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Notes on candidate evidence matrices

Candidates should be encouraged to develop a matrix indicating how their evidence relates to each unit/module and learning outcomes/assessment criteria. This helps advisors and assessors to support candidates to draw links between units and encourage cross-referencing and the possible multi-use of evidence.

Evidence matrices can be developed using the unit/module and learning outcomes/assessment criteria, giving candidates an opportunity to link their evidence to each outcome. 

Another approach is to have a more generic form where candidates list evidence and tick relevant boxes to show coverage.

Whatever approach is employed candidates should be encouraged to complete these forms themselves and not expect assessors to do this for them.


Contributing to Improving Organisational Performance

1.1
 The organisation I work for is a small firm of 11 employed people and 3 self-employed. Due to the small size, the overall HR is controlled by an outsourced solicitor firm. In house we do the appraisals, reviews and manage daily performance. If a disciplinary is needed then we call our HR specialists for advice and they talk us through the situation, give us the possible avenues we can go down and provide us with a template document for the meeting.
The employee handbook outlines the expected behaviour of employees and the policies and procedures regarding daily working life, from booking holidays, sickness, absences, misconduct etc (EV1).
Staff appraisals are carried out yearly by a director (EV2). Targets are set to improve performance and training needs and career paths are discussed.
Targets are set by the Director and Finance manager at the end of the financial year, which is the 31st of July. Targets relate to uplift on sales and before the pandemic was set at 20% increase on LFL sales. Our targets are set then because we are heading into a new heating season, when we sell most of our products, as we supply biomass which is a heating fuel. Before the pandemic we managed to beat that target of 20% uplift, by achieving 28%. All employees, even self-employed were rewarded with vouchers for achieving this. We are all one team, and even if not directly involved in sales, we all play a part to achieve this, from the Transport manager who keeps the lorry wheel turning, to the engineers who keep people’s boilers running.
Appraisals are yearly and are where personal development plans are made and discussed. Our company is very good at giving employees a chance to move into a relevant role within the company, or train for a role we can incorporate by not outsourcing it anymore. Succession planning also comes into this, as if an employee knows someone is leaving, through retirement etc, then they can discuss if they would like to develop into that role or suggest others for the position.
Recognition for good work and feedback received from customers is communicated via the company WhatsApp so everyone can recognise and congratulate that employee on their excellent performance.
Manager’s performance is constantly discussed and feedback is on the spot. The directors are involved daily with the operation and are very hands on, so touch base with all managers a couple of days a week at least. Feedback usually takes an informal approach if both positive, constructive or negative. If a negative behaviour or even is being addressed, an informal conversation takes place, followed by a record of conversation if the behaviour or event continues.

1.2
All employees go through a 13-week probationary period where they are given an employee handbook along with their contract of employment. They are paired up with an experienced colleague who will take them through the ropes. They are given time with all staff members to enable them to see how everyone’s job impacts another and how all the jobs connect to make the company work. With an understanding of everyone’s roles, they understand how they are interlinked. This small time spent with everyone means they can put a face to a name and cements us as a team. During the 13 weeks their performance is accessed by their line manager with issues or further training needs discussed with the Directors, along with praise if they have surpassed expectations. Communication is given via staff meetings and emails. Information is also communicated via line managers.
Regarding some job roles, there are legislative rules which apply to them. HGV drivers, the Transport manager, Health and Safety Manager and Quality Manager all have legislation that controls aspects of their job role. HGV drivers must have a valid license, along with the relevant CPC training undertaken every year. The Transport manager must keep up to date records for the Traffic commissioner and ensure lorries are maintained to Government standards (EV3). The health and safety manager must comply with legislation regarding health and safety (EV4) and maintain the relevant documentation. The Quality manager must comply with the Enplus and BSL standards and keep the relevant paperwork and practices up to date and in place. If there is a breach in these practises and policies there is serious consequences, depending on the level of the breach. Some consequences could result in immediate dismissal, legal action, and the loss of our operating license, meaning we could not continue to trade.
The ACAS website (EV5) is used to guidance when dealing with poor performance along with seeking advice on the specifics of individual situations from the outsourced HR specialists (EV6).

