the knowledge to do the job properly?
	
	[bookmark: Check2]|_| 
Exceptionally thorough knowledge of own and related work
	[bookmark: Check5]|_| 
Good knowledge of own job and related work aspect
	[bookmark: Check8]|_| 
Lack of job knowledge sometimes hinders progress
	[bookmark: Check11]|_| 
Inadequate knowledge of own work

	Safety awareness
Consider in regard to safe working practices
	
	[bookmark: Check3]|_| 
Highly motivated towards safety. Always insists on safe working practices
	[bookmark: Check6]|_| 
A good attitude to safety and encourages others likewise
	[bookmark: Check9]|_| 
Sometimes has to be reminded of safety precautions at work
	[bookmark: Check12]|_| 
Disregards basic safety precautions

	Dependability
How well does the employee follow procedures?
	
	[bookmark: Check13]|_| 
Always thoroughly reliable 
	[bookmark: Check19]|_| 
Little supervision required 
	[bookmark: Check25]|_| 
Requires more frequent checks than normal 
	[bookmark: Check32]|_| 
Requires constant supervision 

	Teamwork
How well does the employee work with others to accomplish the goals of the job and work group?
	
	[bookmark: Check14]|_| 
Works extremely well with others and responds enthusiastically to new challenges
	[bookmark: Check20]|_| 
Co-operative and flexible
	[bookmark: Check26]|_| 
Usually gets along reasonably well but occasionally unhelpful
	[bookmark: Check33]|_| 
Unco-operative, resists change

	Attendance & punctuality
What is the employee’s pattern of absence and punctuality?
	
	[bookmark: Check15]|_| 
Exceptionally punctual. Rarely absent
	[bookmark: Check21]|_| Attendance levels are acceptable and is rarely late
	[bookmark: Check27]|_| 
Absence and/or lateness levels are higher than average
	[bookmark: Check34]|_| 
Frequently late and/or absent

	Work planning
Consider employee’s success in planning own work
	
	[bookmark: Check16]|_| 
Displays excellent planning ability
	[bookmark: Check22]|_| 
Organises work well
	[bookmark: Check28]|_| 
Needs to improve some aspects of work planning
	[bookmark: Check35]|_| 
Does not plan effectively

	Communication
How effective is the employee at verbal and written communication?
	
	[bookmark: Check17]|_| 
Exceptionally effective in all written and verbal communication
	[bookmark: Check23]|_| 
Usually a good communicator
	[bookmark: Check29]|_| 
Some difficulties with written and/or verbal communication
	[bookmark: Check36]|_| 
Does not communicate effectively 

	Overall marking
	
	[bookmark: Check18]|_| 
Well ahead of standard performance
	[bookmark: Check24]|_| 
More than satisfactory – slightly above job requirements
	[bookmark: Check30]|_| 
Less than satisfactory – needs slight improvement
	[bookmark: Check31]|_| 
Unsatisfactory – below the standard reasonably expected



Singed ……………………………….
General comments by supervisor manager
……………………………………………………..……………………………………………………………………………………………
……………………………………………………..……………………………………………………..…………………………………….
……………………………………………………..……………………………………………………………………………………………

Comments by employee 
……………………………………………………..……………………………………………………………………………………………
……………………………………………………..……………………………………………………..…………………………………….
……………………………………………………..……………………………………………………………………………………………
Action plans – training, career development, job development 

……………………………………………………..……………………………………………………………………………………………
……………………………………………………..……………………………………………………..…………………………………….
……………………………………………………..……………………………………………………………………………………………

EV2c
From: Alys Owens <alys@totallywelsh.co.uk>
Date: Tuesday, 22 September 2020 at 08:47
To: Dean Marston <dean@totallywelsh.co.uk>, Gwili Owens <gwili@totallywelsh.co.uk>
Subject: Performance Reviews
 
Morning Both, 
 
I am hoping to come up and start doing performance reviews with the Swansea staff at the start of next week. There is a large number of staff in Swansea and I won’t be able to see more than 4 a day. I will be working on their contract of employment and I am hoping to issue them to all when I come up. 
 
Dean – you are more than welcome to join me on the performance reviews if you would like. 
 
