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Personal statement for LO1:
To be able to provide information on performance management
activities within an organisation

For LOIL, T will demonstrate a [ull understanding ol CSG’s policies and procedures, relating
o performance management activities and an awareness of external sources of rclevant
information. | will use this knowledge and understanding to provide accurate information to
employees.

induction policy and procedure

Coleg Sir Gar (CSG) has an induction policy in place which is available for all staff on the
gateway (Lvidence 1:1). The main purpose of induction is that it ensures that all employees
obtain a good understanding of how the organisation works including its principles, values
and objectives. It ensures that all employees have the knowledge and skills necessary to
perform their role in a sale working enviromment. It also provides a mechanism for
employees to discuss any concerns that they may have which can then be addressed in a
timely manner.
CSG oinduction policy and procedures are aligned with ACAS guidelines on induction, As
identified by the ACAS (2006) guideline, CSG have included in their policy the role of the
line manager. The basis of successful induction is the responsibility of the immediate line
manager lor the new employee. The line manager must adopt a balanced approach that meets
the needs ol the organisation and the new employee. In order for new employees to gain
maximum benelit [rom the mduction process, they must have the opportunity to discuss
progress with their line manager. These reviews should be frequent in the carly stages and
cstablish targets speceific to the individual as per the probationary policy and procedures.
The rele of the line manager is therelore Lo
e DBe actively involved in the induction of the new employee cnsuring all aspect of the
induction checklist are fully communicates, understood and completed.
¢ Be accountable for the induction of any new employee to their team.
¢ Provide a personalised and balanced induction plan, based on the needs of the
department and the new employee.
e Provide specilic information about the faculty/functional arca and the job.
e Appoint a mentor (if appropriate).
¢ Ensure that the new employee has the resources to be successful.
e Monitor and support the progress of the new employece through regular reviews and
target setting meetings in line with the probationary policy and procedure.
Also included is the rele of the HR department as identilied by ACAS (2006):
Accountability for induction lics with the immediate line manager of the new cmployee. The
role of the HR department is to support a process that is essentially controlled by various line
managers. The role of the HR department is therefore Lo
e Design induction policies and procedures.
¢ [mplement particular aspects of the induction process.



e Plan the content and mode of delivery ol the induction programme.

s  Manage and co-ordinate the induction day, including the scheduling of speakers.

e Advice line managers of best practice.

e  Monitor and evaluate the programme.

o The TIR department will constantly review content and timing of the induction

process by paying particular attention to the evaluation forms completed by attendces.

The role of the new employee as identified by ACAS (2006):
It is the joint responsibility of the line manager and the new employee (o ensure all items on
the induction checklist are covered. This means the new employee needs to monitor their
checklist and highlight any gaps with their line manager. The new employee, where
appropriate, must also engage with the teaching and learning mentor for tcaching and
learning purposes.

The poliey also cxplains the induction checklist that all employees are provided with which
the line manager should go through with the new member ol stafll’ within 21 days of the
cmployee’s commencement date, Both the line manager and the employvee are expected to
sign oll the checklist to confirm that topics such as people, organisational structure,
relationships, job duties, responsibilities, rules, procedures, practices and compulsory online
training are complete. There are five online courses that need to be completed by all members
of staff. These are, GDPR, prevent, safeguarding, equality and diversity and information
securily essentials (Evidence 1:2). The induction checklist is provided as Evidence 1:3. The
induction policy also includes information regarding monitoring, reviewing and ongoing
support and also the college induction day. The policy states that all employecs with three
months’ employment or more will be expected to attend the college induction day, and that
managers must ensure that they release their staff to attend. The induction day lormat
(Evidenee 1:4) outlines the key speakers and the format for the day.

Evidence |:5 demonstrates me providing timely and accurate advice/information based on the
information included in the induction policy. This email exchange provides the line manager
with details of when to complete the induction checklist by and details regarding online
cowrses. It also provides details regarding the probationary review and when this should be
completed for the new member of statf. This advice was given to the line manager on the
same day as she requested the information.

Staff perfermance appraisal pelicy and procedure

Performance appraisal is an essential tool for improving the perlommance of all college
functions. Central to these operations is the continued improvement in performance of the
College staff and the support we provide them through quality staff development and
training. The staff performance appraisal policy (Evidence 1:6) in place is also aligned with
the ACAS guideline on stall’ performance appraisals (ACAS, 2005). The purpose of a staff
appraisal is to provide a formal system [or the appraisal and the evaluation of staff
performance in order to:
e FEnhancc the quality of the students learning experience.



FHelp staft towards achieving their professional potential.

Enable the college to advance its mission.

Provide stafl with an objective measure of their contribution to the college’s overall
performance.

Promote an individuals professional and personal development.

Evidence 1:7 is an example of an appraisal document that CSG have in place. As included,
the process for all groups of stall involve;

Looking back

Review of performance against previous targets
Any other achievements

Previous statf development activities

Current performance

Performance against the key requirements of the role

Focus on the future

Consideration of targets
Training, coaching, or other development needs
Professional ambitions

The role of the employee:
All staff are required to participate as follows —

When: Lvery two years

All members of staff will be required to formally present an update on progress
against their appraisal actions previously.

All employees should complete their appraisal via the PEPI system where there arc 6
different categories of staft to choose from depending on their role.

As part ol this system, employees are asked (o rale themselves as unsatisfactory.
adequale, good or excellenl against stalements.

This gets sent to the appraiser at least 2 weeks before the appraisal meeting.

The role of the line manager:

The appraiser should contact the member of staff at least four weeks prior to the
desired appraisal date to agree a time and venuc. The appraiser will provide the
member of staff documentation electronically.

When this has been completed by the employee, the appraiser can question the
appraisee’s ranking by highlighting and commenting on each statement whether they
agree or disagree.

Once the appraiser has made comments, this gets sent back to the appraisce.

During the formal meeting, the appraiser should go through each section and explain
their comuments and why they agree/disagree with each slatement.

The line manager and the employce should come up with SMART targets together for
the next vear for the employee.



The role of HR

As identified in the policy, HR s role is to support line managers in delivering performance
appraisals. HR's role 15 (o make sure that line mangers are given regular (raining and that new
line managers are given this training as part of their induction process.

Evidence 1:8 is an email that demonstrates me providing timely and accurate
advice/information to an employee. This member of staff required further information on
how (o [ind the PEPI system on the galeway and how to use il. My email response
demonstrates my knowledge of the policy that we have in place, and of the system itself. The
employee’s responsce demonstrates how helpful my advice was to them with using the system.
My response to the employee was given on the same day as they requested the information.

As well as abiding to ACAS with all policies and procedures as mentioned above, CSG also
has an awareness of other external information that is available in order to understand how
well performance management is within the organisation.

(CSG has recently demonstrated this through redundancy. Recent figures from Lewis (2019a)
demonstrates that there is a decline in the number of students in Wales going to University
and College. With the number of students declining, the less need there is for academic stall.
(CS( have gone through a 1.8 million voluntary redundancy scheme in order to cul cosls [or
the college to survive going forward. CSG have followed in the footsteps of other universities
and colleges around the area which include, UWTSD, Bridgend College and Cardiff
University (BBC, 2019), (Lewis, 2019b). This indicates that CS8G usc outside information to
compare their performanee with others and to reduce the number of staff to bring themselves
in line with industry norms.

Another example of where CS8G have used external nformation including legislalive
information 1s in 2015 where all colleges were expecled 1o implement the national contract by
September 2016. This was negotiated between the joint Trade Union group in Wales with
ColegauCymru. This agreement intended to “provide a framework to College Governing
Bodies, College Principals and lay officers of local trade unions to ensure the National
Contract is implemented consistently within FE Colleges in Wales when engaging and
and/or regularising the employment of all employees be they full time, fractional or part time
hourly paid™ (UCU, 2014).

CSG also abide by the Equality Act (2010) all the way through recruitment, training and
promotion. When applicants complete an application form they are asked to complete an
“cquality and diversity monitoring” document. CSG have a commitment to treal job
applicants and members of staff on the bases of their relevant qualifications, compelencies
and abilitics.

In line with the requirements of the Equality Act 2010 on the GOV.UK (2019) websitc and to
meet obligations under the General Duty (o:

o [liminate unlawful discrimination, harassment and victimisation and other conduct
that is prohibited by the act;



e Advance equality of opportunmty between people who share a characteristic and those
who don't;
« Foster good relations between people who share a characteristic and those who don’t;

The college collects information on the following protected characteristies: Age; Disability;
Race; Religion or Belief; Sex; Sexual Ortentation; Marriage and Civil Parlnership,

The information is used for statistical purposes only and 1s not made available (o those
involved in selection procedures.

Another way CSG uses external information sources to understand how well performance
management is within the organisation is through benchmarking with national statistics. An
example of this is through sickness absence. Sickness Absence rates within CSG are below
the national average rate of 4.1 days per emplovee per annum (Office for National Statistics
2018b). Academic year 2017/2018 saw an average absence rate of 3.9 days per cmployee.
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' colegsirgar

Policy Title Induction Policy and Procedure

Policy presentation This will be made available in writing (Arial font size 12)
in Welsh and English. Alternative formats may be
requested. Such requests should be made to
mike. williams@colegsirgar.ac.uk

Policy communication Staff Gateway
Main purpose of the This policy aims to ensure that all new employees
policy (Brief Summary) receive a full and thorough induction into their new roles

within Coleg Sir Gar. The policy should be read in
conjunction with the Probationary Policy and Procedure
and the Policy and Procedure for Staff performance

Appraisal.
Main Author HR Director
(Who can provided advice
and guidance on contents)
Date approved at 25/10/2017
Corporate Board
Date effective from 26/10/2017
Date for renewal Annually and in line with legislative changes
Equality Impact Yes
Assessment needed
(Yes or no)
Date of Equality Impact
Assessment 19/09/2017
Welsh Language Impact | Yes
Assessment

Date of Welsh Language | 04/10/2017
Impact Assessment

Risks Associated with Employees who have poor induction experiences are
Policy more likely to leave the organisation, be disengaged and
(If policy is not potentially develop capability issues. A thorough
implemented) induction process ensures that employees are aware of

departmental and organisational goals and have a
thorough understanding of their job role.
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1.0 Introduction

1.1

12

1.3

1.4

1.5

h

Coleg Sir Gar is committed to integrating new employees into the organisation
as effectively as possible by providing them with the information, support ang
training to become productive and satisfied members of the organisation,

An effective induction programme is not a one off event but takes place over
a period of time and is an on-going process. This policy should be read in
conjunction with the Probationary Review Policy & Procedure, and the Policy
and Procedure for Staff Performance Appraisal. These three processes work
together in underpinning the need and importance of the support and
development of a new member of staff.

The College is committed to the promotion of Equality and Diversity and staff
are expected to conform with policies as outlined in the strategic equality plan.

