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LO1. Explain performance management polices and processes in the organisation and the roles and 
responsibilities of those involved in them.   

 
Swansea Council has a Performance Management policy (EV1) which outlines the process of performance 
management and the roles and responsibilities of those involved in them.   
The types of performance management activities that Swansea Council has includes job and person specifications 
and role profiles, performance appraisal and development review meetings, regular one-to-ones and three and 
six month performance development reviews.   
 

The policy explains that performance management involves ensuring employees know what is expected of them, 
monitoring their performance and providing support, and reviewing and amending objectives when needed. The 
policy explains that performance management is everyone’s responsibility. There needs to be a shared 
understanding of what is to be achieved and how to get there. Performance management is both robust and 
inclusive.  
 

The Head of HR is responsible for maintaining and reviewing the policy. Managers are responsible for managing 
the performance of their employees, setting targets/objectives, appraising their employees at least once a 
year, ensuring training and development is available to those who need it, having regular one-to-ones with their 
employees and addressing poor performance. Employees are responsible for taking an active role in target setting 
and reviewing their own performance, attending necessary learning and development opportunities and 
managing their own professional development. HR is responsible for providing advice and guidance to managers, 
ensuring appropriate training and development programmes are available and monitoring and reporting on the 
implementation of these training and development programmes.  
 

Swansea Council has a standard job description/person specification (EV2) template which must be used for all 
job roles. The job description includes the purpose of the post, what the post holder will be responsible for and 
the job working circumstances. The person specification explains what education, qualifications, training, 
skills, experience, competencies and abilities for the job role.   
Performance management starts at the recruitment process. A shortlisting criteria template (EV3) is used to 
shortlist applicants for interviewing to make sure they meet the minimum criteria for the role. Once an applicant 
has been recruited, they must carry out the mandatory Corporate Induction Training (EV4) which is an e-learning 
course (EV5). This course explains Swansea Council’s vision and how everyone employee plays a role in achieving 
this vision. It explains what is expected from the employee so they can understand how they play a part in the 
goals of the organisation. Reminders have been sent to managers to make sure new starters are completing 
this mandatory training (EV6).  
 

Swansea Council’s Probation Policy (EV7) explains how the probation period is there to be used as a framework to 
help managers monitor new employee’s progress and to enable managers to deal with any shortcomings in the 
new employee’s progress. It explains how good performance should be praised and it is used as a way for 
new employees to settle into their new working environment. The manager is responsible for carrying out the 
probation process and they must give clear guidance on standards of work and conduct from the outset. If there 
are any apparent issues, the manager and employee should decide jointly what action might help to resolve 
them. If agreement cannot be reached, the matter is then referred to HR to mediate.   
 

Swansea Council follows the advice of ACAS during induction and the probation period (ACAS, 2021). The Equality 
Act 2010 is also followed during shortlisting applicants for interview, induction and the probation period. The 
shortlisting form (EV3) includes a box to tick if an applicant is disabled. This means that they will be guaranteed an 
interview as long as they meet the minimum criteria for the job role. Within the Person Specification (EV2) there 
is a section called ‘Commitment to Equal Opportunities’ where it is explained that all activities must be 
undertaken in accordance with the Equality Act 2010 and that all managers and employees must be aware of the 
Equality Act.  
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ACAS (2021) Checklist for induction of new staff. Available at: https://www.acas.org.uk/checklist-for-induction-of-
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Job Description 
 

Directorate:  Resources 

Service Area & Section:  

Unit Manager:  

Post Title:  

Job Family & Role Profile:  

Post No:  Grade  

 

Summary of Role 

Reporting to:  

Purpose of the Post: 
 
 
 
 
 
 

1.  

The post holder is 
responsible for the 
following: 
 
 
 
 
 

1.  

Job Working 
Circumstances 
 
The post holder will be  
 

1.  

  

http://www.swansea.gov.uk/
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Person Specification 
 

Directorate:  Resources 

Service Area & Section:  

Unit Manager:  

Post Title:  

Job Family & Role Profile:  

Post No:  Grade  

 

Role Criteria No.1 Education, Qualifications & Training 

Essential  

Desirable  

Evidence All certificates to be provided at interview for validation. 

Role Criteria No.2 Skills /Technical / Professional Competence 

Essential Candidates must have a high level of technical competence in the areas 
specified in the Job Description.   

Desirable  

Evidence Valid certification and/or registration/CPD 

Role Criteria No.3 Experience 

Essential 1.  

  

Evidence At interview, then in post 

Role Criteria No.4 Competencies & Abilities 

Essential 1.  

