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1.1 Assess how and to what extent the organisation undertakes workforce and talent planning.  

According to the CIPD (2020a) “workforce planning is the balancing of labour supply against demand”.

Pembrokeshire County Council is a local authority with approximately 6000 employees in a diverse range of roles. Rurally located, recruitment of employees in specialised roles can be difficult. Likewise retaining employees can be challenging with limited opportunities for them to develop into. Location also means that attracting the younger generation to remain or to return to Pembrokeshire once qualified is an issue and attracting professionals to move to Pembrokeshire has also been proven difficult with a poor education review, high house prices and closure of amenities e.g. local hospital etc. We have a habit of attracting older employees who see this as their career end and wish to retire in Pembrokeshire.

Tackling the above dilemma is ongoing. The latest Strategic Workforce Planning (Appendix 1) document has limited inclusion relating to resource and talent planning. The focus within this plan at its time of introduction was to reduce the number of mandatory redundancies. 

PCC budget restrictions meant that significant redundancies were anticipated. The strategy highlights the introduction of a ‘SWITCH’ programme. The use of ‘job families’ as part of role profiles to recognise generic skills and knowledge and allow easier movement between directorates. This also linked to the organisations redeployment approach (Appendix 1.1). Any external recruitment had to be justified and follow the requisition process for approval (Appendix 1.2). Notably only roles that required specialist qualifications were approved for external advert.
From the previous module I have recognised that as highlighted by CIPD (2020), work force planning should complement an organisations objectives. Regardless of size, an organisation should always be thinking ahead. 

[image: ] (CIPD 2020)

The above process identifies a clear approach but as an organisation we have not embraced this approach but would benefit from doing so.
Unfortunately, I believe that PCC has suffered financial cuts year on year, coupled with a change of leadership and senior management roles leading to a reactive approach rather than a proactive approach.
A new Chief Executive is due to start in September of this year and once again internal decisions have been ‘stalled’ for fear he may wish to change any decisions.

As a Local Authority our finances rely on central government and are at the continual scrutiny of the Elected Members. Although Elected Members are a key part of the Local Authority, their agendas can be political and their priorities differ from that of Senior Management. Thus often times the HR function is not included in decisions that can impact workforce planning and if financial cuts are to be made these are usually met by employee redundancies.

(Taylor 2014) highlights that organisations most commonly link reward and benefits to resourcing. Once again as a Local Government organisation, salaries are ‘set’ across the organisation and monetary rewards or benefits e.g. healthcare etc. do not exist. Thus ‘we’ struggle to compete with the private sector and are not viewed as an employer of choice.


1.2 Analyse internal and external information relating to the organisation’s future people and skills needs and the availability of talent. 

The COVID pandemic has served to highlight the importance of recruitment and talent management. As a Learning & Development Advisor within HR my role has limited involvement with workforce planning. I requested to become involved in the planning and introduction of a formal apprenticeship ‘approach’. (Appendix 1.3). This email highlights the areas considered as risk areas within our workforce for the future:-

WFP identifies key risk areas 

	Children's social workers & Care workers

	Planning officers 

	Building control officers 

	Legal professionals 

	Adult social workers 

	ICT professionals 

	Chartered surveyors 

	Mental health social workers 

	Finance officers (other than s151) 

	Environmental health officers 

	Engineering professionals 

	Educational psychologists 



It also highlights that as an organisation Directorates and teams often work in isolation and we do not have a central point where this information is held and maintained. The intention is to consider how we can use the apprenticeship levy to upskill current employees and allow them to access higher level apprenticeships in the same way that I have done undertaking this qualification, along with developing a more structured framework for new apprenticeship pathways to meet the need of those areas identified as at risk. This would allow us to ‘grow our own’ for the future.

Looking at the Nomis web statistics in relation to the labour supply in Pembrokeshire, the following stand out:-

Percentage of males in employment in relation to both Wales and Great Britain as a whole.

[image: ]

Again the number of those in Groups 1-3 in comparison to both Wales and Great Britain supports the organisation’s issue in recruiting those in professionally qualified roles. This is further highlighted later on in the report where qualifications NVQ4 and above are significantly lower than the rest of Great Britain. 
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As you would expect the figures for Group 6-7 exceed Wales and Great Britain, typically linked to an aging demographic and tourism industry within Pembrokeshire.

This could be related to the fact that we only have a small higher education college in the area and thus forging links with universities to support future workforce needs is extremely limited. Again it supports the suggestion that people leave Pembrokeshire for further education and fail to return.
Perhaps one of the main reasons for this is linked to earnings:-
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The difference between Pembrokeshire, Wales and Great Britain stands out.