This policy applies to all Coleg Sir Gar employees. Some elements of the
Induction process will be applicable to volunteers. This will be dependent on
role and should be agreed by the line manager and HR.

This Policy is also available for employees in Welsh. Employees have
the right to be communicated with and dealt with through the medium
of Welsh if they wish.

2.0 The Purpose of Induction

2.1

The process begins with the first contact with the employee and ends when
the person has been fully integrated. Induction ensures that all employees
obtain a good understanding of how the organisation works including its
principles, values and objectives. It ensures that all employees have the
knowledge and skills necessary to perform their role in a safe working
environment. It also provides a mechanism for employees to discuss any
concerns that they may have which can then be addressed in a timely manner.

3.0 Responsibilities

3.1

The Role of the Line Manager

3.1.1 The basis of successful induction is the responsibility of the immediate
line manager for the new employee. The line manager must adopt a
balanced approach that meets the needs of the organisation and the
new employee.

3.1.2 In order for new employees to gain maximum benefit from the induction
process they must have the opportunity to discuss progress with their
line manager. These reviews should be frequent in the early stages
and establish targets specific to the individual as per the Probationary
Folicy and Procedure.

3.1.3 The role of the line manager is therefore to:

HR/InductionPolicy/October2017



Be actively involved in the induction of the new employee ensuring
all aspects of the induction checklist are fully communicated,
understood and completed,;

Be accountable for the induction of any new employee to their team;
Provide a personalised and balanced induction plan, based on the
needs of the department, and the new employee;

Provide specific information about the faculty/functional area and
the job;

Appoint a mentor (if appropriate);

Ensure that the new employee has the resources to be successful;
Monitor and support the progress of the new employee through
regular reviews and target setting meetings in line with the
Probationary Policy and Procedure.

3.1.4 However well prepared the new employee may be, some trepidation
about the first day in a new job may remain. The importance of a
planned induction on the first day is therefore obvious, although there
is a risk of attempting too much in one day.

The new employee should know where to report to;

Some thought should be given to what the new employee will do
on the first day;

The workspace should be ready for occupation.

3.2  The Role of the Human Resources (HR) Department

3.2.1 Accountability for induction lies with the immediate line manager of
the new employee. The role of the HR Department is to support a
process that is essentially controlled by various line managers.

3.2.2 The role of the HR Department is therefore to:

Design induction policies and procedures;

Implement particular aspects of the induction process;
Plan the content and mode of delivery of the induction
programme;

Manage and co-ordinate the induction day, including the
scheduling of speakers;

Advise line managers of best practice;

Monitor and evaluate the programme.

3.2.3 The HR Department will constantly review content and timing of the
Induction process by paying particular attention to the Evaluation Forms
completed by attendees.

3.3 The Role of the New Employee

3.3.1 It is the joint responsibility of the line manager and the new employee
to ensure all items on the Induction Checklist are covered. This means
the new employee needs to monitor their checklist and highlight any
gaps with their line manager. The new employee, where appropriate,

HR/InductionPolicy/October2017



must also engage with the Teaching & Learning Mentor for teaching
and learning purposes.

3.4  The Role of the Teaching & Learning Mentor (for those staff members
with responsibility for teaching and learning)

3.4.1 The Teaching & Learning mentor will be assigned to new teaching
employees. Their role is to support and guide the new employee in the
processes and procedures for teaching and learning outlined by the
College. Their focus is on developing professional practice in teaching
and learning and not on the administrative duties and processes of the
new employee’s Curriculum Area. Mentoring in these administrative
duties is the responsibility of the line manager. The Teaching &
Learning Mentor will provide feedback to the new employees and their
line manager as to what progress has been made during both the
induction and probationary periods.

4.0  The Induction Checklist

4.1 All employees will be provided with an Induction Checklist. This will include
elements common to all employees.

4.2  Topics covered on the checklist include:

. People, Organisational Structure and Relationships
. Job Duties & Responsibilities;

s Rules, Procedures and Practices; and

. Compulsory Online Training

4.3  The line manager and new employee must sign off the checklist to confirm that
all topics on the checklist have been covered. It should also be noted that the
completion of the Induction Checklist should be structured to take place at
times convenient to part-time/casual employees. A copy of the completed
checklist must be returned to the HR Department within 21 days of the
employee’'s commencement date. Please see section 7.0 in relation to non-
compliance with the provisions of this policy.

5.0 Monitoring, Review and Ongoing Support

51  To ensure the overall induction process has been carried out smoothly, and
the new employee has settled into their post and working environment, review
meetings with the line manager should be agreed at regular intervals in line
with the Probationary Policy and Procedure. This process will inform training
and development needs and identify any specific issues which may need to
be addressed.

6.0 College Induction Day

6.1 The HR Department is responsible for the organisation and delivery of the
College Induction Day. The day will encourage social interaction between new

HR/InductionPolicy/October2017



7.0

6.2

6.3

employees, thus creating a network of shared experience which can be
extremely supportive.

All employees with three months’ employment or more will be expected to
attend the College Induction Day. A separate induction day will be arranged
for casual part time members of staff which will be tailored to meet their needs.

The frequency of the College Induction Day will be determined by the number
of new employees and attendance is mandatory within 3 months of
commencement of employment. Managers must ensure that they release their
staff to attend. If the arranged Induction day falls on a day that the
employee does not normally work, staff will be paid for the additional hours if
TOIL is not an appropriate alternative. Please see section 7.0 in relation to
non-compliance with the provisions of this policy.

Non-Compliance with provisions of the policy.

7.1

tid

7.3

A well carried out induction programme is essential for the integration of a new
employee into the organisation. Effective induction is a major contributory
factor in retaining newly appointed staff. It helps to ensure that staff become
effective and motivated members of the team, clarifies roles and expectations,
allowing for training needs and any issues to be identified early.

Without exception, all employees and managers must engage fully with the
Induction Policy and Procedure.

In the event of any failure to comply with the timescales set out in the policy
the employee and or the manager, as appropriate, may be required to attend
a meeting with the Principal.

HR/InductionPolicy/October2017
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Ew Dﬁmce 1.3
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INDUCTION CHECKLIST Name:

§ colegsirgar § colegceredigion

This induction checklist should be completed by the line manager for all members of staff and should be returned to the HR department within 21
days of the commencement of the new employee. Please tick, sign and date each section {o confirm that these have been discussed.

- People, Organisational Structure and Relationshi m

—

| Induction Topic

Mame & Date

Comments ; il

Q
o

=

| O Who's who?

Introduction to Department Management
Introduction to Colleagues

Introduction to Campus Manager/ Office (including staff 1D card),

Key Personnel
Nominate induction colleague/ Buddy

MAME i cavazaion R SR Y

=

9]

LI 9 S R ]

B T:ﬁm_nm_ Layout

Location of toilet/ hygiene facilities

Tea/ refreshment facilities. Location of refectory

Teaching rooms/ office facilities

Notice boards

Location of other Departments within the College

Recycling facilities, Energy Awareness, Complaints procedures

(Estates)

| O Our  Department & Wider College

_ &

Function & Structure
Roles & Responsibilities / commitment to Equality & Diversity /

Confidentiality

Lines of Communication/ Team meetings/ Email communication.

Gateway/ Website
Log in / Use of telephone/ My View
Holiday arrangements / Times of work & Breaks

_ [0 Employee Handbook

o]

Refer to Employee Handbook

HR/Forms/V1 September 2017
This form s also availakle in Welsh



[ Job Duties & Responsibilities (Coincides with Initial Probationary Review Meeting)

| Induction Topic Name & Date

Comments

O Job Role

o Job Description

o Performance Standards

o Day to Day Departmental Reguirements (e.g. Academic Registers,
Gar-l System, Assessment, Allocation of Resources, Admin and _
Technical Support, Mocdle)

o Departmental Goals & Current Pricrities

o Evaluation Methods

| O Performance Management
_ o The Teaching & Learning Mentor (Name....) role & process (if
| appropriate)
o Staff Development
o Training Needs
o Staff Development Programme/ system
o Probationary Review Process
o Appraisal Process
| EWC Standards

- HR/Forms/\V1 September 2017

e

This farm is also available in Welsh
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-l Rules, Procedures and Practices

e e e

' Induction Topic

Name & Date

Comments

o

O Safeguarding

Child Protection Procedures and Policies and for the Protection of
Vulnerable Adults

]
o]
o]

0 Procedures

Absence Reporting Procedures / CSG My Absence
Financial Procedures
Frocedure for booking & using college transport

oo O

O

-
ot

=

O HR Policies (available on the Gateway)

Sickness Absence Management Policy & Procedure
Special Leave Policy

Grievance Policy

Bullying & Harassment Policy

Capability Policy

Disciplinary Policy

]

Oy O

8]

00000

| 7 Health & Safety

Employees’ Legal Duties (H&S Policy & Statement & Safety Law
Poster)

H&S Officer (Name... 5 )

Fire Alarms, Routine ,_.mm::m_ mcmn:mﬁ_oj Foutes & Assembly Points
First Aid (Assistance, First aiders, Green Lanyards)

Accident and Hazard Reporting Procedure (to include incident, near
miss and occupational disease reporting)

H&S Notice Boards

H&S Training

Fersonal Protective Equipment

Traffic Rules on Campus & Driving Policy

No Smoking Policy

Use of personal electrical equipment (restrictions)

HR/Forms//1 September 2017
This form is also available in Welsh




_ Compulsory Online Training for all Staff
Must be completed within 2 weeks of commencement of employment

Induction Topic %  Name & Date | Comments

_ Online Training (Enrolment xm_.ﬂ EK)

- Safeguarding (EK = staffdev2016)

_ hitpufmeodie.colegsirosr ac.uk/ooursalview pho?id=2058
_ o Prevent http:iwww fourdaticnonline arg uk

| o Equality & Diversity (EK = staffdev2016)

| hitta/moodie.colegsirgar. zc. ukienroliindex. php?id=2958

o Information Security Essentials (EK = staffdev2017)
hitp#moodle colegsirgar.ac.uk/courselview. chp?id=3048

| Certificates to be forwarded to Samantha Williams (Staff Development Co-ordinator) upon completion of training.

Updating & Maintaining Personal Details

. Induction Topic Name & Date | Comments

7 O Maintain personnel details on MyView
o Complete self-assessment of Welsh Language Skills (CSG Net
_ Reports)
_ > Update Next of Kin & Equal Opportunities details
c_Keep personal record up to date

0

_pnn_:n:m_ Comments:

Initial Probationary Review Meeting Held: Date:
Review 1; Date:
Review 2: Date:
Review 3/ Final: Date:

~ HR/Forms/V1 September 2017
This form is also available in Welsh



We have worked through the above checklist

L= R T A e s T S i R T e Date Complated: .......ccc.vvniveiinieriiceriennnr
(New Employee)

SIGRBE. svapms s - 1L e T e BepE s,

(Line Manager or Nominee)

Please complete and return to the HR Department, within 21 days of commencement.