Desirable  

Evidence At interview, then in post 

Role Criteria No.5 Commitment to Equal Opportunities 

Essential Candidates will demonstrate that all activities are undertaken in 
accordance with the Equalities Act 2010 and Swansea Council’s Equal 
Opportunities Policy and Procedures. 
All employees and managers must be aware of the Equality Act so that it 
is considered in their work, where relevant, to ensure compliance with 
legislation. 

Desirable  

Evidence At interview, then in post 
  



Feb 2018 

Role Criteria No.6 Current Driving Licence 

Essential Use of own car: 
Should the post holder have a disability and/or be unable to drive, then 
they may seek alternative means of transport/assistance, which must be 
an effective and cost effective method of travelling 

Desirable  

Evidence Evidence the post holder is appropriately insured for business purposes 
to be provided annually 

Role Criteria No. 7 Compulsory Requirements for Introducing Change and New 
Ways of Working 

Essential 1. Demonstrate commitment to the Council’s new ways of working, 
providing a positive and supportive environment that initiates and 
enables innovative and sustainable working practices that deliver high 
quality services for our citizens.  

2. Embrace change through actively and flexibly participating in and 
adapting to new ways of working with our citizens, as agreed through 
formal consultation with Trades Unions and HR Policies and 
procedures 

Desirable  

Evidence At interview, then in post 

Role Criteria No. 8 Other Requirement  

Essential  

Desirable  

Evidence  

 

Health 
Surveillance and 
Monitoring: 

This post will require the post holder to take part in health surveillance 
and monitoring procedures. 

 

Safeguarding: The Authority is committed to safeguarding and promoting the welfare of 
children and young people and expects all staff and volunteers to share 
this commitment. 

 

Welsh Language 

The Authority is committed to delivering an equally high quality service in Welsh and English and 
will support staff in providing this. 

Assessment of Posts 

All posts have to be assessed in respect of the Welsh Language requirements.  The evidence of 
which has to be retained and available for (a) audit trail and (b) inclusion in annual report figures. 

Requirements for this post 
(See attached Welsh Language Skills Assessment) 

Understanding Level:  Speaking Level:  

Reading Level:  Writing Level:  

Based on the above, requirement for this post is as follows: 

Essential  Desirable  

To be learned  Not required  
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Disclosure and 
Barring Service 
(DBS): 
 

This post requires the postholder to have the level of DBS 
disclosure as indicated below: 

Standard DBS 
Disclosure 
Application 

Enhanced DBS 
Disclosure 
Application 

No DBS Disclosure 
Application 

   

 

Review/ 
Right to vary: 
 

This Person Specification is as currently applies and will be reviewed 
regularly according to the Employee Performance Management Review 
Policy and the Performance Development Review and Appraisal process. 
The Job and Person Specification may be subject to other Variance within 
the remit of the Role Profile. 

Sign off 

Line Manager:  Date:  

Post Holder:  Date:  
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Welsh Language Skills Framework 
 

Level 0 

No Welsh language requirement identified for the post – but all recruits should be aware of the corporate requirements of the Welsh language standards 
and completion of the Welsh language awareness course is advised.  

Understanding Speaking Reading Writing 

➢ No Welsh language requirement 
identified 

➢ No Welsh language 
requirement identified 

➢ No Welsh language 
requirement identified 

➢ No Welsh language requirement 
identified 

Level 1 

Can understand basic everyday phrases if the speaker talks slowly and clearly and is willing to help.  Can introduce yourself and others and can ask 
and answer questions regarding basic information, e.g. Where someone lives; what they like doing.  Can pass on a simple message or make a 
straightforward request, e.g. via e-mail. 

Understanding Speaking Reading Writing 

➢ Can understand simple personal 
information details; e.g. where 
someone lives, his/her name, 
who the person wishes to see 

 

➢ Can pronounce place names 
and personal names correctly. 

➢ Can greet individuals face to 
face or over the telephone 

➢ Can open and close a 
conversation or open and close 
a meeting. 

➢ Can read short sentence, e.g. 
basic signs, simple instructions, 
agenda items, simple 
information on forms 

 

➢ Can open and close an e-mail or 
letter  

➢ Can write personal names, place 
names, job titles 

➢ Can write a simple message to a 
colleague on paper or e-email, 
e.g. such and such has called. 

Level 2 

Can understand sentences when people talk about everyday situations, e.g. simple personal and family information.  Can hold a basic conversation 
with someone to obtain or exchange straightforward information, e.g. discuss how a person is feeling; something which has happened; simple plan for 
the future.  Can write and read messages in letters or e-mails describing familiar issues and written in short sentences. 