A recent recruitment for refuse operative posts showed application numbers of 135 in comparison to both a Senior Technical Clerk of only 1 applicant and Planning Officer only 3 applicant (Appendix 1.4).

Conclusions:-

· PCC are in a challenging situation balancing finance with delivering services.
· Although I have researched external factors, this is not something undertaken internally but is a suggestion I will make as part of my involvement in the apprenticeship project
· The organisation needs to utilise the opportunities that the Apprenticeship Levy provides. This would have limited impact on internal finances.
· As an employer we may struggle to recruit in the future and do need to concentrate efforts on how we develop internal employees and attractive career pathways to improve our brand image.


1.3 Assess the extent to which current organisational planning activities are addressing potential needs.

Regular Directorate meetings have become more common with the inclusion of HR and L&D Link Officer. During these meetings a ‘data pack’ (Appendix 1.4) is always included and a brief discussion takes place but this is mainly focused around sickness stats. Due to the pandemic the latest data collated is from February 2020. Directorate meetings are due to recommence this year.

This evidence shows the employee data for one of the Directorates, it highlights that the age demographic of our workers between the ages of 45 to retirement is 921 against a total employee figure of 1721 in this area. From a workforce planning perspective this should ring alarm bells and as an organisation we should be planning now how we address this impending shortfall.

The Social Service Directorate is a good example of how PCC is planning to address one of the key risk areas, namely Social Workers in the future. Working as part of this ‘working group’, a ‘paper’ was recently submitted to Senior Management and Cabinet for a pilot approval (Appendix 1.5a/1.5b). This highlights how we can utilise the Apprenticeship Levy to address the ongoing recruitment challenges that we are facing in this Directorate and forge a partnership with the local higher education college.
If successful this pilot would act as an excellent model for other Directorates to adopt.

We can compare this approach with the four stages as identified by Taylor & Woodhams (2016)

Forecasting demand – We have identified that Social Service roles are an area of risk.
Forecasting supply – If we work in partnership with the local college we will have a pool to recruit from and also raise our profile as an employee
Identifying gaps – By introducing a career pathway and learning framework we can upskill current employees and consider future needs.
Address the gaps – The introduction of a comprehensive apprenticeship program will support any ‘gaps’. It will also serve to improve our ‘branding’ as an employer highlighting that there are development opportunities and a ‘thought out’ career path.

We should add to these steps how we intend to monitor and evaluate as highlighted by the CIPD (2020) steps, to understand if our approach is meeting its objective and the organisations needs.

2.1 Make reasoned recommendations for how the organisation can maintain an appropriate number of people with the skills required by the organisation.

I would also recommend further activities as highlighted by Taylor & Woodhams, (2016):-

Performance Management – We are currently introducing a new system that has the technology to store employee qualifications linked to competencies, skills and knowledge. Used effectively this could provide us with valuable information at the press of a button.
Succession Planning – encouraging the identification of key risk roles and potential employees to meet these roles. The introduction of a Graduate programme would invite new and younger talent to the organisation.
Career Development Planning - We currently run a Leadership & Management Programme but attendance records are not ‘held anywhere’ or linked to recruitment in anyway. 
Employer Branding – I do believe that we do little to promote ourselves here. We have been to slow to embrace social media and positive ways of marketing what the organisation has to offer. We need to build on the work that was done during the pandemic, with employee good news stories supporting the community. Likewise the exceptional work that has been done with recycling and the amazing ‘Elvis’ UTube promotion (https://www.youtube.com/watch?v=ryVGjh7dIkU). 
If the environment is important to a potential employee then this is an opportunity to improve our image.
Staff Retention – Acknowledging why people leave and addressing these reasons, a personal bug bear of mine, HR always undertake an exit interview but this is a tick box exercise and does not address real issues. Sadly, as an organisation we have a very poor reputation of bullying and doing nothing about it. The HR function needs to look at its own processes. 

During the pandemic I witnessed PCC ‘move’ to becoming a forward thinking organisation, quick to react in a measured and thought out way. I sincerely hope we do not return to the slow autocratic approach of the past but fear this may happen.


3.1 Identify and explain the rationale for a specific resourcing activity within the organisation.

3.2 Agree roles and responsibilities with other contributors to the activity. 
 
3.3 Identify organisational procedures and legislative requirements which underpin the activity. 
 
3.4 Plan and prepare for agreed role, ensuring the availability of any materials or resources required. 
 
3.5 Undertake agreed role in a timely and accurate manner, in line with organisational procedures and legislative requirements. 