HR/Forms/V1 September 2017
This form is also available in Welsh
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INDUCTION FORMAT - 14 MARCH 2019
Employees Requested to arrive at 8.45 am for prompt 9.00 am start

TIME sLOT SPEAKERS | . CONTENT ACTION
g.45 REFRESHMENTS [TealCofiss)
9.00-9.10 10 mins RD General Introduction/Domestics - Fire Exits, Teilets Etc, purpose of Induction Slicde 1
9.10 - 8.30 20 mins RO Induction Course Questions & Answers Handout
9.30 - 10.00 30 mins AC Principal Welcome and Introduction to the College AC arrive in Boardroom from 9.20 am
10.00 - 10.05 5 mins BREAK
10.05 - 10,30 25mins VY Data, Funding, Performance and Data Protection
10.30 - 11.00 30 min= cH Estates { Environment / Health & Safety
11.00 - 11.05 & mins BREAK
11.06 - 11.30 25 ming 5T Computer Services & Acceptable Usage Policy Sign Confirmation of Receipt of Policy
12.00 25 mins AD Staff Development, Appraisal & Quality Complete T&D1 {Short Course Form)
12.30 15 mins Ad FPromoting a bilingual culture, the Welsh language and a Welsh athos in our Collage
1pm 20 mins RF Finance & Procurement
. 45 mins LUNGH
1.45 15 mine SH Learner Progression
2.05-2.15 10 mins SM Pension Schemsas — LGPS and TPA
5 mins BREAK
2.20-2.40 20 mins SK Equality & Diversity/Learner Support/Safeguarding
20 mins MM Skills & Curriculum
2.40-3.00 20 mins Jn ReprographicsiLibrary Services/Courier Service
& mins EREAK
3.00-315 15 Nfins ND Business Innovation & Estates
3.15 20 mins RD Go through questions asked and check all covered Slide 3
RD Evaluation Form to be completed and returned
RO Draw attention to HR on Gateway, My View, Employss benefits Slide 2
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Mia Williams - Re: probabationary review forms and any other relevant induction forms for new
caretaker starting

From: Mia Williams L - e

To: Susan Gard /_/'? hm&(p} ((C)CL(Y"Q CM%)

Date:  \/ OV0M301910:13 ) -

Subject: M%til:nn?y review forms and any other relevant induction forms for new carclaker starting
Attachments: Draft Induction Checklist.docx; Draft Probationary Review Form Aug 16 SupportStalT.docs

F e - e .

Hello Sue,

You will need to complete an induction checklist within the first 21 days of his start date. Once you have
completed this can you send it in the internal mail for me. Can you also make sure that all online courses
are completed before sending it back.

| have also attached a probationary review form to this email. The review will need to be completed 6
months from his start date, When this has been completed can you send this to myself,

Diolch Sue,
Mia

Mia Williams

Swyddog AD Cynarthwy-ydd/ Assistant HR Officer
Campus Graig Campus

Lianelli

SA15 4DN

Ffon/ Telephone: 01554 743154
Ffacs/Fax: 01554 748097

> Susan Gard 01/07/2019 0837 »>»

Hi both

As | have a new caretaker starting today, please can | have any necessary paperwork that they need to
fill in sent to me.

thanles

Sue

Susan Gard

Rhealwr Gweithrediadau Campws/ Campus Operations Manage:

Coleq Sir Gar
Fian/Tel: 01554 748038

file:///C:/Users/NiaW/AppData/Local/ Temp/XPgrpwise/5SD19DCD3Staff DomainST... 02/07/2019
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Nia Williams - Re: probabationary review forms and any other relevant induction forms for new
caretaker starting

From:;  Susan (ard

To: Mia Williams

Date: 047072019 11:59

Subject: Re: probabationary review furms and any other relevant induction forms for new carclaker starting

Hi Nia

Apologies for the delay, but | will make sure the induction checklist is completed within 21 days of his
start date and return to you along with the time frame for the probationary review.

| have already explained the online courses to Mark and he should be completing these as well for you.
thanks
Sue

Susan Gard

Rheolwr Gweithrediadau Campws/ Campus Operations Manager
Coleg Sir Gar

Ffon/Tel, 01554 748038

= Mia Williams 01072019 10:13 2=
Hello Sue,

You will need to camplete an induction checklist within the first 21 days of his start date, Once you
have completed this can you send it in the internal mail for me. Can you also make sure that all online
courses are completed before sending it back,

| have also attached a probationary review form to this email. The review will need to be completed &
months from his start date. When this has been completed can you send this to myself.

Diclch Sue,
Mia

Mia Williams

swyddog AD Cynorthwy-ydd/ Assistant HR Officer
Campus Graig Campus

Llanelli

SAT5 40N

Han/ Telephone: 01554 748154
Macs/Tax: 01554 748097

= husan Gard 01072019 08:32 ===
Hi boih

[ile:///C:/Users/NiaW/ AppDhata/Local/Temp/XPgrpwise/SD1DEAOFStaft DomainST...  04/07/2019



Page 2 of 2
As | have a new caretaker starting toclay, please can | have any necessary paperwork that they need to
fill in sent Lo me.
thanks
Sue
Susan Gard
Rheolwr Gweithrediadau Campws/ Campus Operations Manager

Coleg Sir Gar
FRan/Tel 01504 T4R058

file:///C:/Uscrs/NiaW/AppData/Local/ Temp/X Perpwise/5D1 DEAOFStall_DomainST...  04/07/2019
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POLICY AND PROCEDURE FOR STAFF PERFORMANCE APPRAISAL
1. INTRODUCTION
Performance Appraisal is an essential tool for improving the performance of all College functions.
Central to these operations is the continued improvement in performance of the College staff and the
support we provide them through guality staff development and training.

PURPOSE

At Coleq Sir Gar the purpose of Staff Appraisal is to provide a formal system for the appraisal and the
evaluation of staff performance in order to:

enhance the quality of the students’ learning experience;
« help staff towards achieving their professional potential;
s enable the College to advance its' Mission;

« provide staff with an objective measure of their contribution to the College’s overall
performance;

« promote an individual's professional and personal development.
2 OBJECTIVES
In particular the schame will:

» provide a process for the monitoring, measurement and objective assessment of professional
performance;

» establish a mechanism for constructive dialogue concerning the performance of the individual
in relation to the Institutional objectives;

= enable the identification of an individual's strengths and areas for development; the formulation
of appropriate training needs and professional development goals; and the identification of
relevant approaches to meet these needs;

v ensure that the abilities, needs and views of individuals influence the College planning process;

develop higher standards of staff performance and greater job satisfaction.
3. THE PROCESS

All staff are required to participate as follows:

When:

The annual staff appraisal cycle will operate between September through to August,
How Often:

During the first two years of employment the first appraisal will coincide with the end of the 6 manth
probationary period and the second will occur in the following Appraisal period.

Vi ks



¥ colegsirgar
Thereafter, all members of staff will be required to undertake an appraisal biennially. At the end of the

first year in the two year cycle all member of staff will be required to formally present an update on
progress against their Appraisal Actions.

Documentation

A modified version of the appraisal document will be will be available for six different categories of staff:
= Mon Teaching Managers

Curriculum Area Managers

Lecturers, Instructors/Demonstrators, Training Advisors and Assessors

Support Staff

Part-Time Casual Teachers (less than 13 sessions per week)

Support Staff (for staff whose role is mainly of a manual nature or casual)

Who will be the Appraiser?

For Managers - all staff who have line management responsibility (regardless of whether the
post tile is designated ‘Manager’)

The Performance Appraisal will be undertaken by their direct Line Manager,

For Teaching and Learning Staff — to include Lecturers’; Instructor/Demonstrators’; Training
Advisors and Assessors

The Performance Appraisal will be undertaken by a member of the Curriculum Area Management Team
i.e. Curriculum Area Head, Deputy Curriculum Area Head or Assistant Curriculum Area Head. Only in
exceptional circumstances will the Faculty Director undertake the Appraisal. The direct Line Manager
will carry out the appraisal once every two or three years depending on the make - up of the Curriculum
Area Management Team,

For Support Staff — all other members of staff who do not have responsibility for managing staff:
The Performance Appraisal will be undertaken by the direct Line Manager.
Preparation

If a member of staff requests that an Appraisal be undertaken through the medium of Welsh the College
will endeavour to meet thase requirements.

Managers:
Prior to an Appraisal the Manager will receive outcomes of the Questionnaire for People
Wanagement/Leadership Capabilities. The outcomes will be used as part of the Appraisal process.

Managers and all Staff;

The Appraiser should contact the member of staff at least four weeks prior to the desired Appraisal
date to agree time and venue. The Appraiser will provide to the member of staff the documentation
electronically.

Documentation will be completed by the member of staff and returned (o the Appraiser, electronically,
at least two weeks prior to the Appraisal Meeting.

One of the new features of the Appraisal Process is that members of staff and their Appraisers will be
asked to provide supporting evidence/comments as justification in certain sections. These may form the
hasis of discussion with a view to agreeing a grade for their performance for each assessment area,
where appropriate, with their line manager at the appraisal meeting.
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Performance Grading:

E - Excellent Consistently exceeds requirements -
G - Good Meets requirements to a satisfactory and consistent level -

| A - Adequate Meets requirements at time but may be inconsistent and requiring additional help
U - Unsatisfactory | Works below requirements

Having received the documentation from the member of staff it should be reviewed by the Appraiser
and comments added where appropriate. The decumentation should then be refurned to the employee
prior to the Appraisal meeting to review the comments of the Appraiser,

4. PROCEDURE
The process for all groups of staff will involve
Looking Back -

» review of performance against previous targets
= any other achievements and
s previous year's staff development activities.

Current Performance
e Performance against the key requirments of the role

Focus on the Future

« Consideration of targats
# Training, Coaching, or other developments needs
¢ Professional ambitions

Targets/Objectives should be SMART (Specific, Measurable, Achievable, Realistic and Timely) unless
they relate to changes in behaviour/attitude.

Please note that where a member of staff continually fails to achieve the target(s)/objective(s) to the
required standard this may lead to invoking the Disciplinary Process or Capability Procedure as
appropriate.

Where the level of performance is assessed as ‘A’ (Adequate) or *U' (Unsatisfactory) — this must be
addressed in the next year's targets. However, achieving ‘G’ (Good) or 'E’ (Excellent) does not
necessarily negate the need for targets.

Please note that Long Course Applications will only be accepted if it has been identified by the
Performance Appraisal Process.