Understanding Speaking Reading Writing 

➢ Can understand when people 
speak slowly about everyday 
situations, e.g. providing 
personal information, talking 
about what they have been 
doing, what they would like to 
do, how they feel in general 

➢ Can understand when people 
ask you do something 

 

➢ Can communicate simple 
information or ask common 
questions, e.g. to acquire 
information from an individual 

➢ Can use Welsh to get to and 
emphasise with the individual 
but not able to conduct the 
entire conversation or session in 
Welsh 

➢ Can hold a short conversation 
with an individual or exchange 

➢ Can read short message and 
certain letters or e-mails, e.g. 
Those which make a request or 
ask you to pass on a message 

 

➢ Can write a short message to a 
colleague asking a question, 
thanking her/him, explaining 
something, e.g. time and place of 
a meeting 

➢ Can write a short letter or e-mail 
to arrange an appointment 
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relatively straightforward 
information 

➢ Can contribute to a meeting, but 
need to revert to English for 
specialist terms. 

Level 3 

Can understand the main points when an individual or colleague is talking about familiar subjects, e.g. during a conversation or small group meeting.  
Can hold extended conversations with fluent speakers about familiar subjects involving everyday work.  Can describe experiences and events and 
provide concise explanations and reasons for opinions and plans.  Can read articles, letters or e-mails about general subjects.  Can write letters or e-
mails about most subjects, e.g. requesting something; providing information; inviting somebody or organising an event. 

Understanding Speaking Reading Writing 

➢ Can understand individuals and 
colleagues when exchanging 
information or discussing plans, 
if the subject is familiar. 

➢ Can understand a discussion at 
a meeting if the subject is 
familiar. 

➢ Can understand individuals and 
colleagues in a familiar situation 
or in everyday conversation. 

 

➢ Can take part in most 
conversations with colleagues 
about work and plans if the 
vocabulary is not to technical. 

➢ Can hold a conversation with an 
individual or exchanging 
relatively straightforward 
information. 

➢ Can contribute to a meeting but 
need to revert to English for 
specialist terms. 

➢ Can adapt the style of language 
to suit the audience. 

➢ Can understand most e-mail 
messages or letters concerning 
day to day work. 

➢ Can guess the meaning of a 
word based on context if the 
subject is familiar. 

➢ Can read a simple, 
straightforward article in a 
newspaper or magazine types of 
written material. 

 

➢ Can write a letter or e-mail to an 
individual, or colleague about 
most topics in order to request 
something; provide an 
explanation; describe an 
experience or situation; invite 
people or organise an event. 

➢ Can write relatively accurately 
when drafting a short information 
leaflet or information Welsh as 
required. 

Level 4 

Can usually follow most conversations or discussions, even on unfamiliar topics, unless the speaker has a strong or unfamiliar accent.  Can talk 
confidently with fluent speakers about familiar subjects relating to work, and an express an opinion, take part in discussion, and talk extensively about 
general topics, e.g. In meetings or one-to-one situations with individuals.  Can understand most correspondence, newspaper articles and reports 
intended for fluent speakers with the aid of a dictionary and can scan long texts to find details.  Can complete forms and write reports relating to work 
and respond accurately. 

Understanding Speaking Reading Writing 

➢ Can follow most conversations 
and discussions with individuals 
or colleagues even if the subject 
matter is unfamiliar. 

➢ Can contribute effectively to 
internal and external meetings in 
a work context. 

➢ Can read most correspondence 
and scan long texts to find 
details. 

➢ Can produce correspondence of 
all types, short reports, 
documents and literature with 
support of an editor or electronic 
aid. 
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➢ Can understand differences in 
register and dialect. 

 

➢ Can converse comfortably with 
individuals and exchange 
information as required. 

➢ Can argue for and against a 
specific case. 

➢ Can chair meetings and answer 
questions from the chair 
confidently. 

➢ Can understand most 
newspaper articles and reports 
with the aid of a dictionary. 

➢ Can understand novels and 
other texts, unless written in a 
very formal or colloquial form. 

 

Level 5 

Can understand everything that is being said. Can talk extensively about complex issues, presenting difficult information and can facilitate and 
summarise extended or complex discussions.  Can summarise information from different sources (orally and in writing) and present it in a coherent 
way.  Can express themselves spontaneously, fluently and in details, adapting the language to suit the audience. 

Understanding Speaking Reading Writing 

➢ Can follow all conversations and 
discussions with individuals or 
colleagues. 

➢ Can understand the ambiguity 
and nuance of language. 

 

➢ Can express yourself fully in 
detail, even when discussing 
complex issues. 

➢ Can adapt the style and register 
of your language to suit the 
audience. 

➢ Can read and understand almost 
all written texts without difficulty, 
referring to a dictionary 
occasionally. 

➢ Can read long texts to find 
relevant details and can 
understand most types of written 
material. 

➢ Can write reports in a clear style 
appropriate to the reader with the 
support of electronic language 
aids. 

➢ Can write formal or informal 
Welsh as required. 

➢ Can write a range of documents 
accurately and with confidence. 