1.3
I have supported a director through the process of a record of conversation recently regarding a managers conduct and performance. The Director had an informal conversation with the manager and thought the issue was resolved however the behaviour continued and needed to be readdressed. A record of conversation was carried out due to the continuation of the behaviour, which was signed and dated (EV7) and all issues were aired, and a way forward was sort. Now this seems to of worked, but we have set a timescale of three months to review the situation again.

2.1
Line managers communicate and work alongside their employees daily. They are the first to raise issues or give praise when it occurs. Occasionally informal communication between a line manager and a member of staff needs to be escalated. This usually happens when there is a performance or behavioural issue. When this occurs, the line manager will talk the issue over with myself, as HR assistant and I will then discuss this issue with a director. I will advise the Director as to my thoughts on the issue and how I would proceed. Being new to the role and still learning, the Director will seek advice from our external HR specialists along with referring to ACAS website. Usually, their advice and my thoughts are aligned, and we will proceed with the course of action necessary. Sometimes the line manager can get in the way of the proper HR process. I find this is because we are a family firm and all one team, so the line manager and employee are usually ‘friends’ which makes it difficult for them to manage the employee through a formal process, or they have strong feelings towards the employee negatively so can be bias towards them.

2.2
 A situation occurred in January 2021, when the Transport manager accused an HGV driver of stealing company time by falsifying his time sheets. At the same time, this HGV driver verbally communicated that he wanted to make a complaint of bullying regarding his treatment received by his line manager, the Transport manager. I told HGV driver to write down his complaint to formalise the process and bring evidence or a statement regarding why he thought he was being bullied and the situations which made up the bullying. He came back a few days later and said he did not want to take it any further. I told the transport manager I would review the locations of this HGV driver’s lorry, his timings as all the lorries are tracked and the hours he was putting on his time sheets. I said I would review this over a 2-week period and see if there were any discrepancies. This was not accepted by the Transport manager who thought I was ignoring the issue and trying to ‘sweep it under the carpet’ and not do anything about it. I did explain to him, on more than one occasion, that there is a process we must follow and the reasons why we follow a process. He would not accept this and thought I was not supporting him in his position as line manager. Within the two weeks the HGV driver submitted his notice and left the company, I carried out an exit interview with him, where he stated 80% of his reason for leaving was due to the breakdown in his relationship with his line manager (EV8). After his departure it was discussed with the Transport manager, and it was reiterated that there are processes which must be followed and applies to all. Behaviour by the Transport manager even after the employee’s departure, was unacceptable and an informal conversation took place to rectify the behaviour. Further training in HR processes was given and further conversations took place to ensure he understood the seriousness of his behaviour.
Due to the family ethos of our organisation and the close team, line managers do find it hard to manage an employee’s poor performance. This means a lot of the time; the Directors need to get involved. This involvement usually takes the form of an informal conversation with the employee, so they know that what the line manager was asking or addressing, is a serious issue that needs addressing or implementing. This does tie up the Directors time, but it also means they are fully aware of any performance or behavioural issues that are occurring within their company.
The company we outsource our HR to run HR training days (pre-covid). When these are on, we send line managers who need training in that particular area. We sent one line manager to a ‘harassment and bullying in the workplace’ session, another to a ‘managing your team’ day. They all have different needs and need to be supported in many ways from training to hands on support and advice.
I have tried to guideline management through the performance management process by talking them through the process and giving them simple remind sheets to follow (EV9).

3.1
Appraisals only happening yearly means that performance activities are forgotten from the first half of the year. Targets are laid out in the review, but how to achieve those targets are not. They are just expected to be reached. Career development is discussed, but if nothing is offered by the employee, then the employee is just left to coast along in their position. This does work for some; however others are found to be bored and tend to then waste time in their position and do not achieve high-performance working because there is a lack of motivation. I find this with the higher paid positions, who are not challenged in their day to day working. They know they won’t achieve the salary anywhere else, and don't need to do any more to achieve it within the company, so why push themselves? They do not understand that their performance does slowly start to go downhill as they get more and more complacent about their role. This has occurred within the company a lot and in the end the employee leaves because when their performance does start to lack, because they have not kept up with developments within their role or within the company, they do not have the motivation or the know how to achieve again. This causes frustration and friction, and enviably they leave as the company storms ahead and they are left behind. I personally think the company offers too high a salary to start off. The company thinks by offering a high salary to begin with they will attract the right people and those people will feel valued and stay. However, I feel that if the company was to offer an average salary for the position and add tailored bonuses and performance related pay, then employees would not get de-motivated, would not stay stagnant and indeed trapped by the salary. They might know they lack the performance and motivation to continue in the role, but unfortunately, they now need that high salary to pay their bills, so the frustration and resentment towards the Directors then begins to literally poison the team as they air their frustrations to anyone and everyone else, causing the team morale to turn negative.