5. BENEFITS FOR THE MEMBER OF STAFF?

» aclearer understanding of their job

» an opportunity to apply for threshold progression and demaonstrate teaching excellence
s highlight of possible future developments and improvements

=« an opportunity for their talents and efforts to be recognised and valued

e an opportunity to highlight areas where they may feel they need further development in skills
and/or confidence

= increased job satisfaction and motivation

« shared perceptions about their work and the way in which it is to be done and the issues which
face the College as a whole
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*  better planning of their own professional and career development
* an opportunity to give and receive feedback from the appraiser about performance

= an opportunity for specific targets to be identified and agreed with the individual which will
contribute to the College's overall improvement and the achievement of its business goals.

WHAT ARE THE POTENTIAL BENEFITS OF STAFF APPRAISAL FOR THE COLLEGE?

=« increased clarity of all staff about their responsibilities

better professional relationships

» the creation of a more open style of management
»  better communication between staff

* amore supportive enviranment for staff

e improved motivation and morale

» the accurate diagnosis of individual training needs which will be linked to the needs of the
College so that resources are made available to meet them

« staff priorities can be more accurately clarified and determined and guided by an understanding
of College objectives and policies

« College and individual staff aims can be co-ordinated

« the creation of a positive attitude to change and improvement through the setting of achievable
targets for each individual.

ETHOS/CLIMATE OF APPRAISAL
In order to ebtain the maximum benefit for both staff and the College it is essential that:
s participants’ behaviour during Appraisal is non-condemnatory
» staff contributions and participation are valued highly
e aclimate of trust and mutual support is established and maintained
s Appraiser and Appraisee meet on equal terms
s listening is seen to be as important as advising
s targets set will be mutually agreed
CONFIDENTIALITY STATEMENT

¢ APPRAISAL Documentation - this will be the formative document. I will be confidential and will remain
the property of the Appraisee. Access will be through agreement between the Appraisee and Appraiser

s ACTION PLAN - will be the summative document - access will be restricted to immediate Appraiser /Line
Manager! /Directorf HR/Staff Development facilitators

«  There will be an obligation on all Appraisers to maintain confidentiality at all stagas

«  There will be an assurance that this record will not be used, by any parly, other than those already
identified, for any purpose ather than the PMAIR and Appraisal processes,
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¢ This scheme will operate within the terms of College's Strategic Quality Plan and will ensure
that Appraisers do not discriminate on grounds of age, disability, gender reassignment,
pregnancy and maternity, race, religion and belief, sex, or sexual orientation.

» |twill be used positively and as a means of further promoting good practice in the field of Equal
Opportunities within the College.

» Appraisals will be operated fairly and equitably for all staff. Training will be provided for
Appraisers and Appraisees to ensure that they are fully aware of the legislation covering Equal
Opportunities and to make certain that direct or indirect discrimination does not oceur.

« Every effort should be made to conduct Appraisal Interviews in the language of the Appraisee’s
choice.

10. APPEALS PROCEDURE

LIKELY CAUSES OF APPEAL

» A significant and enduring failure in effective communication, or lack of constructive criticism or
loss of trust between the parties

« The Appraisee concluding that the Appraiser's judgement of the situation is unreasonable,
unfair or simply wrong

s Objection by the Appraisee to any aspect of the content or conduct of the appraisal procedure,
if such objection cannot be resolved by informal discussion between the two parties, including
reference for the next academic year

s \When the Appraiser attempts to establish what the Appraisee believes are unfair or unrealistic
targets, or goals, or performance expectations, for the next academic year

» Failure to accept the allocated Appraiser.
DISAGREEMENTS
If disagreements emerge during the Appraisal process before the preparation of the Action Plan,
which cannot be resolved at that time, one or more of the following steps may be adopted with the
agreement of both the Appraiser and Appraisee. The following action should be taken within twenty
days of the Appraisal meeting.

STAGE 1 (Informal)

1: Agree to record the disagreement on the Action Plan Proforma.
2 Postpone the meeting and reconvens at a later date
3 Request the Director to consider the disagreement and propose options to resolve the dispute. If

the disagreement involves the Director — an alternative Director should be asked fo consider the
disagreement and propose options to resolve the disputs,

In the event of no satisfactory and mutually acceptable alternative:

STAGE 2 (Formal)

The Assistant Principal (Teaching, Learning & Quality) will conduct an investigation into the
disagreement and propose options to resolve the dispute. If the disagreement involves the Assistant

Principal (Teaching, Leamning and Quality) an alternative member of the Executive will conduct the
investigation.



§ colegsirga
Agreed records of each case considered under the Formal Appeals Process (Stage 2) will be retained
for the: duration of the Appraisal cycle. Access to these records will be restricted to parties to the
original appeal.

STAGE 3

If a satisfactory solution is not found then the Appraisee should invoke the appropriate Grievance
Procedure.

11.  TRAINING AND MONITORING

A list of designated Appraisers will be compiled.

Training will be provided for all appraisers.

Awareness raising sessions for all staff will take place on the Staff Appraizal scheme.

A guestionnaire will be sent to all Appraisees, to ascertain how satisfactory the appraisal process has
been, on an annual basis.



Evinence 24

§) colegsirgar

Nia Wyn Williams

PEP] Performance Excellence Plan

Appraisal Report 2017/2018

Line Manager/Appraiser: Catherine Hill

SectionfFaculty: Human Resources / Human Resources and Wellbeing
Telephone/Email: 8154 / nia.willlams@colegsirgar.ac.uk

Campus Graig

04 Jun 2019

117



Looking Back

Looking Back

Mot applicahle

Job description

Over the last six months | feel that | have contributed well to the administration of the
recruitment and selection process which include: -Responding to requests for information
concerning new vacancies. -Processing letters of invitation for candidates to attend
interviews. -Organisation of selection panels, accommodation, refreshments etc. -
Preparation of interview packs and distribution of information to appropriate staff prior to
interviews. -Processing letters to request references. | have also enjoyed assisting with the
administration process relating fo sickness absences and working closely with Laura and
payroll. Other generic admin duties | feel | have done well is: - Ensuring that all incoming
mail and outgoing mail is distributed appropriately and timely. -Keeping up with filling. -
Ensuring levels of stationery are maintained and ordered as necessary. -Updating the
probabtionary review and induction spreadsheets and chasing any that are outstanding. -
Assisting with all tasks associated with the EWC administration. - Assisting with note taking
of the Equality and Diversity Meetings. -Organising the downstairs filing room with regards
to leavers. Duties | would like to undertake would be: - To shadow interviews/ be on the
panel in the future. - To support Sam with staff development. - Assist Rosie with Part Time
Contracts and DBS checks. - Uploading sick to payroll. - Help with Starters.




Values & Behaviour

Learner (Purpose) e
Integrity (Purposa)

Care (Furpose)

Customer Focused
{Purpose)

Respect (Purpose)

Responsibility
(Professionalism)

Communication
{Professionalism)

Accountability
{Professionalism)

Flexibility
{Professionalism}

Transparency
{Profossionalism)

Teamwork
{Professionalism)

Positivity (Passion)
Praise (Passion)

Aspiration (Passion) |

Recognition (Passion)

T o S e ———

Good - Excellent -

Unsatisfactary -

37



Values & Behaviour

| acknowledge excellent work when it is achieved,

Purpose (overall score) 3.4
1 Learner 5
' | always put learners first in any decisions that | make in my rale,
9 Integrity 4
' | always act with the utmost integrity, being honest and having strong moral principles,
3 Care 4
: | ensure the wellbeing of learners and fellow colleagues,
Customer Focused
4. My behaviour mirrors that of an institution striving for excellence, delivering equality and diversity 3
principles and engaging with a wide range of stakeholders,
5 Respect 4
’ | give due regard for the feslings, wishas, or rights of othars,
Professionalism (overall score) 3.8
; Responsibility
6. ey 4
| act responsibly in my rale,
Communication
T _ . . . . 3
| communicate well using words, sounds, signs, or behaviours to express thoughts and feclings,
Accountability
8. | take account of my activities and actions, accept responsibility for them, and disclose the results 4
in a transparent manner,
g Flexibility #
’ | am always willing to change or compromise for the good of the learner or the institution,
10 Transparency 4
’ | provide clarity, honasty and openness when In work,
11 Teamwork 4
’ | work wall in a team environment, cooperating with people to reach a common sat of goals,
Passion (overall score) 3.5
Positivity
12. o : : : e 4
| have a positive attilude, providing solutions to problems rather than complaining about therm,
Praise
13. . ) 4
| praise learners and fellow colleagues when appropriate,
Aspiration
14. | motivate my leamears and fellow colleaguaes to drive to an ambition of achieving something 3
percaived Lo be aul of their reach,
15 Recognition 5




"Support Staff" Questions

Job Knowledge

Quantity of Work Output

Cluality of Work

Ahility to learn and
develop

Paperwaork and
Administration

Communication Skills:

Waorking Relationships:

Motivation:

Initiative:

Supervisory Ability
(where relevant):

Unsalisfactary - Adequale _ Good - Excellent -

sIT



"Support Staff" Questions

Job Knowledge (overall score) 3
1 chf-.' well do_ yau understand your job, its responsibilities and he procedures associated with it, {You may wish q
to review your job description),

Quantity of Work Output (overall score) 4
2. Including, for example, promptness in compleling tasks that are allocated and reliability in meeting deadlines, 4
Quality of Work (overall score) 3
3. Including, for example, accuracy, the degree of supervision required and the extent to which objeclives have 3
been effectivaly met.

Ability to learn and develop (overall score) 3
4. The speed with which new duties and/for skills are mastered and your willingnass to learn new things. 3
Paperwork and Administration (overall score) 3
8. Accuracy and limely completion of reports and ather relevant paperwork. 3
Communication Skills: {overall score) 4
8. Your effectiveness in written (including e-mail) and verbal communication with colleagues, superiors, 4
subordinates andfor customers.

Working Relationships: [overall score) 4
7. Your effectiveness in working as a member of a team and the quality of relationships with colleagues and/or 4
cuslomers,

Motivation: (overall score) 4
8. Your leval of enthusiasm for your work and willingness to take difforent tasks on board and/or make extra 4
effort, when asked.

Initiative: (overall score) 3
9. Yaur ability and willingness to come up with constructive ideas, offer suggestions and take responsibility. 3
Supervisory Ability (where relevant): (overall score) 0
10. Your ability to manage, motivate and lead staff effectively. ]

BIY




Looking Forward (Action Plan)

Targets, priorities or objectives for the next year should be agreed by the Line manager and member of staff in this section.
These must be SMART i.e. Specific, Measurable, Achievable, Realistic, Timely; unlass they relate to changes in
behaviour/attitude.

Agreed target

d How will these be achieved and measured
ate

# Targets

To shadow interviews/ be on » Mia to shadow Charlotte, Laura and Rosy on

the panel In the futurs, 03/09/18 interview panels where possible. Review
then try on her own

5 Support staff development 15/08/18 = Work with Sam to learn processes and
administration and organisation procedures associated
Assist with Part Time Contracts » Work with Rosy to learn process and support
3 03/09/18 : .
and DBS checks ~ and assist once confident
4 Upjoading sick fo payroll. - 03/09/18 » Support these processes to ensure cover

Halp with Starters.