 
 

 



Feb 2018 

 
 

Disclosure and Barring Service (DBS) 
Disclosure Checks 

 

The DBS was established under Part V of the Police Act 1997 and was launched in 
March 2002. 
 

The DBS enables organisations in the public, private and voluntary sectors to make 
safer recruitment decisions by identifying candidates who may be unsuitable for 
certain work, especially that involve children or vulnerable adults.   
 
The DBS can issue 5 levels of Disclosure Certificates, depending on the position 
applied for, namely Standard, Enhanced, Enhanced with ISA check (children), 
Enhanced with ISA check (adults) and Enhanced with ISA check (children and adults) 
 
Prospective applicants should be aware that before any offer of appointment is 
confirmed the successful candidate will be required to complete an online application 
form for the appropriate level of disclosure.  Proof of the successful candidate’s 
identity will also be required in the form of the following: Passport, Driving Licence, 
Birth Certificate and Utility Bills. 
 
The Authority actively promotes equality of opportunity for all existing employees and 
prospective applicants.  Candidates are selected on the basis of skill, qualifications 
and experience, and their match against the Person Specification.  A criminal record 
will not necessarily bar applicants from working with the Authority.  It will depend on 
the nature of the position and the circumstances and background of the offence. 
 
The Authority has a written Policy on the Recruitment of Ex-offenders, which complies 
with the DBS Code of Practice, and undertakes to treat all applicants fairly. 
 
The following information is available from the Employee Services Helpdesk, Room 
323, The Guildhall, SWANSEA SA1 4PE; Telephone 01792 636098, email 
servicecentrehelpdesk@swansea.gov.uk. 
 

➢ DBS’s Code of Practice; 
➢ Authority’s Policy on the Security of Confidential Disclosure information; 
➢ Information on the Rehabilitation of Offenders Act 1974 

 
Further information about the Disclosure Scheme is available at 
www.homeoffice.gov.uk/agencies-public-bodies/dbs/. 
 
 

mailto:employee.serviceshelpdesk@swansea.gov.uk
http://www.homeoffice.gov.uk/agencies-public-bodies/dbs/
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Corporate Plan 2018 - 2022 
 

Delivering a successful and sustainable Swansea 
 
Our ambitions and commitments to residents – our well-being objectives 
 
We have prioritised six well-being objectives. These are:  
 

• Safeguarding people from harm – so that our citizens are free 
from harm and exploitation. 

• Improving Education & Skills – so that everyone in Swansea 
gains the skills and qualifications they need to succeed in life. 

• Transforming our Economy & Infrastructure – so that Swansea 
has a thriving mixed use City Centre and a local economy that will 
support the prosperity of our citizens. 

• Tackling Poverty – so that every person in Swansea can achieve 
his or her potential. 

• Maintaining and enhancing Swansea’s Natural Resources and 
Biodiversity – so that we maintain and enhance biodiversity, 
reduce our carbon footprint, improve our knowledge and 
understanding of our natural environment and benefit health and 
well-being.  

• Transformation & Future Council development – so that we and 
the services that we provide are sustainable and fit for the future. 

 
Our Values 

 
Our plans will be built on three clear values which will guide the way that we work, 
how we develop as an organisation and our decision making through the years 
ahead. 
 

➢ People Focus 
We will focus on community needs and outcomes and on improving 
the lives of the people who live and work in Swansea. We will also 
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respect, value and support our employees and demonstrate the 
highest standards of integrity. 

 
➢ Working Together 

We will promote a whole partnership approach, working across 
services to maximise resources and knowledge and joining forces 
with others outside the Council to ensure we prioritise our resources 
and get the best for our communities. 

 
➢ Innovation 

 We will promote and support a culture of innovation. We will think and 
work differently to improve our ability to deliver and to meet the financial, 

demographic and societal challenges we face. We will share learning across 
the Council, as part of our Innovation Programme 

 
 
 

 
 
 
EV3 
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EV4 
 

 
 
EV5 

 
 
EV6 
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EV7 
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LO2. Explain key sources of information, including legislative information, which underpin 
performance management activities. 
 
My role in Swansea Council is a Workforce Analytical, Recruitment and Changes Officer. One part of 
my role that supports managers with performance management is to assist with making sure 
managers carry out the probation period process. Every month two probation 
reports are run (EV8) by the Data Team for employee’s who have been with the Council for 3 months 
and 6 months. These reports include the date the employee was hired and the date their probation 
period is due. These reports are sent to my team to action. We send out a blank probation report 
(EV9 and EV10) form to the appropriate manager for each employee and ask them to complete the 
form and send back to us (EV11). The form covers the main responsibilities of the employee, any 
training the employee has completed since appointment, sickness days and reasons for sickness, 
specific examples of the employees’ strengths and weaknesses and a comment on their overall 
performance, any unsatisfactory aspects of their performance and what action will be taken to 
rectify this and any training needs that have been identified. There is also a rating scale included in 
the form for performance criteria ranging from ‘very good’ to ‘unacceptable’. At the bottom of the 
form there is a box for employee’s comments, manager’s comments and countersigning officer 
comments. Giving the employee an opportunity to comment on their appraisal during the probation 
period gives them an opportunity to engage with their objectives.   
 