Performance management does take time within our organisation. Poor performance is informally dealt with by the line management, but then they lack the knowledge and confidence to see it through, then waiting on the Directors. The Director will seek advice from me but then wait for clarification from our outsourced HR specialist, which again can take time. The Directors are not HR trained and have no formal people management training, which leads to a lack of confidence on their part also and a tendency to shy away from issues, hoping they will correct themselves. This is incredibly frustrating to members of the team and can cause bigger issues by not being addressed swiftly and correctly.

3.2
The performance management processes within the organisation do not support high performance working or lead to sustained organisational performance. High performance work systems involve having a bundle of clearly defined human resource policies and practices in place which are all enforced and followed (Taylor and Woodhams, 2016). Our company does have some policies and practices in place, but they are poorly implemented and vaguely followed where suits. High performance working has a sophisticated and robust recruitment and selection process, along with high levels of investment in training and development (Taylor and Woodhams, 2016). Employees in organisations that have adopted high performance working systems are high paid, but payment is related to performance (Taylor and Woodhams, 2016).
Pfeffer (1994, 1998), researched the relationship between organisational performance and high-performance work systems and found organisations with better results had a ‘best practice bundle’ of human resource practices and policies (Taylor and Woodhams, 2016). John Purcell’s research found that when an organisation has this bundle of progressive and high performance in place, employees performed positively, with higher levels of input. Also, he found the organisations most successful had a ‘big idea’ they all worked towards and brought to life, along with line managers and HR working together to implement the bundle of policies and practices successfully to all (Taylor and Woodhams, 2016). All this leads to improved organisational performance, with lower staff turnover, discretionary effort and job satisfaction.
3.3
I would suggest that unless it is a disciplinary hearing or an appeal, that the Directors do not get involved in the managing of employee performance, unless it is a senior manager. I think that the line managers should be trained more in people management and they should address the issues themselves within their own teams. I suggest that I spend time with every line manager and offer a training day and ongoing coaching and mentoring in people management as I have experience of managing teams throughout my career elsewhere and have the academic achievements. I can be the support they need to implement performance management techniques etc, saving the director’s time by not getting involved and deal with issues immediately as they arise. I have suggested this to the Directors, as I return from maternity on the 4th of October, I can hit the ground running before our busy season starts.
I recommend that the organisation adopts the AMO model (Ability, Motivation and incentive, Opportunity) to manage performance and improve its outcomes. Boxell and Purcell identified the link between HRM and performance. The model provides guidance on the human resource management practices that need to be in place to develop a high-performance work system (Armstrong and Brown, 2019). Organisational performance is affected by the lack of performance management. It is affected by employees knowing that if the company hits its target of uplift, even if their performance was lacking, but another employee picked up their slack, they will still receive a bonus. This causes resentment amongst the team. HGV drivers who push ahead and can get more drops off in a day consistently than a fellow driver, feel they should be rewarded by their workloads achieved, not just shared between everyone.
There is not a process in place to encourage high performance working. There is instant recognition for good performance and good customer reviews but there is no financial or other incentive to promote high performance. I do feel to motivate and encourage high performance working there needs to be incentives in place. Either financial, by way of a bonus or performance related pay, or the chance to achieve an extra day’s holiday a year etc.
High performance working needs to start at the recruitment stage. We need to ensure we have an accurate person specification and job description advertised. This will then make it easier when selecting who to put forward for interviews and will ensure we have gained applications from the right sort of people with the right skills for our organisation. Interviews need to follow a template, need to be completed by the line manager, along with myself for support and ensure attention to detail. Sometimes when a person interviews on their own they tend to hire friends, or likeminded people, but who lack the actual skills required to perform the role. They make the role fit the person, rather than the person fit the role. This then needs to be followed by a robust probationary period where issues and training needs are addressed immediately, not left until the final week. Line managers need to appraise at least every 6 months, setting realistic but achievable goals and carving out a path for how to achieve them and providing the support to do so. Targets should be discussed continually, not just at the next appraisal meeting (Lee, 2015). This would all have a positive effect on employees and organisational performance. Time should be given to planning and implementing high performance working systems, being proactive rather than a reactive organisation.
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OVERALL SUMMARY AND REPORT