5 |CIPD 03/09/18 « Ongoing study

T
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Mia Williams - Re: PEPI

From: Sarah Mann

To: M Willinms.
Date: ( 04/07/2019° 1076
Subject:--Ke: PER]-—

Hi Mia,

Thank you getting back to so quickly, really appreciate your help.

Many thanks
Sarah

Sarah oflann

PG Dip CIPP, Assoc.CIPP
Swyddog Pensiynau/Pensions
Officer

Campws Graig Campus
Llanelli

SA15 4DN

Ffon/Telephone:; 01554 748360

Ffacs/Fax: 015564 748007 _7 S@—){Y’E %\MQ j | n{hf mjn“m
3

LGS
= Mia Williadns 0407/2019 10003 #» =
Hi Sarah,

T

PEPT can be found on the left hand side of the gateway. In order for your appraiser to carry out
the appraisal you will need to select your line manager and also the “support stall™ category.
Chce you have selected this, you are able fo complete your side ol the appraisal. You will be
asked to complete the lollowing sections:

Looking back

+ Review of performance against previous targets

= Any other achievements

= Previous year’s staff development aclivities
Current performance

+ Performance against the key requirements of the role
I'ocus on the luture

« Consideration of targets

+ Training, coaching, or other development needs

* Professional ambitions

Most of these seclions require you to rate yourself as unsatisfaclory, adequale, good or
excellent against certain scenarios. Once you are happy with this, it will be submitted to
your line manager. Your line manager can apree or disagree with your rankings and add
comments to cach section. This will be sent back o you and it should be agreed

file:///C:/Uscrs/NiaW/AppData/Local/ Temp/XPgrpwise/5D1DD46AStaft DomainST... 04/07/2019
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between the both of you when the appraisal should be held. During the [ormal appraisal
meeling, your appraiser will explain why they disagree/agrec with the rankings thal you
gave yoursell. Towards the end of your appraisal meeting, you should both agree on
SMART targets for the next academic year,

Hope this clarifies your questions, If you require any further help, please don’t hesitate
(0o contact me,

Kind Regards,
Nia

Mia Williams

swyddog AD Cynorthwy-yeld/ Assistant HR Officer
Lampus Graig Campus

Llanedli

SATH 40N

Fon/ Telephone: 01554 /48154
Flacs/Fax: 01554 T48097

=== Sarsh Mann 0402019 1093 55 »
[Li Nia,

I have been asked by my line manager [0 complete an appraisal via the PEPI system. Where
would I find this? [ understand that this is a new system, so any help regarding how (o use i
would be much appreciated.

Many thanks,
Kind Regards,

arah

('?uta& oﬂfﬂnﬂ

PG Dip CIPP, Assoc.CIPP
Swyddog Pensiynau/Pensions
Officer

Campws Graig Campus
Llzinelli

SA1ES 4DN

FHon/Telephane: 01554 748360
Ffacs/Faw: 01554 748097

Tle:/C:/Users/MNiaW/AppData/Local/Tem p/XParpwise/SD1DD46ASET DomainS] L 04072019



Personal Statement for LO2:
To be able to support line managers to deliver performance
management activities within the organisation

For L02, T will analyse the types of support nceded by line managers at CSG in relation to
performance management activities. I will provide evidence where [ have provided support to
line managers to develop their capabilities in performance management activities, T waill
provide cvidence of where I have given direct assistance to managers in the delivery of stafl
performance and development reviews.

RTW discussions:

From discussions with various managers and email requests (Evidence 2:1), it is clear that
line managers require more training around how to deliver RTW discussions and how to log
the discussion on the system. It is also evident that line managers need more training around
this, as from evidence 2:2 line managers are not sticking to the policy when it comes to
conducting a RTW on the first 3 days of the employee returning. Evidence 2:3 1s a document
that I based my discussion on when conducting the training to support managers capability in
performance management activities, The one to one training highlighted the purpose of a
RTW, the preparation that the line manager should lake and what kind of questions to ask.
For inslance, the line manager should welcome the employee back o work and make them
feel pood and check that they are fit to return. They should help the employee (o openly
discuss issues relating to their absence by exploring reasons for the absence, what caused it
and whether there are any issues relating (o their role. Line managers should also help the
employee take responsibility for overcoming issues causing absence. They should also help
the employec leave the meeting on a positive note. I also made line managers awarc that the
discussion and the outcome of the meeting needs to be recorded on the sick system. During
these meetings, | showed the line managers where on the sick system this is recorded. I also
highlighted that line managers need to make surc that all employees returning to work
complete a SA128. From evidence 2:4 it is clear that employees arc not completing a SA128
on the day they return to work. Line managers need 1o stress the importance of this to them at
their RTW meetings so that HR and campus office update the sickness system. T also created
an “instructions for the abscnce system™ document to give to line managers to keep (Evidence
2:5).

Evidence 2.6 is confirmation from a line manager that the supporl given lo her was ellective,
and that she felt confident in conducting a RTW discussion in the future.

Appraisals:

I decided that it was best to conduct appraisal training for all line managers on how to use the
new appraisal system. By training all line managers, they would then be able to cascade their
knowledge down to their employees on how to use the system. Evidence 2:7 is the
PowerPoint that T used to present to line managers to support their capability. Evidence 2:8 is
a list of managers that 1 emailed to arrange the session. This training session began with



getting all line managers to work in small groups to come up with benefits of appraisals lor
individuals, managers and the organisation. It goes on to explain the four key skills associated
with conducting an cffective appraisal being, listening, questioning, giving feedback and
selling objectives. An explanation of how to do these effectively was explained to line
managers in order for them cascade it down the organisation and improve perlormance
management. As well as delivering the presentation, | demonstrated how to use the PEPI
system. | also allowed for any questions to be asked by managers in order for everyone lo
learn from others. For managers that were unable to attend, I met up them individually and
went through the presentation and PEPI system,

Evidence 2:9 was recorded from various one to one discussions from managers. This is
confirmation from managers that the support given to them was effective and met
requircments.



Evidence
1.02
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Nia Williams - Re: Training

From: Karen Rees

To: Mia Williams
Date: O8/T201909:15
Subject: Re: Training

Ferfect, thank you - see you later.

»» > Nia Williams 08/07/2019 09:11 =2 >
Hi Karen,

Yes of course, Is 10am ok for you?

Kind Regards,
Mia

Mia Williams

Swyddog AD Cynorthwy-ydd/ Assistant HR Officer
Campus Graig Campus

Llanelli

SA15 400

Fion/ Telephone; 01554 748154
Ffacs/Fax: 01554 748097

=x = Karen Reos OB/ AA019 0877 w»
Hi Mia

Would it please be possible for me to have some one to one training on ‘Return to Work' discussions
and how to record them on the Absence system?

| have some availability this marning, or is that too shorl notice for you? 1 will make other
arrangements if it's not convenient today.

Diolch
Karen

file:///C:/Users/NiaW/AppData/Local/ Temp/XPgrpwise/SD2309C8Stall’ NDomainSTA... 08/07/2019
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EViDeENCE: 2.5,
1 koA Guadonee fer NONCORUS
on complisang RTINS usiass -

X emonemowon. @ COLEGSTrgar

INTERVIEWS
It is vital that managers talk to employees returning from a period of sickness absence, This can help

to identify any problems at home or in the workplace that may be impacting on work and demonstrate
that the College is committed to managing attendance.

When dealing with attendance issues managers should ensure that they adhere to principles of
sensitivity and confidentiality.

The purpose of a Return to work Interview (RTWI) is to:

s Make the employee feel welcome and valued upon their return and if appropriate to update
them on any relevant issues or changes since their absence;

s  Ensure that the employee is fit to return;

»  Ascertain the likelihood of any reoccurrence,

s Establish whether there are any underlying problems that are preventing regular attendance
and determine what can be done to remedy those problems. Any information given must be
kept confidential and if appropriate specific details relating to medical treatment or any
underlying problems need to be kept confidential and recorded on the RTWI form.

» Offer support to the employee, if appropriate;

« |f appropriate o the type of absence, provide an opportunity to reinforce the impartance of the
employees role in the service area; the effect of the absence on the department and the
University expectations for regular attendance at work.

The RTWI will normally be relatively brief and informal. Managers will be required to make necessary
arrangements to undertake the discussion with an employee upon their return to work and unless
whally impracticable, within 5 working days. In all situations the RTWI should be held face to face,
however, if this is not appropriate then in exceptional circumstances this can be done over the phone.
There may be circumstances where the nature of the absence may require the interview to be
conducted by a person of the same sex. In such circumstances the manager would make the
necessary arrangements for an appropriate manager to conduct the interview,

Managers will be expected to complete the RTWI form during the discussion and maintain a
confidential record of each discussion including any action to be taken following the RTWI.

Preparation

Managers should carry out some simple steps in preparation for the return to work interview:

« Understand the facts relating to the most recent absences and past absences

» Review attendance records for any growing absence frequency, patterns of days off or
repetitive reasons given for absence

» Understand any facts around patterns or trends

s Ensure any statements made can be substantiated

« Be open minded

s Find a suitable private area for the interview

= Allow enough time

» Ensure that the employee is aware that a standard form will be completed so that arrears
likely to be discussed are not a surprise for the employee.



The RTWI form sets out the structure for the RTWI. Managers should use the WARM (Welcome
Absence Responsibility Move on) mnemaonic as a guide to conducting the interview to ensure that all
points are coverad. Obviously each return to work interview will be a unigue occasion for the manager
and employee. Managers should apply good practice skills to conducting the discussions to ensure
that it is handled with sensitivity.

Welcome — helping the employee to feel good about returning to work

« create a non-threatening and supportive atmosphere
s welcome the employee back and tell them thay have been missed
» f appropriate, check they are fit to return to work

Absence - helping the employee to openly discuss issues relating to their absence

« explore reasons for the absence, what caused it and whether there are any issues relating to their
role

s if the absence relates to the employees private life, avoid counselling them or advising them —
other than establishing if work is making things worse

+ ask questions in an understanding way and listen courteously

» discuss any previous absences and seek explanation on any patterns

« be sensitive to personal problems and ilinesses and be prepared to refer them to any relevant
available support, referral to Occupational health

» show that you're listening, be constructive, aveid confrontation but do ask guestions to get to the
bottam of things — find out if underlying problems exist

s offer solutions where these are within your power, Managers should not commit themselves to
any measures that they cannot fulfil. Therefore for some measures there may need to be further
discussion with more senior management before commitment can be made,

« if there is a problemn which will cause persistent absence, discuss this further and agree a plan
that will lead back to full attendance

« discuss the effect of the absence on colleagues and the organisation and motivate the employee
to overcome any problems leading to absences

Responsibility — helping the employee take responsibility for overcoming issues causing absence:

 this part of the meeting is most relevant to cases where absence is likely to re-occur and,
therefore, may not be relevant to instances of one off absences

« ensure the employee understand it is their obligation to come to work and therefore being absent
is their problem

« ensure the employee understands it is their responsibility for solving problems that are resulting in
them being absent from work

s ask the employee what they are going to do to improve their attendance

« ask the employee to take ownership and accept responsibility for taking the action necessary to
improve their attendance

« do not ask for a guarantee from the employee to be at work every day, but do ask that they do
everything they can to fulfil their responsibility to come to work

Mlove on — helping the employee leave the meeting on a positive note — this is vital
express confidence in the employee’s ability to attend work in the future, if applicable
brief the employee on events that have occurred during their absence

discuss work that needs to be done to catch up

thank them for meeting with you

Outcome of the Discussion — You need to indicate what the outcome of the discussion is
document the reasons for this decision. This decision should be made in line with the
Sickness Absence Management Policy and Procedure.