The probation form follows the performance management cycle. The planning stage is where the 
strengths and weaknesses of the employee are established, and a development plan is made to help 
the employee to grow. Going through the job role with the employee helps them understand what is 
expected of them and how they fit into the organisation. The development stage is the employee 
acting out these plans. They can take part in training in order to meet their full potential. The 
performance stage is where the manager monitors the progress of the employee. The six-
month probation can assess how the employee has done since the three-month probation. If there 
are any issues it is important that these are addressed and dealt with accordingly. It is also important 
for the employee to hear feedback from the manager regarding their performance, both positives 
and negatives. It is the final review stage where the employee finds out if their employment has 
been confirmed. The review should be unbiased, and the employee should be involved (Ormerod, 
2018).  
 

As probation report is a mandatory practice, it is the responsibility of my team to ensure we receive 
these forms in a timely manner. I used my Microsoft Outlook calendar function to set reminders to 
chase the probation forms with the manager (EV12). It is important for managers to complete the 
probation form with employees because by understanding the progress of individuals, it can help 
lead them to be successful which in turn leads to the organisation being successful (Armstrong, 
2006, p. 1). Without my team received the six-month probation form, we cannot send out the 
confirmation of employment letter to the employee which is an important incentive to performing 
well (CIPD, 2020).  
 

Once the form has been completed and sent back to us, we save it to the employee’s record (EV13). 
If it is for a six-month probation and the employee has passed this probation, it is part of our role to 
send out a Confirmation of Employment letter (EV14). If the probation period has been deemed 
as unsatisfactory by the manager, it is possible to extend the probation period by another 3 months. 
The manager will let my team know if this is the case so we can send out a Probation Extension 
letter (EV15). Probation extensions are only granted under exceptional circumstances where 
the manager believes the employee is capable of reaching the required standard of their job role in a 
short period of time or if there have been external events that affected the employee’s progress in 
the initial probation period.  
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On the Staffnet for Swansea Council, there is a page called the Manager’s Toolkit (EV16). This is 
there for managers to provide guidance for their team and to help maximise their full potential. In 
includes a Manager Appraisal Guide (EV17) which helps the manager complete the appraisal 
online. If a manager asks for help with appraisals this is what my team would send a link to.  
 

References 
 
Armstrong, M. and Brown, D. (2019) Strategic Human Resource Management: Back to the 
future? Brighton: Institute of Employment Studies.  
 

Charted Institute of Personal Development (2020) Performance management: an 
introduction. Available 
at: https://www.cipd.co.uk/knowledge/fundamentals/people/performance/factsheet (Accessed: 2 
September 2021).  
 
Ormerod, S. (2018) Performance Management Part I: The Cycle. Available 
at: https://leapsolutions.com/performance-management-part-i-the-cycle/. (Accessed: 1 September 
2021).  
 
 
 
 

Evidence 
 
EV8 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

https://www.cipd.co.uk/knowledge/fundamentals/people/performance/factsheet
https://leapsolutions.com/performance-management-part-i-the-cycle/
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EV9 

 

 
PROBATION REPORT 

 

EMPLOYEE DETAILS 

Name:  

Position:  

Date of commencement:  

Grade:  

3/6 month review – please state:  

Date review is due:  

MANAGER’S ASSESSMENT 
To be completed by the line manager in advance of the 3/6 month stage and then shown to the employee 

for discussion at the interview. 

1. Briefly outline the employee’s key responsibilities: 
 
 
 
 
 
 
 
 
 

2. Give brief details of any courses etc. attended since appointment: 
 
 
 
 
 
 
 
 
 

3. Sickness - if the employee has been absent due to sickness please state number of days and main 
reasons: 
 
 
 



Feb 2018 

 
 
 
 
 
 

4. Briefly summarise the employee’s main strengths/weaknesses affecting job performance, giving 
specific examples, and comment on the employee’s overall performance: 
 
 
 
 
 
 
 
 

5. If any unsatisfactory aspects of performance have been identified please state what action has been 
or will be taken to attempt to rectify this:  
 
 
 
 
 
 
 
 
 

6. Briefly outline what training needs have been identified, with timescales, for the employee’s future 
development: 
 
 
 
 
 
 
 

RATING SCALES 
Manager to indicate their assessment of the employee using 

the appropriate performance criteria and rating scales 
Performance Criteria Very Good Good Acceptable Unacceptabl

e 
Comments 

Understanding information      

Retaining knowledge      

Seeing task through      

Initiative      

Working with others      

Service to customers      
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Communication -Verbal      

Communication –Written      

Numerical Skills      

Staff Management      

Working under pressure      

Enthusiasm & Commitment      

Creativity      

Time keeping      

SOCIAL SERVICES STAFF ONLY 
During the probationary period how did the employee rate 
in each Core Area within the Staff Development Portfolio 

NO
. 