PBE Fuels — 17'" July 2021 to 15" August 2021

rhe Tachograph records of your heavy goods vehicles which are equipped with Digital Tachograph have
been analysed for the above period.

| have included the following reports for your information:
D6 - Infringement hours law shows all infringements recorded.
D9 - Driver summary report.

D14 - Driver letter which needs to be signed for by the driver and kept for your records.A driver copy is
also enclosed.

D32 - Working time directive report for the rolling 17 week period.

(please note that WTD is for hours recorded via digital tachograph only and does not include any
activities carried out when driver cards are not in use.Full WTD hours should be taken from your
pay/account system.)

D63 - Driver lead in report.

V5 - Vehicle mileage report

V6 - Vehicle logistic report

V66 - Vehicle events and fault report.

vDO A
Tacho Man Ltd \
Directors: Andrew Edwards and Nigel Stubbin Me

Company Number: 05366724
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I have created a driver letter (D14) for all the driver(s) that have infringements.
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Hours Law and Driving Infringements

19/07/2021 Daily driving limit exceeded - i SOIMRHAIMMES
20/07/2021 Less than minimum daily rest taken ——

04/08/2021 Tachograph overspeed (Limiter) begins at 04/08/2021 11:14:25 Ends at 04/08/2021 11:15:16.
Maximum speed 95

km/h. Average speed 94 km/h.

05/08/2021 Tachograph overspeed (Limiter) begins at 05/08/2021 19:30:45 Ends at 05/08/2021 19:31:01.
Maximum speed 95

km/h. Average speed 94 km/h.

06/08/2021 Tachograph overspeed (Limiter) begins at 06/08/2021 14:50:11 Ends at 06/08/2021 14:50:18.
Maximum speed 104

km/h. Average speed 97 km/h.

09/08/2021 Daily driving limit exceeded — IS HTEMNEUNIGE)
09/08/2021 Less than minimum daily rest taken— ISTEIINGUNIGE)

09/08/2021 Tachograph overspeed (Limiter) begins at 09/08/2021 18:53:48 Ends at 09/08/2021 18:54:45.
Maximum speed 110

km/h. Average speed 99 km/h.

10/08/2021 Tachograph overspeed (Limiter) begins at 10/08/2021 13:52:48 Ends at 10/08/2021 13:52:52.
Maximum speed 100

km/h. Average speed 96 km/h.

D Infringements
\1’\5;;07/2025Working for more than 6 hours without a valid break from 19/07/2021 06:04 to 19/07/2021
41—
;;/07/2021 Working for more than 6 hours without a valid break from 20/07/2021 06:09 to 20/07/2021
2:13= -
;5/07/2021 Weekly working limit of 60 hours exceeded from 19/07/2021 00:00 to 25/07/2021 23:59

The D63 Driver lead in form shows the amount of time spent with the drivers card inserted,prior to the start
of driving.This would include the recorded time which should cover pre driving checks

As you can see by the (V40) reports there are several unknown driver events during the reporting period.You

have 2 kms missing, this could be as a result of drivers not downloading or movements within your yard with
no driver card in the head unit.
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The Health and Safety at Work Act 1974 is the main piece of
legislation covering health and safety in the workplace. It
outlines the responsibilities of both the employer and employee
in ensuring there is a safe working environment.