PCC are responsible for the Social Care provision in Pembrokeshire which includes care homes and care in the community. The ‘Care role’ was identified as a ‘critical need’ to support the increase in demand when the Covid pandemic started. The intent was to create a pool of temporary ‘carers’ who could be used to fill staffing gaps as and when they arose.

My role within this task as a Learning & Development Advisor was to design, develop and deliver the required training that would be needed along with supporting employees and tracking their completions. Working alongside the HR Generalist Advisors using the current role profile to include COVID requirements along with considering current policies and practices that may need to be amended. I was involved at all stages of the task to ensure that I had a full understanding of the process due to the emergency nature of the situation. I would be expected to communicate and support redeployed staff. It was important to ensure that all those involved could communicate the same message to avoid any issues or time delay.

The following shows the approach that was taken internally to redeploy staff into these roles:-

	Action taken
	Document evidence

	Corporate Critical roles/ areas identified

Paper to Senior Management Team  to request a change in recruitment and vetting protocols both externally and internally
	Appendix - 3

Appendix – 3.1

	Request to Line Managers to identify employees for redeployment and completion of a skills matrix of these employees
A Corporate critical services list was also used to identify opportunities for redeployment
	Appendix – 3.2

	Temporary Redeployment policy introduced
	Appendix – 3.3

	Once employees identified, a redeployment email was sent to LM along with the new temporary redeployment policy. 
Likewise, an email communication was sent to the employee. At this stage we did receive a small number of individuals who challenged redeployment to a care role due to the perceived risks attached to this. This can be seen from the spread sheet
	Appendix – 3.4

Appendix – 3.5

	The current job description was deemed suitable for use
	Appendix – 3.6

	I developed an Emergency Redeployment Training Plan for the role using the job description 
	Appendix – 3.7

	Design of training material including a training plan for all employees to follow and ensure consistency and meet statutory requirements of role

Temp Care worker Induction power point / webcast notes

Temporary Care workers handbook


Induction checklist to be used by new Line manager on day 1 in role, buddy approach with an experienced carer encouraged

Recruitment email
	
Appendix – 3.8


Appendix – 3.9


Appendix – 3.10


Appendix – 3.11

	Monitoring of training completion, providing support, updating completions and liaising with redeployed staff and the Generalist HR Advisor with any employee issues
	Appendix – 3.12

Appendix – 3.13
Appendix – 3.14


 
The above loosely emulates Bechet (2008) definition as a number of stages:-

1 Critical roles were identified
2 Skills & capabilities defined
3 Possible candidates were identified and skills/knowledge gaps addressed
4 A tailored plan was developed. Bechet (2008) suggests that this should be bespoke, providing innovative talent and development opportunities. The nature of the situation did not allow for this in total but arguably we might well see employees considering a change in career path having been given an opportunity to try something new.
5 Evaluation has not yet taken place, ongoing minor amendments to the process were made when identified. Basic records have been maintained throughout but we will look to seek evaluation including:-

Employees who went through the process
Employees supporting them
Impact of effectiveness
What could have been done differently?

3.6 Reflect on the effectiveness of the resourcing activity in meeting required objectives and report back to stakeholders.

This activity was undertaken in the early months of the pandemic. In ‘normal times’, the introduction of such a process within PCC would have taken months to put in place. This was an unprecedented emergency and a lot of the normal ‘red tape’ was ‘abandoned’ to ensure the organisation was able to effectively meet the challenges.

Although we faced a small amount of employee resistance, this was mainly down to the fear of the risks that individuals might face in catching COVID. If raised by the redeployed employee, my response was always to speak to the individual on a one to one basis and allow them to share their fears and concerns. The organisation’s approach was not to ‘force’ individuals but encourage them, ‘work with the willing’. Anyone refusing to redeploy to a caring role was considered for other redeployment roles before being furloughed. Forced redeployment was not an approach we wanted to take. It was anticipated that it would only ultimately result in sickness absence and potential Trade Union involvement.

The effectiveness of my part within this activity was positive. The Induction approach and training plan was clear and easy to follow. Employees were encouraged to complete the training within 10 days wherever possible and were provided with contact details for support. The majority of this training was online and could be accessed on a range of personal devices. 

The spread sheet was centrally stored to allow access for all of the HR team to access, both Generalist and L&D to allow it to be updated in the present. At the end of each day I had a short skype update meeting with a HR Generalist. Updates were reported as part of the weekly HR contribution to the COVID Corporate update meetings.

Storey (2007) argues that an organisation cannot afford to accept one approach to human resource planning and that unpredictability should always be factored in for an organisation to remain ahead of the game. 