CORE AREA 
RATING SCALES 

Very Good Good 
Acceptabl

e 
Unacceptabl

e 
Comments 

1. Understand the principles of care      

2. Maintain safe working practices      

3. Understanding your role and 
agency 

     

4. Understanding the needs of 
service users and carers 

     

5. Understand the effects of service 
delivery on the service 
user/worker 

     

EMPLOYEE’S COMMENTS 
This is an opportunity for you to comment on your line manager’s assessment 

 
 
 
 
 
 

Signature of employee:  

Date of interview:  

MANAGER’S COMMENTS 
Indicate any change you may wish to make to your assessment 

 in the light of your discussion with the employee. 

 
 
 
 
 
 

Signature of line manager:  

Date:  

COUNTERSIGNING OFFICER’S COMMENTS 
If you do not agree with any comments made by either 
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the line manager or employee please give details below 

 
 
 
 
 
 
 

Signature of countersigning officer:  

Date:  
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THE FOLLOWING IS ONLY TO BE COMPLETED IN RESPECT OF 6 MONTHLY ASSESSMENTS 
BY THE LINE MANAGER AND COUNTERSIGNING OFFICER 

Please delete as appropriate 

a) 
I am satisfied that the employee’s performance during the probation period has been satisfactory 
and I recommend that his/her appointment be confirmed. 

b) 

I am not entirely satisfied that the employee’s performance during the probation period has been 
satisfactory.  However, I consider that with additional assistance he/she may be capable of 
reaching the required standard.  I, therefore, recommend that his/her probationary period be 
extended for a further 3 months and that a final assessment be made at that time. 

c) 
I am not satisfied that the employee’s performance during the probation period has been 
satisfactory and I, therefore, recommend that his/her employment be ended. 

Signature of line manager:  

Date:  

Signature of countersigning officer:  

Date:  

TO BE COMPLETED BY HR & OD 
Complete as appropriate 

a) 6 Month Probation satisfactorily completed 

Letter sent to probationer: YES/NO 

Date:  

Initials:  

Copy in file: YES/NO 

b) Probation not satisfactorily completed - probation period extended 

Probation extended to (please state date):  

Letter sent to confirm extension: YES/NO 

Date:  

Initials:  

Copy in file: YES/NO 

c) Probation not satisfactorily completed - employment terminated 

Letter of termination of employment sent: YES/NO 

Date:  

Initials:  

Copy in file: YES/NO 
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EV10 
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EV11 
 

 

 
PROBATION REPORT 

 

EMPLOYEE DETAILS 

Name:  

Position: Independent Domestic Violence Advisor 

Date of commencement: 23rd November 2020 

Grade: 8 

3/6 month review – please state: 6 months 

Date review is due: 22nd May 2021 

MANAGER’S ASSESSMENT 
To be completed by the line manager in advance of the 3/6 month stage and then shown to the employee 

for discussion at the interview. 

1. Briefly outline the employee’s key responsibilities: 
 
1. Identify and assess the risks and needs of domestic abuse victims using an evidence-based risk 

identification checklist. 
2. Focus on and prioritise high risk cases and provide a pro-active, short to medium term crisis 

intervention service through individual safety planning and personal support. 
3. Work with high risk victims of domestic abuse to help them access services to keep them and 

their children safe. 
4. Advocate for high risk victims with agencies who can help to address the domestic abuse by: 

•   Understanding the role of all relevant statutory and non-statutory services available to 
domestic abuse victims and how your role fits into them. 

•   Providing advocacy, emotional and practical support and information to victims including in 
relation to legal options, housing, health and finance. 

•   Working directly with all key agency partners to address the safety of high risk victims and 
ensuring that their safety plans are coordinated particularly through the MARAC. 

5. Manage a case load ensuring each client receives the appropriate service individual to their 
needs. 

6. Support the empowerment of the client and assist them in recognising the features and dynamics 
of domestic abuse present in their situation, and help them regain control of their lives. 

7.  Understand multi-agency partnership structures and work within a multi-agency setting which will 
include participation at the MARAC. You will contribute interventions and help design a plan to 
protect victims and any children, while maintaining an independent role on behalf of your client, 
keeping their safety as central to any response. 