Employee responsibilities
To take reasonable care of your own
and others safety

Not tointerfere or misuse anything that
has been provided for your health and
safety such os safety equipment

To cooperate with your employer by
undergoing training, wearing protective
clothing and by following health and
safety policies

To report any illness or injury that will
affect your ability to work

Employer responsibilities

Ensure health and safety trai
staff

ing is undertaken by all

le appropriate protective clothing and equipment

Make sure all facilities meet minimal health and safety
ment in regards to ventilation, temperature and

noise

Have an up-to-date health and safety policy

Maintain a safe working environment by ensuring
equipment is properly maintained and safe to use, that
appropriate warning signs are disployed and that
‘adequate first aid facilities are available
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Acas Code of Practice on
disciplinary and grievance
procedures

The Acas Code of Practice on disciplinary and grievance
procedures is the minimum an employer should follow for
handling these issues in the workplace.

Documents

The Acas Code of Practice on disciplinary and grievance
procedures

HTML

Published 11 March 2015
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To: Emma Ratcliffe; Kelly Rivers Cc: Isabelle Solomon

Save all attachments
o) Coronavirus update... ) Coronovirus Update (Redkite...
17.65 k8 1676 K8

Hi Emma,

I have made some amendments in the attached and highlighted specific points which are different to what you already had included. For ease | also attach a “comparison’ version. |
have tried to soften parts just because 'm aware that our aim is to obtain their agreement to the changes and so | have fried to make it as apologetic as possible but also pointing out
that ultimately if they aren't willing to agree to this then the altemative is forced redundancies.

Let me know how you get on Emma
Kind regards,

Carys

Carys Lodwick
Associate Solicitor - Employment

For and on behalf of Red Kite Law LLP
DD 01267 239 488

Mobile 07583148039

law.co.uk

Coronavirus: Redkite Solicitors has continuity arrangements in place which will allow us to continue to operate in the unlikely event that our offices close as a result of Coronavirus.
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[Employee Name: Position:

HR Representative: Exit Interview Date: / /

1. Why are you leaving your current post?

~

Do you think you were adequately equipped to do your job well?

w

. What was the biggest factor which led you to decide to leave?

=

What did you like most about the job?

o

. What did you dislike most about your job?

o

~How do you fell about the supervision you received?

7. Did you receive enough training to do the job effectively?

8. Did you receive enough support to do your job effectively?

<

. Would you recommend this company to prospective employees?

10. What advice would you give your replacement if you could?

Comments or suggestions:
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Managing your team

Daily
+ Ensure you touch base with all your team every shift they are in.

+ Communicate effectively, do not assumel

+ Provide updates on any changes to workload or schedules immediately so your colleague
has time to prepare.

+ Provide any updates on the overall company, any events happening, any work happening at
the yard (chipping dates), or when the next boat is due in.

Weekly:
+ Ensure the schedule is complete and communicated.

* Review holidays and time offrequests 2nd pl
team should be off at any iven time for annval leave.

No more than 1 member of your

* Review new starters progression. Where applicable.

+ Ensure sickness absences are logged and Back to Work meetings are carried out on fist day
back after absence.

* Communicate any good'bad customer feedback. Communicate the good openly on the
company WhatsApp. Any bad customer feedback relating to 2 particular member of the
team, address confidentially. If serious issue, please discuss with myself before addressing
with team member.

+ Make a note of performance which stands out or goes above the individuals job role. Keep a
Iog now, ready for the colleague’s appraisal

+ Any behavioural or poor performance please address accordingly. For behavioural, please
ensure you document the behaviour and have an informal conversation ifit does not fall
under misconduct. Refer to staff handbook if you nsed guidance on what warrants
misconduct.

+ Poor performance needs to be addressed quickly. Please have an informal discussion with
the individual to establish if it i a raining need or there was an issue. Log the poor
performance and see if a pattern emerges.

-+ Pan time fo carrying out individual spprssel.

+ Ensure you give the individual at leas wo weeks’noticepfthir appraisal dat sothey can
prepare alo

+ Ensure you preparefo the appraisa bringing evidence of thei prformance, customer
feedback (if any specifically relating to them), Company information regarding overall
company pecformance e

- Thiak about your indiidual team members developmen, career path and training needs
aad formultea lant0 sddvess and action s,
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