I do however believe that as an organisation we acted with speed and in an organised fashion to the critical issues we have been faced with in the last twelve months, a testament to the skills and abilities that the HR team within PCC possess and the often unacknowledged role that they contribute to as an organisation with over 6000 employees.

My hope would be that the importance of the HR function is recognised moving forward and the importance of the workforce plan is driven forward.


According to the CIPD, workforce planning… the right number of people with the right skills employed in the right place at the right time, for the right cost and on the right contract….

The Head of HR has already started to push forward the importance of developing career pathways (Appendix 3.14)  for those roles identified as a recruitment critical risk in the future and follow the (CIPD 2020) description, succession planning as a means of “identifying and growing talent to fill leadership and business-critical positions in the future”. (Appendix 3.15)
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Employment by occupation (Oct 2019-Sep 2020)

Pembrokeshire Pembrokeshire wales

(Numbers) (%) (%) (%)

Soc 2010 Major Group 1-3 20,700 36.7 44.4 40.2
1 Managers, Directors And Senior Officials 4,500 8.0 0.8 115

2 Professional Occupations 9,100 16.1 200 223

3 Associate Professional & Technical 7,100 12.6 143 15.2
Soc 2010 Major Group 4-5 13,400 238 207 195
4 Administrative & Secretarial 3,700 6.6 0.6 0.9

5 Skilled Trades Occupations 9,600 17.1 109 °.5
Soc 2010 Major Group 6-7 12,600 223 17.9 15.9
6 Caring, Leisure And Other Service Occupations 8,200 145 10.1 0.0

7 Sales And Customer Service Occs 4,400 7.8 7.8 6.9
Soc 2010 Major Group 8-9 9,700 17.2 17.0 153
8 Process Plant & Machine Operatives 3,200 57 6.5 56

9 Elementary Occupations 6,400 114 10.4 0.7

‘Source: ONS annual population survey




image4.png
Earnings by place of residence (2020)

Gross Weekly Pay
Full-Time Workers
Male Full-Time Workers
Female Full-Time Workers

Hourly Pay - Excluding Overtime
Full-Time Workers

Male Full-Time Workers

Female Full-Time Workers

Source: ONS annual survey of hours and earnings - resident analysis
Notes: Median earnings in pounds for employess lving in the araa.
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Hall Victoria  MRoach, Wendy
For discussion at this morning’s catch up

Resource : to lead on a cross functional project management arrangement to support strategic work force planning
> graduate programme
> apprenticeship programme
> supported work placements — incl. kickstart
> work experience placements

toinclude a HR Manager ( such Hayley/Sarah ), Futureworks rep. / Kickstart — Alison Moore, Chris Powles ? & some service managers in key areas — planning—t & e ?

WFP identifies key risk areas
Children’s social workers
Planning officers
Building control officers
Legal professionals
‘Adult social workers
ICT professionals
Chartered surveyors

Mental health social workers
Finance officers (other than s151)
Environmental health officers
Engineering professionals
Educational psychologists

We are doing a lot of this — but need to join up




image9.png
——

sand 16-2¢
sand 2534
sand 35-44
sand 4554
sand 5554
sand 65 and Over

sand <1 yr
Band 1-2yrs
Band 35 yrs

Band 6-10yrs.
Band 11-15 yrs
5and 16 yrs & over

208
218
286
a7t
440
101

[Z2

197

200

[Z2





image10.png
Absence Reason

1800 56~
ssans £e”
1uonesado [eydsol

S12pI0SIp POOIE |

1901d [e10 pue [ea

Swaiqoid ¥e8 MED
aidaqssangian,

Sickness Absence Reasons for Community Services

se3uema3 jo saquiny




image11.png




image12.png
oMt
Report from: Rebecca NoyceWendy Roach HR Advisor
Date: 15" February 2020

Social Services - Apprenticeship Programme
Backaround

Pembrokeshire County Council currenty coniributes 0.5% of s total salary budget in
the form of an apprenticeship levy to support apprentice level raining

Social Services currently utise the funding to support existing staff to access Level
2,3.and 5 Level qualfications in Health and Social Care. The majorty of uptake of
these qualfications is within the Provider Services teams (Home Care, Reablement.
Residental Homes)

Within Pembrokeshire County Council there are very limited numbers of ‘true’
apprentices, i.e. those who are recruited directly into the organisation on an
apprenticeship programme.

Apprenticeship Programme

Its proposed that a Social Services Apprenticeship programme s created, focussing
on 2 or 3 different apprenticeship schemes that provide different entry routes into
different teams.