8. In accordance with your organisation’s case management policy: Be proactive with your line 
manager in carrying out periodic case reviews based on a review of risk and abuse which: 

•   Feeds back into action planning to further progress, signpost or close cases and; 

•   Provides feedback to your clients/agencies. 
9. Help maintain accurate and confidential case management records and databases and contribute 

to monitoring information for the service. 
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10. Comply with data protection legislation, confidentiality and information sharing policy and 
procedures and all legislation connected to your work. 

11. Support colleagues and partner agencies, through awareness raising and institutional advocacy, 
in order to provide the best possible service for victims of domestic abuse. 

12. Respect and value the diversity of the community in which the service works in, and recognise the 
needs and concerns of a diverse range of survivors ensuring the service is accessible to all. 

13. Remain up-to-date and compliant with all organisational procedures policies and professional 
codes of conduct and uphold standards of best practice. 

 
 

2. Give brief details of any courses etc. attended since appointment: 
 
SafeLives accredited IDVA training. 
Social Services induction training.  
Sexual abuse disclosures training- PCC funded 
 
 
 

3. Sickness - if the employee has been absent due to sickness please state number of days and main 
reasons: 
 
No periods of sickness.  
 
 

4. Briefly summarise the employee’s main strengths/weaknesses affecting job performance, giving 
specific examples, and comment on the employee’s overall performance: 
 
 
… has integrated really well into the team and is a strong team player. She is always keen to help her 
colleagues where possible, and eager to learn and improve her practise. She has learnt the internal 
systems quickly, adapted well to the IT systems change. … has good engagement with victims, and is 
empathic with strong communication skills.  
Overall performance is good, no concerns. … has received positive feedback from victims, and this has 
been highlighted by the Head of Service. 
 
 
 
 

5. If any unsatisfactory aspects of performance have been identified please state what action has been 
or will be taken to attempt to rectify this:  
 
 
No unsatisfactory aspects of performance.  
 
 

6. Briefly outline what training needs have been identified, with timescales, for the employee’s future 
development: 
 



Feb 2018 

… has nearly finished the IDV accredited training. This is a large piece of detailed training. She is not in 
a position to take on any further training as yet, but is looking to attend the culturally harmful practise 
session later in the year.  
 
 

RATING SCALES 
Manager to indicate their assessment of the employee using 

the appropriate performance criteria and rating scales 
Performance Criteria Very Good Good Acceptable Unacceptabl

e 
Comments 

Understanding information X     

Retaining knowledge X     

Seeing task through X     

Initiative X     

Working with others X     

Service to customers X     

Communication -Verbal X     

Communication –Written X     

Numerical Skills X     

Staff Management X     

Working under pressure X     

Enthusiasm & Commitment X     

Creativity X     

Time keeping X     

SOCIAL SERVICES STAFF ONLY 
During the probationary period how did the employee rate 
in each Core Area within the Staff Development Portfolio 

NO
. 

CORE AREA 
RATING SCALES 

Very Good Good 
Acceptabl

e 
Unacceptabl

e 
Comments 

1. Understand the principles of care X     

2. Maintain safe working practices X     

3. Understanding your role and 
agency 

X     

4. Understanding the needs of 
service users and carers 

X     

5. Understand the effects of service 
delivery on the service 
user/worker 

X     

EMPLOYEE’S COMMENTS 
This is an opportunity for you to comment on your line manager’s assessment 

 
… feels this is a true reflection of her abilities and work over the last 6 months. She is grateful for the 
support of her colleagues and manager. … looks forward to new opportunities and learning the role in 
more depth and gaining more experience.  
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Signature of employee:  

Date of interview: 25.05.2021 

MANAGER’S COMMENTS 
Indicate any change you may wish to make to your assessment 

 in the light of your discussion with the employee. 

 
… is a great addition to the team, really happy with her progress and looking forward to seeing her 
develop in the role.  
 
 
 
 

Signature of line manager:  
 
 

Date: 27.05.2021 

COUNTERSIGNING OFFICER’S COMMENTS 
If you do not agree with any comments made by either 
the line manager or employee please give details below 

 
 
 
 
 
 
 

Signature of countersigning officer:  

Date: 28/05/21 
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THE FOLLOWING IS ONLY TO BE COMPLETED IN RESPECT OF 6 MONTHLY ASSESSMENTS 
BY THE LINE MANAGER AND COUNTERSIGNING OFFICER 

Please delete as appropriate 

a) 
I am satisfied that the employee’s performance during the probation period has been satisfactory 
and I recommend that his/her appointment be confirmed. 

b) 

I am not entirely satisfied that the employee’s performance during the probation period has been 
satisfactory.  However, I consider that with additional assistance he/she may be capable of 
reaching the required standard.  I, therefore, recommend that his/her probationary period be 
extended for a further 3 months and that a final assessment be made at that time. 

c) 
I am not satisfied that the employee’s performance during the probation period has been 
satisfactory and I, therefore, recommend that his/her employment be ended. 