What I will need from both of you;
· Is to complete the document attached, it will give me more of a guide to go off. 
· I will also need you to let me know who is best to see at what time as some drivers are on the night rounds.
· Who do you want me to see first, Drivers/ Pickers etc
 
If you could both have a catch up on this please then let me know 😊
 
Many thanks
Alys Owens
HR Assistant

T: 01437 760166
M: 07484 013997
E: alys@totallywelsh.co.uk
 
From: Alys Owens <alystotallywelsh@hotmail.com>
Date: Friday, 26 June 2020 at 14:56
To: "gwili@totallywelsh.co.uk" <gwili@totallywelsh.co.uk>
Subject: Performance Reviews
 
Hi Gwil,
 
I know you've had the week off and you are back tomorrow.
 
This is important for Monday - Feedback on your staff
 
Even if you just can do the people I see on Monday. Then the rest on Monday in the day. 
 
I have created a table for everyone, what I need is just a summary and feedback in every column. E.g do they have good punctuality. And then score out of ten in the end column. 
 
Try and put good things first before the negatives. As it is an appraisal performance review.
 
People that need to be filled out ASAP 
· Morgan Thomas
· Luke Sidaway
· Tony Wyman
· Gary Simonds
 
Kitt Kendall - I am not going to see him. I am going to leave a standing message. 
 
Many thanks
Alys



LO3
3.1
In evaluating my organisations approach to performance management including employee performance and development reviews this was relatively simple as I had brought in most of the processes myself. I have also discussed how our current approach feels to the management team. On evaluating the approach, the main benefit is that our processes and practices mirror those recommended by ACAS. In addition to this the job descriptions are particularly thorough and professional. EV1e.There could be improvement however in better standardisation of some of the letters and emails sent out. This spans from recruitment right through to exit. There could be improvement in the way that documents are stored centrally to encourage managers to make better use of them and to increase awareness of them. They could be more easily discoverable. There have been occasions where managers have written their own letters with essential content or process omitted. There is a training record but there is no formal competency framework as yet. Values, missions, visions and objectives are communicated initially but there could be more visual reminders such as wall art and infographics. We would also benefit from a disciplinary tracker. Absences are currently a target area for improvement and there are gaps in the process to manage absence to better organisational performance. Some introduction of return-to-work interviews has taken place but in honesty is ad-hoc.

3.2
In assessing the extent to which performance management processes support HPW I firstly examined the gaps that I refer to above and I then examined the impact they may have on HPW. This led me to establish that the recruitment, induction and probationary processes are good and support HPW. EV1a,1b. Job descriptions and contracts of employment also do. EV1c,1e. I do not feel that any additions to them would bring further value. In assessing training, induction training supports HPW but that is where the support ends. Mandatory/legal training is provided but only a lower level for most employees. Managers receive a higher level of mandatory training but neither groups receive any other types of developmental training. Training such as team working, team building would support HPW as would some training in IT. Employee engagement activities do not support HWP as there are not enough in place. The area of absence does not go far enough to support HPW. It is not managed well enough and early enough. 
In assessing the extent that these areas contribute to sustained organisational performance I firstly examined the impact overall and I do feel that we are going in the right direction but there are gaps that severely impact on sustainability of HPW. Employee engagement activity assessment led me to establish that they are virtually non-existent. Recently an employee out of work get together caused a drop in morale. The impact of Covid can be felt and engagement activity is needed.  One of the biggest areas that I believe will not enable sustainment is no performance reward incentive.
3.3
In recommending ways for developing performance management processes to enhance their impact on organisational performance I would definitely say that the use of workplans and development plans is needed. Job descriptions are thorough but the organisation being a food manufacturer is very task led as opposed to being a mixture of task and people led. The main focus performance wise it to get the milk out and to have employees in the right number on the production line. There is not enough focus on giving employees aims and objectives, stretches and opportunities to develop. When workplans and improvement plans have been used by managers, there have been good results and employees involved have often been promoted. EV1d. No personal development plans have been written other than for those employees who are being officially coached and mentored. The pandemic has also seen appraisals being put back or ceasing completely. These need to be refreshed and progressed again. There is also a large area of improvement needed on absence management.
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