‘These options can be developed and tailored to the requirements of the Directorate
but could include:

Level 2 apprenticeship — entry into G3/4 support workericare viorker roles

in Residential Homes and Community Wellbeing and Independence Team

- Level 3 apprenticeship — entry into G5 Social Care Assistant or equivalent
1oles with onward progression (f appropriate) o Trainee Social
Worker/Student Social Worker positions

- Level 3 apprenticeship - entry into G5 roles within Business Support and

the Comissioning teams focussing on the key skills and experiences

required for these roles

Level 5 apprenticeship - entry into G6/7 roles as Senior Care/Team

Leader staft vihin the Provider Services teams.

Pembrokeshire College offer a range of apprenticeship programmes for Health and
Social Care and Business Administration and t i proposed that we work in
partnership with them to develop the apprenticeship programme and uilse their
knowledge and skills o rectuitto any available apprenticeship posts.

‘The development of an apprenticeship programme within Social Services willalso
demonstrate supportto the wider community and Covig recovery programme by
generating work opportunities for younger people of those who are currently not in
employment vithin our communites.
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Icorporate Critical Services

For ‘time critcal’ corporate services/activiies see Red and Amber below. Note that these can be amended o suitthe situation
'RED - Time Crifical servicelactivity needing to be restored within 0-1 hour

CORPORATE MANAGEMENT TEAM & DEPUTIES (CMT) and/or designated key officer's

EMERGENCY PLANNING UNIT (EPU) - Duty Emergency Planning Officer / Deputy

LT. & COMMUNICATIONS ~ ICT Key Staff  Telephone and other Communications / Contact Centre's
RESS AND PUBLIC RELATIONS OFFICE — Communications Manager / Deputy

BUSINESS CONTINUITY — Director of Resources / Insurance and BC Manager

CHILDREN'S SERVICES — e.g_ Child Protection

BUILDING MAINTENANCE  e.0. Emergency Response Team (i required)

HIGHWAYS — e.g. Emergency Response Team (i required)

“AMBER - Critical Service/activity needing o be restored within 1-24 hours

BUILDING MAINTENANCE — Skelston stafffor- Emergency General Buiding Repairs, Emergency Council House Repairs
Relocation (ifrequired)

BURIAL FACILITIES - Cemeteries, Eagg, Gwyn Crematorium

ENVIRONMENTAL CONTROL — Skeleton staff essentialfor health & safety of the public: Communicable Disease Conol,
Follution Control, Pest Control, Dangerous Siructures, Fuel Registration, Port Health, Food Safety, Health & Safety, Fuel
Distribution (during fuel shortages)

CUSTOMER SERVICE CENTRES — Skeleton Staff for North Wing and Pembroke Dock

EDUCATION — Statutory Schools, Special Educational Needs, School Transport, Youth Justice Service, School Crossing
Patrol, School Catering/Caretaking/Cleaning/ other essential support services

FINANCE ~ Skeleton staff for Benefis, Payrol, Creditor Payments, Risk Management, insurance, Treasury Management
HIGHWAYS & UTILITIES - Skeleton stafffor Emergency repairs to roads, etc. Road Closures and Traffic Restrictions,
Emergency repairs/unblocking Drainage & Sewerage, Road Traffic Accidents, fuel spillages, etc. Emergency Street Lighting
repair

HOUSING - Skeleton staff for Sheltered Housing, Emergency Housing Allocation, Gypsy sites
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Date: 24 March 2020

CMTHeading:  ftem for Decision
Subject: Temporary Employee Veting Protocal
BACKGROUND:

PCC's current poliy on th vating of new employees is strngent o ensure we adhere to
legiltiveraquirements and mest govermment bes pactice. ¢ lzo bssed on previous locsl
decisions following various sfeguarding inspections.

The process i robust and n normal ircumstances we would ot seek to ate t. However in
the currant COVID-19 stuation, 3pplying our current vetting process will averely hindr and
deay the engagement of new staff and the redeployment of intarnal saf o crca sevice.

The Government i i the process of putting messures in place L. relaxaton of the DBS
requirements - not <o remove the requirement but to alow smployers o apply DBS.
porsatiity. The DES standard 2nd snhanced 1D chacking guidznce has been changad for 2
temporary period to enatle ID documents to be viswed over video link snd scanned images
0 be used in scvance of the DES check being submittc,

PROPOSAL

With immadite affect to relax ourcurrent verding process fornew staff and to relax the
DS process o anable uicker nternal receployment.