Signature of line manager:  

Date:  

Signature of countersigning officer:  

Date:  

TO BE COMPLETED BY HR & OD 
Complete as appropriate 

a) 6 Month Probation satisfactorily completed 

Letter sent to probationer: YES/NO 

Date:  

Initials:  

Copy in file: YES/NO 

b) Probation not satisfactorily completed - probation period extended 

Probation extended to (please state date):  

Letter sent to confirm extension: YES/NO 

Date:  

Initials:  

Copy in file: YES/NO 

c) Probation not satisfactorily completed - employment terminated 

Letter of termination of employment sent: YES/NO 

Date:  

Initials:  

Copy in file: YES/NO 
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EV12 
 

 
 
EV13 
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EV14 
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EV15 
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EV16 
 

 

 

 
 
EV17 
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LO3. Provide timely and accurate information to colleagues regarding performance management 
activities. 
 
Before the Covid-19 pandemic, the Flexible Working Scheme was introduced to some departments 
of Swansea Council. This allowed for employees to have more flexibility over the hours they 
worked and also gave them the opportunity to work from home for 50% of their working week. With 
this new scheme, the way performance management was done had to be updated. Since the Covid-
19 pandemic, performance management activities have developed even more.  
 

The manager of the Service Centre sent out an Employment Engagement Survey (EV18). With the 
data collected, an action plan (EV19) was established to help managers and employees since with 
their performance since working from home. This action plan includes managers to stay connected 
with their teams through regular one-to-ones, team meetings, team channel ongoing 
conversations and a half day per month drop-in session. An effort must be made to stay connected 
with your team since home working has become the new norm as they encourage collaboration 
and accountability is shared. Life outside of work can also affect workers more than before if they 
are working from home so it is important for managers to check in regularly to make sure their team 
is coping. Having meaningful conversations also develops trust which is needed for remote working. 
It keeps employees engaged with their work and keeps them up to date 
with the organisation’s goals (Wigert, 2020).  
 

The action plan also called for traditional training methods and training for new starters to be 
redesigned so they can be completed through team videos.  
 

Monthly one-to-ones were also enforced instead of the usual annual appraisal meetings. A standard 
one-to-one form (EV20) is used in each meeting and is completed by the line manager. The form 
includes asking the employee to rate how they are feeling and how they feel about working from 
home on a scale of one to ten, asking if anything is worrying them, how they have gotten on with 
their targets the past month, if there is any additional training they would like and what they hope 
to achieve by next the month. To set objectives for the next month, the Goal Theory can be used as 
guidance where the goals must be challenging but achievable. Locke (1968) explains how setting 
clear goals and providing feedback help to motivate the employee which leads to successful 
performance (Mindtools, 2021).  
  
The wellbeing of workers has become a big focus since the pandemic. It is important for employees 
to have a say in their objectives and in making decisions as this leads them to feeling more engaged 
and empowered which in turn leads to great wellbeing. However, it is important that a good work-
life balance is kept to ensure that employees do not feel overworked and exploited. This leads to 
negative effects on their wellbeing which in turn leads to the organisation being unsuccessful 
(Armstrong and Brown, 2019, p.29). The action plan addresses this by asking managers to encourage 
workers to take regular breaks, start and finish work and appropriate times and to take leave. The 
action plan also mentions to arrange social activities which is way of keeping morale up to benefit 
wellbeing.  
 

With regards to Swansea Council’s probation process and appraisals, the Performance Management 
Cycle is present (Ormerod, 2018). 
 

High performance work systems involved in Swansea Council that contribute 
to sustained organisational performance include rigorous and sophisticated recruitment processes, 
investing in training and development, transparency of information from managers to employees, 
harmonised terms and conditions and flexible working to help with a good work-life balance (Taylor, 
2016, p. 200).  
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Since a lot of teams are now working from home, it is important for Swansea Council to ensure their 
induction process still makes new starters feel settled and understand what is expected of them. 
They will miss out the human aspect of this process if no effort is made which can lead to them 
leaving. One way Swansea Council can help the process is by senior staff delivering a video to new 
starters to explain the culture of the organisation. This gives people a sense of who they are and 
adds a personal touch to the experience. A profile of the new starter could also be sent around and 
encouragement to the team to connect with them to build relationships. Swansea Council already 
has a buddy system in place which is similar to this. Another way to help is by setting up Chatbot 
technology to cover simple queries new starters might have which then provides more time for the 
team and HR to build relationships with them instead (Faragher, 2020).  
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