The RTWI form must be signed and dated by the manager and the employee and sent confidentially
to the HR Department. A copy should be made and retained by the manager, stored securely and

destroyed after 2 years.
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EvidDence Q¢ A

Instructions for the CSG Absence System

Recording Communications & Return To Work

1. Campus Office will enter the absence on the first day of absence, they will selecta

management group and attach a message which will be sent to the line managers associated
with thal group.

This will trigger an email notification to that management graup. The email will come from
C5GCollegeAbsences@colegsirgar.ac.uk,

+7 Mail From! «CSGCaleqedbsencardoclagsingeraculks L=l -
File Et View Astons lock Wiedow Help i o

' —
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Please wes thve fedlowing fink Foar comimamicalinn

firz bt

Follow the link within the email to take you to the absence system:

2. The absence record for that employee will be displayed. Here you can add communication

notes from conversations that you have had with the employee or with other managers in
relation to this absence.
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M.B When you enter a communication it will generate an email that will contain the details
of that note. You can select from the drop down list whether this notification goes to the
employee, the management group or both. Please note, regardless of who is selected the
note will be recorded in the “existing communication box” and the employee and
management group will be able to view these comments.



For example, this would be the email that would be received:
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And this is how it would be displayed on the system:
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When the employee returns to work, they must notify campus office. When campus office
enter the end date of the absence an email notification will be generated Lo the
management team to advise you that a return to work needs to be completed:
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The link will take you back to the absence screen where you will now be able to access the

return to work documents. You will need to select “Create” button
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4. Carry out the return to work discussion and log the details under the relevant sections. You will

need to complete each section as the system won't allow you to save it if any are missing.
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Once you have completed the form you have the option to “reset”, “save” or “submit and
send to employee”.

e Reset will clear all details from the document

s Save will allow you to save what you have done so far and return to complete at a
later date.

e Submit & Send will send the details of the return to wark to the employee to review
and provide feedback.



5.

Here you can see an example of the communication box and how a picture of the history of
the absence is created:
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6. Once you have submitted the return to work document to the employee, they will receive

an email notification as below:
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They will need to select the link which will take them to their absence screen in
arder to review the return to work details, provide feedback and confirm .



7. The employee will need to "view" the return to work, and then “create” the feedback. (N8,
This is in the employees view, as you can see they can see all the communication that has
been logged against their absence)
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8. The employee will need to select “Agree” or “Disagree” with the contents of the return to
work and add a comment if need be and submit:
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9. Once the employee has submitted their feedback, you will receive an email notification:
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you will need to review the feedback and finalise the Return to Waork,



10, To “View" the feedback,
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If the employee has disagreed or wants to add additional comments you will need to
select “Edit” next to the “Return to Work”. You will then be able to add comments into
the “Final Discussion” section of the return to work form. Please repeat the process as
above until all parties have agreed to the details recorded.
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If the employee has agreed to the detail, select from the drop down list that the return
to work procedure is “complete”, add a comment if necessary and “submil”. This will
futomatically generate a notification to HR that a return to work has been completed.
HR will review and finalise the process and will alse be menitoring any outstanding
return to work discussions.



Viewing Your S5taff Absences

You can access the C5G Absence system through the Gateway “CSG My Absence”
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Under “Group”, you will be able to select the relevant area/departments absences you wish to view,

oo

if any of your staff are off they will be displayed here. You can select the “campus”, month” and
“vear” of absence. You will only be able to view the staff associated to you. (you may need to use

MyView to view absences prior to 01/04/2015)

You will also be able to select the coloured dot under “RTW” column which will take you to the
Return to wark and communication documentation for that individual. The colour coded dots have a
key at the bottom of the page which will identify at what stage of the process the return to work is
af.
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Employees can also access the system in the same way, however they will only be able to view their

own absences:
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Page | of 1
EviDenCe 2: 4

Nia Williams - Training

From: [Laren Hees
To: Nia Williams

Date: O8MT/20N9 12:57
Subject: Training

Hi Mia

Just wanted to say a big thank you for your time earlier today.

The training was really useful and you covered all the areas of concern that | had.

Hopefully | will be able to undertake the RTW discussions with confidence and update the Absence
systern accordingly.

Also thank you for the offer of further training should | need it.

Diolch
Karen

file:///C:/Users/NiaW/AppData/Local/ Temp/XPgrpwise/SD233DCDS all DomamST...  08/07/2019
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Active Listening - A skill to be dovelopaed..
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Types of Listening

Lovael 1T Passive

evel2  Foetono

Level 3 Biased

Level 4 Misundarstood

Level 5 Attentive ‘Data Only’

Level & Active

Level 7  Empathetic
Level & Facilitative

Body Language— A definifion
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“rihed sbe dk piu da¥

-lorw o yoeo oo hlaye thal¥
¥thad fondbook o' vou ga i
#Ahieed versd g taatan for thal@

| PR R SES LR

Definition:

Ciueslions that do nol infroduce
a new fopic bul allow you o
proba further to fing out more

inforrnicalion.

S [ v capmas

Guastioning

= [y flink you shauid 1ok 40
oihor raragans o ged halpd

» Whal da ol ik abioud The ]
prablem® Whaot can we dat fho
cxil halp AR (Bock o bock| |

B G e e
tov T
v i:'m-fdwuprﬂmjo-ﬂonnr

it Er{wsu;: CAEIEAL
sorEzapb ek

Busileding Rappaort

o N peroapdes Teel Elened lo, beny wilf feed ngiecionl
< N prezeapsles Tezedd imgacorleanil, Tbwsy will Mesed comifosfoatle
= T pezeapsle: Tearsl ezearmlen leabaler, hey corez amaare fikeely lea leust gl

= |F ool Irusf you, Inoy e mone Bk lo b apen beinfhsance
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32 Contacts, { Groups, § Resources

oAb To: Bury, Sarah
AL, To: Byme, Nick
& To: Chester, Liz
X To: Dare. Louis
1 Ta: Davies, Gareth
* To: Davies. Heidi
A To: Davies, Jamie
A To: Davies1, Huw
gL To: Eckley, Louise
%

oL, To: Garcia, Jonathan
,L To; Gard, Susan

o To: Glassco, Derise
ok, To: Graydon, Andrea
X To: Graen, Juia

AL To: Grffths, John

L To: Howell, Alison
4 To: Howells, Dave
l To:; Howelis, Sian
5; To: Lewis, Lesley

o, To: Main, Laura

b, To: Morgan, Janet
o To: Morgan, Matthew
b, T0: Owen, John

ok, To: Ress, Karen

2 To: Ress, Kim

X To: Rowlands, Bluned
L To: Sykes, Andrea
b, To: Thomas, Carol
oo, To: Thomas, Stuar
L To: Thomas 1, Rhian
EL To: Viviandones, Anna
1:* To: Yyrwoll, Mandy




Evipence 4§

Ralph Priller = “Thank you for today nia, da iawn ti"
Huw Davies — “Thank you for clarifying the new system for me. Not as complicated as | thought”

Nikki Neale - “"Thank you for your time today.



Personal statement for LO3:

To be able to assess the impact of performance management activities
on organisational performance and make recommendations for
enhancement

For 1.03, T will undertake an cvaluation of the organisation’s approach to performance
managemenl and the extent to which this supports high performance working and sustained
organisational performance. T will make recommendations for how performance management
processes in the organisation could be developed.

High Performance Work systems are defined as “comprising a bundle of distinet human
resource management policies and procedures which are introduced in an organisation at the
same time and are mutually reinforcing” (Paauwe et al 2013, pp7-8). This is also known as
high commitment [IRM, high involvement work practices and best practice TIRM. Tt is
believed to be associated with high levels of organisational performance. People want to work
for organisations that take this best practice approach and once employed, staft are more
likely to be engaped, committed and release discretionary effort because they are happy and
motivated. Having best practices in place helps attract people to the organisation (Taylor,
2016),

According to Kew and Stredwick (2010), high perlormance working includes the following:
Rigorous and sophisticated recruitment and selection, investment in training and
development, performance based pay, internal promotion, tcam based approaches, grievance
syslems, employee participation, information sharing, performance appraisal, flexible
working, job security, work life balance and harmonisation of terms and conditions.

Purcell et al (2003) came up with the idea that ability, motivation and opportunity (AMO)
produce high performance. The above list turn this into action.

Some examples of high performance at C56G

CSG covers some aspects of high performanee working as identified by Kew and Stredwick
(2010} and Purcell et al (2003).

CSG has a rigorous recruitment and selection process in place and this is shown through
recent figures where the college has a stall turnover of 9% (2017-2018) based on 830 staff.
This is below the average of 15% according to Office for National Statistics (2018a).
Evidence 3:1 demonstrates the main reason for people leaving at the college. 28 people left
during this period due to an end of a fixed term contract and 28 other people resigned. Other
reasons consist of retirement, retirement due to ill health, mutual agreement and compulsory
redundancy.

Lvidence 3:2 also demonstrates that Coleg Sir Gar promote internally. From August 2018-
July 2019, the college promoted 18 internal employees. During this time CSG only recruited
7 external candidates. This demonstrates that the College values its employees. Promoting
internally the college recognises that it will help retention as employees know that they will
have opportunities to move up the ladder which is an incentive to work harder.



The college also cneourages high performance by having a vigorous information sharing
system in place. The college advertiscs information on the gateway for all staff. This
information varies [rom news such as, sponsoring an internal employee with an event to
announcing dates for principal talks regarding redundancy (Evidence 3:3). The recent
redundancy talks demonstrates information sharing at its best with the Principal holding talks
with all 7 campuses within 4 days to cover the financial situation of the college and for cach
campus to have the opportunity to ask questions to the Principal. Having a process like this in
place demonstrates trust, and how valuable and important stalT are to lind out the information
first hand and not through the media and a letter.