New starters to the Counci

£ Conditionsl offes of employment to continue 23 at prasent;

2. Currant or mostracant amployer referance raquired but can b & telaphons reference
ifnecessary (ollowsd up n wriing);

3. Given these indiidusls may be complately unknown to PCC s essential that we have
some <hird party evidence ofthirsutablty n additon tan applicaton form and an
intervisw especisly it we sré o relax the DS requirements;

4. No raquirement or a second eference;

5. DBS applicaton processed unles indvidusl h 3 csclosure from anather employer
oris par o the update senvice;

6. Other checks processad (health,right to work, professionsl registration etc.);
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COVID-19 and the temporary redeployment of staff

Purpose:
To set out measures that can be taken to move employees from one job to another
on 3 temporary basis, to cover essential services.

“This protocol covers all staff employed by the Authority, incl.of school based staff.

Business Continuity Planning:|

The temporary redeployment of employees to cover essential services is
somathing that is being actively prepared for a5 part of our Business Continuity
Plan (8CP).

Plans raquiring the wider redeployment of employees from one sarvice of the
Council to another, will be agreed at a corporate level via the Incident
Management Centre. Management Teams can refer items for consideration via
their Directorate IMC representative and via the email addres:

The Council has the right to transfer staff to the same or a different job, sither
temporarily or permanently, to any of its establizhmants at any other location or
service srea vithin the current administrative boundaries of this Authority.
Houever, the right should be exercised within reason and will be subject to
discussion vith you which wilinclud

+ your domestic and family circumstances being taken into consideration;
« any underlying health condition you or a family member has
+ the nature of the work to be undertaken;

+ your knowledge, skils, experience and qualfications (Appendix 1 skills
matrix);

+ the distance of the move in terms of locatian;

+ the hours of work; we are gaing to require maximum Aeibility in hours

worked, most of our sssential services villrequire 3 commitment beyond
our usual core hours;
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Dear NAME

Following your emall whereby you identified staff to be redeployed into a carer role, can we suggest
You get in touch with your staff individually to provide them with the information attached and

belov.

We have attached PCC's COVID-19 and the temporary redeployment of staff protocol, and any other
relevant information to employee's temporary role including the Emergency Training Plan and
Person Centred Care fact sheet.

Please can staff begin working through the Emergency Training Plan a5 500 as possible, and return
the completed Emergency Training Plan. We have supplied you with the completion report for your
staff should any be unaware of what they have already completely.

Staff should already have access to Pembrokeshire Online Development (POD), through the
following link - https://oembrokeshire learningpool.com/login/index. phy

Details of usernames and passwords for POD are also attached as we have had to reset some
passwords in readiness for staff to complete the e-Learning required. However, should there be any.
issues around login or access, please contact POD@pembrokeshire gov.uk

The All Wales Academy (AWA) e-Learning will be provided shortly, with access links and login details
provided to staff directly, please can you supply us with 2 st of emil addresses, to enrol and
contact staff

There are links to documents in the Emergency Training Plan that staff should familiarise themselves
with. We will be in touch when manual handling training is available and how employees can access
it
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Pear NAME,

In'3n efortto maintain criicalservice operatin's during this chalenging time, you are bing.
redeployed into the folowing role:

s TImE

You wil ind atached the Job Descripton, the COVID-15 and the temporary radeployment of saff
protacol, and any other refevant information to your temporary ol

I order for you to b radeploymen, yau willnesd to complets the essential rsining detailed an the
sttached Emergency Traning Plan

Training wil be 3 combination of Pembrakeshire Online Development (POD) a-Learming, Al Wales
‘Academy (AWA) e-Learning, Skype training, and some necassary taught sesions.

1£you do not have any ofthe raining sted above o inthe stached Emergancy Traning Plan
document,please begin the Emergancy Training Plan through POD, AWA and other Webste
dresses providd, including the DBS checks, and we willarang the relevant and necessary
tainin.

For POD taining your POD account can be accessed here -

https/fpsmbrokeshire.Jesroingpool com/login/index.ohy

POD can be accessed on sl laptops and computars, workplace and your personal slsctroncs,
including smartohones,tables et. I you do not have access, get touch and we willarrange
suitable shernstives.

AWA training i sso being arranged through POD, we wil ba in touch withlinks and log n decals

anery,
1£you cannot access your POD accaunt, contact POD@ pembrokeshire gov.uk

1£y0u have sny other questons, gat in touch snd | il do my best o find answers and solutions
during tis ime.

For now ~ please begin your POD taining, il essental and desirable lsted, and et me know what on
the st you are missing.
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JobTiter | Home Gar Support Worker Jebin/ | comir
Postret:
crorate: | Socil Services Role PC2A
Profile:
Service Area: | Fome Gar Support Grade: |4
Reporting to: | Regitered Manager — Home Gare Support Dateof | January 2015
Issue:

Job Purpose:

Towork a5 part of 2 team 10 GEIVer person conired care 1o CUstomers vathin the communty.
e post holder will work on rota basis 1o include evenings & weekends.