Due to rceent events, job security at the college has been uncertain. Although the college
managed to save 1.8 million through voluntary redundancy, the number of students going to
college is decreasing which means that the future of the college is uncertain. Job uncertainty
for the future can lead to stress and employees leeling unmotivated. To lackle this issue, the
college needs to continue with it its vigorous information sharing system and attract as many
students as possible through marketing to stand out against other colleges and universities in
the area in order o retain stalf and avoid going through the redundancy route.

Fvidence 3:4 demonstrates that CSG invest in the training and development of emplovees.
Figures show that consistently over the years, C5G have provided both internal and external
traiming to stall. In 2016/17, 725 employces were traincd externally whilst 8037 cmployees
were trained by an internal member ol stall. In 2017/2018, 531 employees were (rained
cxternally whilst 7628 were trained internally. Training consisted of, admin, degrees, general
curriculum, health and safety, higher degrees, IT. management, special needs, specialist
development, teacher training and welsh.

Flexible working is also supported by the college through TOIL. The extra hours
accumulated can be used to have a day ofl’ or used [or appointments eic. The college also
supports flexible working when employees want 1o work from a dilferent campus or il they
want to work from home for the day. This type of flexible working needs to be agreed
between the linge manager and the employee. Having this type of flexibility makes the
employee leel trusted and valued, which then encourages them to work harder for the
organisation. Requests for an increase/decrease in hours are also welcomed where decisions
arc made by the executive board every 2 weeks. Flexible working links in with work life
balance. CSG have recently emphasised the importance of not sending instructional emails
out to other employees in order to avoid burn out and employces going home to do work.

There arc ways that CSG can develop performance management processcs to cnhance
organisational performance, and to fully cover all aspects of high performance working.

IMprove appraisil process:

The current appraisal process 1s every two years via the PEPI system. According to CIPD
(2018b), performance appraisals are most effective when they are conducted on a regular
basis for instance cvery 6 months or a onec a year. Appraisals are used for managers and their
employees lo review and discuss performance. Its purpose can be “to identify areas lor

growth and improvement and inform suitable development plans. Alternatively, it can inform



administrative decisions on contractual aspects ol employment, such as pay, bonuses,
promotions or termination, The aim of formal performance management activities is to
improve individual and collective performance, raise morale, reinforce control, identily
development opportunities and communicale goals and expectations”.

With CSG conducting formal performance appraisals every two years it looses its purpose
and therefore the college is not achieving high perlormance working. Although informal
discussions on a regular basis should take place between the line manager and cmployee, it is
not guaranteed that this occurs, and therefore the college needs a more rigorous and frequent
process in place o make surc that appraisals are completed.

According to Bloom et al (2012) “organisations arc 23% more productive when they have
formal performance management in place such as targets (objectives), incentives
(rewards/recognition) and monitoring™.

Evidence 3:5 demonstrates from cach department in the college the compliance stalistics
from 2017/2018. This data demonstrates line managers not taking the process seriously as
apainst most departments there is a (0% compliance statistic. ‘This data also shows that only
four arcas of the college had a 100% compliance statistic for completing appraisals.

Recent training has been conducted for line managers to deal with the compliance issuc ready
for the new academic year. This training was conduced by HR as CSG recognise that
performance management is owned and delivered by line managers. HR at CSG support line
managers in delivering perlormance appraisals by providing training and advice when
nceessary. Moving forward the main recommendation is to improve compliance rates within
the college, which should improve in the new academic year as training has just been
conducted, and also carry out performance appraisals on a yearly basis rather than two years.

hetter induction process

Currently the induction day process is one day which includes 13 different speakers. After
cach induction day, employees are given an evaluation form (Evidence 3:6). Lvidence 3:7
summarises the opinions of new starters of the induction day process that is currently in
place. The most Irequent comments are:

e Preferred an induction within the department.

e Too much information that doesn’t apply to my job role.

¢ Long day. Could be spread over 2 days.

e Useful to have the information when first started.

‘Too much information.

According to CIPD (2018a) induction is critical because it “improves the person-job fit,
reducing turnover and absenteeism and increasing employee commitment and job
salisfaction. It helps employees become productive in a reasonable timescale, avoids
induction erisis when employees feel over-whelmed and resign. It is an opportunity to ensurc
the organisation’s culture and values arc assimilated by the employee and allows the
organisation to establish the psychological contract. It raises awareness of policies and
procedures and sets standards of behaviour upfront, thus preventing undesirable behaviours
(less disciplinary hearings)”,



To improve induction I have designed a new induction process for September 2019. Evidence
3:8 demonstrates what the new induction process will look like. The induction day gong
forward will include “day 1 and day 2", First day will provide the new employee with a
welcome pack which will include important documentation such as sile map. organisation
chart, checklist, log in information, 1D card, uscful contacts, term dates, employee benefits
and housckeeping. It will consist of a tour around the campus and an opportunity lo go
through the gateway and MyView. It is also an opportunity for the new employee to do some
online training and to meet their line manager. The second day is for the employee to
completle the remaining online training, and [or the line manager to join and explain any
information needed. It is also a day for the line manager lo take the employce to meet the
team and their work station and to meet their buddy/mentor and go for lunch together. The
linc manager will also need to schedule 1-1 with the new employee for the first couple of
months.

Within the first week, the line manager should clarify who’s who, the profile of the team and
its aims and objectives, the employees role and how it lits with the team and the wider
organisation, provide health and safety information etc.

The current induction process resulls in ineffective employces, poor integration into the team,
lack of confidence, de-motivated stall, damage o employer branding and early leavers.
Introducing the new induction process in September will resull in the opposite and improve
performance management.

Continuous training for line managers

As previously mentioned, continuous training regarding RTW discussions need to be
conducted especially for new appointed line managers. As identified earlier on n the report,
line managers are not conducting RTW interview within the first 3 days of the employee
returning to work. Evidence 2:2 demonstrates linc managers leaving it past 60 days. They
also need training on the importance of employees completing a SA128 form when returning
to work as evidence 2:4 demonstrates 49 employees this year alone not completing one. Line
managers need to be trained in order for this information to be cascaded down. This needs to
be organised more regularly by HR in order to support line managers in delivering effective
performance management. RTW interviews are important for the line manager and the
employee (o have a onc to one discussion regarding (he absence and the causes and the effect
that the absence may have on the employee and if there is anything that the line manager can
do to prevent the illness from happening again. An effective RTW will lead to improvements
in performance. Linc managers also need to be trained on the importance of completing an
induction checklist. Evidence 3:9 demonstrates that so far in 2019, 22 induction checklists
were not completed and only 4 line managers completed and returned them to HR. This again
leads to incffective employees and poor integration into the team il they are nol given an
effective induction.



Afler undertaking an evaluation of the organisation, it is clear that there needs to be
mprovements in the way performance management is carried out in order to achieve high
performance working and support the ACE model.



Evidence
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THT2018 PEFi Parformance Excellence Plan Coleg Sir Gar20i7
. Apploven . Compiance Stanahes
\1/ig
: £ 4 100% complete, click to email appraiser (hilps:!ipepi.colegsirgar.ac.ukipepifpagesiemail_complate) |

PEP compliance statistics far 17/18

{htipsipepi.colegsirgar.ac.ukipepifpages/compliance_directorate_reporl/2017/Unknown)
Unknown (https://pepi.colegsirgar.ac.uk/pepi/pages/compliance_directorate_report/2017/Unknown) 0%

Complated - 0 out of O

100% outstanding!

(hitps:dipepl.colegsirgarac, ukipepifpagesicompliance_directarate_report2017/Business Development)

Business Development .
(hitps://ipepi.colegsirgar.ac.uk/pepi/pages/compliance_directorate_report/2017/Business Development) 80%

Complatad : 4 out of 5

20% outstanding!

(hitps:{ipepi colegsirgar.ac. ukipepi/pagasicompliance_directorate_report/2017/Businass Engagsmant and Innovation)

Business Engagement and Innovation
(nitps://pepi.colegsirgar ac uk/pepi/pages/compliance_directorate_report/2017/Business Engagement and
Innovation) 100%

Completad © 2 out of 2

(htips:ipepl.colegsirgar.acukipepi/pages/compliance_directorate report/2017/CG - Business Engagement and Innovation)

CC - Business Engagement and Innovation
{https://pepi.colegsirgar.ac.uk/pepi/pages/icompliance_directorate_report2017/CC - Business Engagement

and Innovation) 0%

Completed : 0 out of 0

100% outstanding!

fl'lttps:.-'J'pepi.culegsirgar.Elc.uk.-'pepi.l'pagesfcurnpliélnce_dlreutnrate_reporLI’EI:}'E?ICG - Creativily & Carg)

CC - Creativity & Care (https://pepi.colegsirgar.ac.uk/pepi/pages/compliance_directorate_report/2017/CC -
Creativity & Care) 0%

Complated : 0 out of 20

100% outstanding!

(hitps:pepi.colegsirgar.ac.ukipe pi.l'|:|agesfu:l:umpIiElnne_dlrenturale_r&i:lurb':!{ﬁ TCC - Directarship)

CC - Directorship (https://pepi.colegsirgar.ac.uk/pepi/pages/compliance_directorate_report/2017/CC -
Directorship) 0%

Complated : 0 autof 0

100% oulstanding|

(https:fipapl colegsirgar.ac ukipopifpages/compliance_direclorale. report/201 7/CC - Eslates)
CC - Estates (hitps.//pepi.colegsirgar.ac.ukipepi/pages/compliance_directorate_report/2017/CC - Estates) 0%

Completad : 0 out of 1

100% outstanding!

hitps:iipepi colegsirgar.ac.ukipepi/pagesfcomplianca_raport Hha



THT2019 PEFi Performance Excellence Plan Coleg Sir Gar?017

{https:!fpepi.colegsirgar.ac ukipepifpagesicompliance_direclorate_reporl/2017/GC - Finance)
CC - Finance (https: Hpepl colegsirgar.ac. uk!pepﬁpages!cnmphanne dll‘{-‘G[L}!'Ele repcrﬂm?fcc Fmance}

Completed : 0 nu‘t ':lﬁ],-y O ey s e L
1[]0 .-'E l:l:umple.tr {'|I{'FC to email ﬂppralqer (hitps: .ffpepl culeqmrgar ac, uk-'peph"pa_].gb,.ema" Dﬂmplete}
o - 100% {’JU!blal'ldlr:I;:ﬁ_“-“. =)
(htips://pepi.colegsirgar.ac.ukipepiipagesicompliance_directorate_report2017/CG - Leamer Recruitment Progression Par)
CC - Learner Recruitment Progression Par
(https://pepi.colegsirgar.ac.uk/pepi/pages/compliance_directorate_report/2017/CC - Learner Recruitment
Progression Par) »

Completed ;0 out of 0

100% outstanding!

{https:iipepi.calegsirgar.ac.ukipepl/pages/complisnce_diractorate_repertf2017/CC - Learnar Wellbelng and Support)

CC - Learner Wellbeing and Support
(https://pepi.colegsirgar.ac.uk/pepifpages/compliance_directorate_report/2017/CC - Learner Wellbeing and
Support) 0%

Complated : 0 out of 0

100% outstanding]

{hitps:{/pepi.colegsirgar.ac.ukipepiipages/compliance_directorale_report2017/CC - Managermeant)

CC - Management (https://pepi.colegsirgar.ac.uk/pepifpages/compliance_directorate_report/2017/CC -
Management) 0%

Completed @ 0 out of 1

100% outstanding!

(hitps:iipepi.colegsirgar.ac.ukipepiipagasicompliance_directorate_reportf2017/CC - Personnel)

CC - Personnel (https://pepi.colegsirgar.ac.uk/pepi/pages/compliance_directorate_report/2017/CG -
Personnel) 0%

Completad : 0 aut of 2

100% outstanding!

(hitps:Vpepi.colegsirgar.ac.ukipepiipagesicompliance_directorale_reportf2017/0GC - Planning, Learners, & Partnarships)

CC - Planning, Learners, & Parinerships
(hitps://pepi.colegsirgar.ac.uk/pepi/pages/compliance_directorate_report/2017/CC - Planning, Learners, &
Partnerships) 0%

Completed : 0 out of 7

100% outstanding!

(https:iipepi.colegsirgar.ac.ukipepilpages/compliance_directorate_report(2017/GG - Skills)
GG - Skills (https://pepi.colegsirgar.ac.ukipepilpages/compliance_directorate_report/2017/CC - Skills) 0%

Completed : 0 out of 3

100% outstandingl

(hitps:tpepl.colegsirgar.ac.ukipeplipages/compliance_directorate repart/201 7G5 = Teaching & Learning)

CC - Teaching & Learning (https://pepi.colegsirgar.ac.uk/pepi/pages/compliance_directorate repﬁrtfzm?ﬂ:‘.'[é
~Teat:h|ng & Learning) o

Completed ; 0 oul of 0

100% outstanding!

(https:fipopi colagsirgar.ac ulkipepifpages/compliance_directorale_report!/204 #/CC - Technolagy & Skills)

hitps:iipapi colegsirgar, ae.ukipaplipagesicompliance_report 24



THTR209 PEFi Performance Excellence Plan Coleg Sir Gar2017

- CC - Technology & Skills (hitps://pepi.colegsirgar.ac.uk/pepi/pages/compliance_directorate_report/2017/CC -
i Technology & Skills) 0%

L‘Dmmgtcd -0 DLI_t’EIf"B e oo ey Ty e . S S
i A 100% complote, click to email appraiser (hitps:/pepi.colagsirgar.ac, ukipepi/pagesiomail_complels)
i s e £ B T | Eﬂ“l'ﬂ‘iﬂ!ﬁ‘.ﬂndlnﬂl o ey T ey e e A R s,

=

(htps:{ipapi colegsirgar ac.ukipepi/pagesicompliance_directorate_reportf2017/Curriculum Employability and Skills)

Curriculum Employability and Skills
(https:/ipepi.colegsirgar.ac.ukipepi/pages/compliance_directorate_report/2017/Curriculum Employability and
Skills) 62%

Completed : 15 oul of 24

8% outstanding!

(https:/ipepi.colegsirgar ac.ukipepifpagesicompliance_direclorale_report/2017/Dinefwr)

Dinefwr (https:/ipepi.colegsirgar.ac.uk/pepi/pagesicompliance_directorate_report/2017/Dinefwr) 97%
Completad : 45 out of 46
3%
[slNLE =]

{hitps:fpepicolegsirgar.ac ukipeplipagesicompliance_directorale_repon/2017/Employer Engagement)

Employer Engagement
(hitps://ipepi.colegsirgar.ac.uk/pepi/pages/compliance_directorate_report/2017/Employer Engagement) 57%

Complaled : 8 out of 14

43% oulstanding!

(hitps-/ipepi colegsirgar.ac.ukipepilpagesicompliance_dircctorate_report/2017/Finance and Estates)

Finance and Estates (https://pepi.colegsirgar.ac.uk/pepilpages/compliance_directorate_report/2017/Finance
and Estates) 6%

Completed ; 2 out of 29

4% outstandingl

{https:iipepi.colegsirgar ac.uk/pepi/pages/compliance_directorate_reportf2017/Human Resources and Wellbeing)

Human Resources and Wellbeing
(https://pepi.colegsirgar.ac.uk/pepi/pages/compliance_directorate_report/2017/Human Resources and
Wellbeing) 100%

Completed : G out of §

(hitps:Mpepi.colegsirgar.ac.ukipapipagesicompliance_directorale_reportf2017/Leamer Recruitment Pragression Partners)

Learner Recruitment Progression Partners
(https://pepi.colegsirgar.ac.ukipepilpages/compliance_directorate_report/2017/Learner Recruitment
Progression Partners) 100%

Compleled : 1 out of 1

(https:/ipepi colegsirgar.ac ukipepifpagesicompliancedirectorate_report/201 7/Learner Wellbeing and Support)

Learner Wellbeing and Support
(https://pepi.colegsirgar.ac.uk/pepi/pagesicompliance_directorate_report/2017/Learner Wellbeing and
Suppart) 3%

Complated ; 1 out of 28

7% outstanding!

ihttps-fpepi.colensirgaracukipeplipagesicompliance_direciorata_report{2017/LIancli)

hitpa: fpepl colegsirgar.ac.ukipepiipages/compliance_repor A4



TATI201Y PCFi Parformance Excallence Plan Colag Sir Gar2017

Llanelli {https:ﬁ"pep|'.cnlegsirgar.ac_uHe’pepifpagesa’cumpIiance_directorate_repurh"?ﬂ‘l fiLlanell) ~ 759

Completed © 57 out of 76

A 1005, completa, click to email appraiser {hllps;Hpnp:‘.-sol»agsirgar.ar:.l|k.n’rjepI.fpagcs.fEmaii_;E;‘iﬁ’pmt%nd|ng!

{https:ifpepi colegsirgar.ac.ukipepi/pagas/compliance_directorate_report/2017/Myrddin)
Myrddin (https://pepi.colegsirgar.ac.ukipepi/pages/compliance_directorate_report/2017/Myrddin) 39%
Complated : 23 out of 48

61% outstanding?

(https:ipepi.colegsirgarac.ukipepifpages/compliance_directorate_report201 7/Planning Leamners and Partnerships)

Planning Learners and Partnerships
(https://pepi.colegsirgar.ac.uk/pepi/pagesicompliance_directorate_report/2017/Planning Learners and
Partnerships) 10%,

Complated : 1 out of 10

90% outstanding?

(https.fipepi.calagsirgar.ac.ukipepiipagesicomplianca_directorale_report/201 7/Principalship)
Principalship {https:Hpepi_colegsirgar.ac:,uka'pepifpagesfcnmpiiance_djrer:torate_reportfzm?IPrincipalship) 0%
Completed ; 0 out of 1

100% outstanding!

(https.fpepi.colegsirgar.ac.ukipepiipagesicompliance_directorate_report/2017/Teaching Learning and Quiality)

Teaching Learning and Quality
(https://pepi.colegsirgar.ac.uk/pepi/pages/compliance_directorate report/2017/T eaching Learning and
Quality) 100%

Completad @ 1 oul of 1
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EVIDENCE 24 6 @ colegsirgar
INDUCTION DAY EVALUATION FORM

Name:

Post Title:

Department:

Date of Attendance on Induction Course:

We greatly value your assessment of the Induction Day and in order for the HR Department to
improve its services, it would be helpful if you could respond to the following questions.

Please circle the appropriate rating in the boxes below using the following scale:-

1 = Strongly Disagree 2 = Disagree 3=A 4 = Strongly Agree

Q1. | The Induction Day fully met its purpose

1 2 3 4

The administrationforganisation of the event
was of a high standard

The length and pace of the course was
appropriate

The general standard of delivery was clear
and understandable

The quality and clarity of the materials/
information provided was of a high standard

The course met my own personal needs and
all my guestions were answered

A O I 4

' Briefly summarise your overall impressions. Please comment on whether any aspects
of the Induction Day need to be covered in greater/less detail and identify any other
topics which need to be covered. Do you have any suggestions to improve the day?

What three words best describe your general opinion of the Induction Day?
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EUDENCE B - 8

Induction Chart

[STEP 1: Before the new employee starts
« Send employee virtual tour of their base campus

Send employee electronic handbook

Explain date of first day and who will greet them

Make an induction plan —work with line manager

Checklist in place

Allocate a mentor/buddy — work with line manager

Make sure line manager has communicated with team about new starter
Ensure work station is prepared, got all the equipment needed

| STEP 2: First Day

¢ Greet the new employee at 9am in reception on the appropriate campus

= Scope the day, provide schedule

» Provide new employee with welcome pack which will include important
documentation; site map, org chart, checklist, log in information, 1D card,
useful contacts, term dates, employee benefits, housekeeping

o Provide history of CSG & CC including its mission, vision, values and
culture

s Show them around the campus (tour) |

» Go through the gateway and my view (policies, holiday, pay, PMAR,
appraisals etc.)

e LUNCH

e Opportunity to do some online training ( Prevent, Information to Security,
Safequarding)

o Any staff development information.

« Meet the line manager at the end of the day

| STEP 3: Second Day o

« New employee to complete online training

« Line manager to join, explain any information needed

e Take the employee to meet the team and their work station

+ Meet the buddy/mentor — go for lunch together. The buddy will need briefing
document

« Line manager to schedule 1-1 with new employee for the first couple of

months ]

| STEP 4: First Week | !

a & & * & = 3




e Clarify who's who, make sure anyone who wasn't around has been
introduced, explain to new employee who does what

» Briefly explain the profile of the team with its aims and objectives

| » Explain the new employee's role fully and how it fits in with the team and
wider organisation, possible opportunities for development in the future

s Build in time for the new employee to do some tasks, work closely with the
buddy/mentor

« Provide any further Health & Safety information if necessary

» Line manager to keep in touch

A4

STEP 5: First Month
s Informally establish how the employee is settling in
Make sure opportunities have been put in place for shadowing
Provide reassuring feedback
Keep up with 1-1 meetings
- HR to get in touch with new employee to ‘check in’

STEP 6: Three Months -

s This is probationary process — meetings should take place every 2,46
months or 3,6,9, for lecturers

s Check on the employee performance. What is good? What needs
improving?

« Agree any further support with timed goals if needed

<

STEP 7: Six Months/End of Probation '
» Decide if probationary period is satisfactory, extended or unsatisfactory

e Review their performance md establish goals for the next six months

STEP 8; Twelve Months

« Hold a full performance management review — Appraisal
» Support development in ways that will benefit the organisation
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Induction Chesklist 2019
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