Principal duies and responsibies

T Work s part of a team to delver person centred care 1o customers In the community ©
encourage and maintain their independence.

2. Toassist customers in meeting all aspects of thelr care needs

5. Follow and celiver agreed care plans, reparting any concerns or issues regarding customers to
the appropriate person.

4. Todelver care with dignity and respect for customers, family and colleagues

5. Toensure conficentiity st sl times

6. Undertake all raning as identified by the Registared Manager and follow 3l agread procedures
including Manual and Handiing and sdminisration of medication.

7. To ensure thatll celevant paperwork s complated n »timely mannar.

8. To ensure data protection s maintained at altimes

5. To manage and maintain good working rlationships it customers,families and other
professionai.

10. To sttend st mestings = raquestec.

1. To follow the Home Care Support dress code including appropriate footwear and be.
responsible for maintaining 3 high standard of personal hygiene at all times.

12. To tend bimonthly supervisions with Senior Carer/Registered Manager and Performance
Development Reviews yearly with the Regitered Manager.

13. Actvely support & ensure compliance with Socia Care Council Polcies such as safeguarcing,
health & safety, equal opportunities datz protection,staff supenvision & performance
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T

el and viecome To our Webeast.

Y94 || We're very pleased that you are oining our Care team at such an
important fme.
£ "ou Wil be based n he Temporary Care Vorker team rat il
2 2225 | | provide a crucial ok in supporting people who use Home Care.

i

Senices and those viho ive n Residential Homes
Pembrokeshire

s a Pembrokestire County Counci employee, your role wil
invalve working with our council and prvate homecare services
and resideniial homes fo ensure v can meet the needs of
people accessing these senices

T

Orce you ave CompIted your Tducion 7ou vall o T Comtal
b oftemporary care workers, eporiing {0 the Hub Manager.
“The Hub Manager wil make the necessary arrangements for
your deployment o the care sector, and both the Hub Manager
and Fb Co-ordinator il be vl be available t help you have
any quesiions.

our deployment could be either with PCC or extemnal care
providers and may incude taking on a community based Home
Care ole, involving ving fo ‘Care Calls in  varety of
locations, s el 2s iorking varying shif pattems ncluding eary
momings, evenings and weekends

Atematvet, you may be based in a Residential Care Home.
Setting as a Care Worker, asssting residents vith heir dally
needs 25 el a5 some rouline househald tasks. Again tnis wil
include viorking varying shift patters including|early mornings,
‘evenings, weekends and also ight sifs.

T

e avare Tt you Ty Fave Some Questions, or 6xample

+ Wihat are Home Care Senvices?
+ VWhat are Residential Homes?
+ Whatis expected of me?
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Welcome

Welcome to our team and thank you fo responcing to our appeal or temporary care
workers curing the current coronavirus pandemic.  You are Joining our bank of
temporary care viorkers to provide high qualty home care (Domicilary care) and
resicetialcare where there is an urgert. ne=d, helping to support and protect some
of the most ulnerable people in our community. As  front-lne key worker, you will
e playing an important role i the Countrys response o the devastating impact of
Covid-19 and, although the rol can be challenging, we hope you wil find it fo be 2
very rewarding one too.

“The Induction Checkis at the end of tis Handbook covers the essentialinformation
that you need to read and understand, to help you to work safely and effectively. If
You have any questions or wish to discuss anything at all while you are completing the
Checklist. please contact Sara Gl the Hub Co-ordinstor, sither by email at
‘Sara colwil@pembrokeshire govk, o by phone on 01437 T76ST1. Once you have
‘completec the Induction Checkist in ful, please ad your name. signature and the
ate, and email 2 copy to Sara. This wil confirm that your induction s complete and
that you are reacly and abe to start vork.

“The am ofthe Handbook s to provide some additonalinformaion and resources that
may also be used a5 a point of reference to help support you n your ole.

Thank you for your valuabie support and commitment n these Unprecedented times.
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[COVID-19 Induction & Training Employee Checklist for Temporary
Care Workers Home Care & Residential Care Homes)

Howto use this checkist

s checklistoutfnes the essential requirements you need o know to do your job

[ [/l o[ comments/ooivereaiy |

Wecome o e - socalcare
~Home Care Sences & Resdantl Cre Homez n

pemorokeshie
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bagge
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Exuipment
s of erzons il Phones
Smoiing roi.
Heatthand Fistaidsnd e sfeny aangements
Satery. Fours of war, sbsence snd scknes repartng
procedures

s Co-arinatorfor Temperary Cre ioiars
Senic speifc Conac - wher based for otk
Traelexpenses an subsistance dms
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‘Congratitionson your sppeirmen o3 Temporary Care Worker e and thark you forhelng us
10 contine o creforthe most inerabi nour sodety duing s e of . 15319 oy
forus o nsur you receva the g and support needed 1 Undertakeyour e

You willfnd atached the essntl rining lanhat e reque you o complte. Traiings 3
combintin of sembrokishic Oline Dselopment (00) -Learring Seype and 2oom rinin, and
2 nacassary o o fce

orP0D aring we willo i touch wit ks andogn detalsshortl,once you eceiethem your
90D sccoun can 2 ccesad v - o lpmbrolesiv eeringoool comoi e o

70D can e acssed on al aptos an computrs, workplacesnd your personal lectoncs,
inclucing smaiphanes, blc . Iy cannce e ous POD aEcout, contat
POD@penbrotesie fov ok

You willo contaced with dtes s timesfryou attand a fe Adrministation of idicton
sicinformation ich il b2 hald sing Zoom d ot e outo atand your Wining and
anding ssentil s 1k gt sesion Whch il b held 3¢ Pembrokeshire Archives,
Favertorduest lessesnure you compet the e manua anding elerring on P00 before
you attend your faceo fae g session.

Oncayou havecompleted il e sssentalriing conaind on the 5 tached please sed e ack
to LE0Redepioyment Spsmbrolestiresov e

1Fyou aveany othar questons,peae getnouch and il d my st find answers and
scutionsdring this Sme.
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Name.

[Wendy

vH

[Wendy

Currrent Role: Redeployed Role L] SAM [Completed- date  [Good to|Comments
ladded butbold  [Go
| when from Victoria
eisure Centre Staff Carer |Spoken to Manager Darren Bowen and told
him that she no longer wanted to continue
[with redeployment due to te fact that she
Ihas 2 children and feels her mental health
il sufer if she take up a caring role, this
nfo has now bben passed to HR - please
remove from list
T [Carer [30/03/2020_|31/03/2020_[05/05/2020 [Complete and retumed
eisure Centre Staft [Carer 06/0472020 (0210472020 [Casual staff member - 2 hours per week.
il get be completeling it this week
eisure Centre Staft [Carer [27/0472020 [02/0412020 [05/05/2020 [Completed over phone and returned





image26.png
COVID - 19- Social Care Essential Care Training Plan 2020

Emergency Training Plan for staff redeployed to Social Care

Please complete the following to prepare for your redeployment, once the

essential elements are complete please return t ©o
victoria hell@pembrokeshire gov.uk

ame: I Empioyee Number N

D55 Check (please ick] ~ Chilss workforce
+ Aduits Workforce

« Bom®

+ None

‘Able to drive and hold current | VES*/NO
ariving icence

‘Accessto car and nsured for | VES/NO
business use

ESSENTIAL the following MUST be completed

Title

Date completed

Code of Pracice for Social Care (Please famlarss yoursell.
with the folloving)

hips:socialcare wales/finess-lo-practiselcodes-of practice:
and-qudancesechion. 29491-anchor

26/03/2020

Fist A Cerficae (please specity ]

ST ATd basle o — Pease familarise yourselT i T
information via Brish Red Cross
hips: vun redeross org ukirst-aid

2770372020

Hioving and Fanding
=" Online videos (To be arranged by manual handing
team once avaiable)

iGving and Handing
=" Fastrack taught session (To be arranged by he.
manual handing team once available)

25/03/2020

Trfection Corlrole-eatring moduls via AVA (10g T Getals
tollow)

220372020

Safe Adminisiraion of Medicalion basi o~ Sky

76/03/2020
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Employment and unemployment (Oct 2019-Sep 2020)

Pembrokeshire Pembrokeshire Wales  Great Britain
(Numbers) (%) (%) (%)
All People
Economically Active™ 57,300 76.7 76.2 79.0
In Employment™ 56,400 75.4 73.3 75.7
Employeest 44,100 60.4 63.4 65.1
Self Employed™ 11,700 14.6 0.4 103
Unemployed (Model-Based)s 2,500 4.5 36 4.2
Males
Economically Active™ 29,600 79.1 79.1 82.9
In Employment™ 28,900 77.2 76.1 79.1
Employeest 20,100 55.5 62.9 65.5
Self Employed™ 8,400 21.0 12.6 13.4
Unemployeds = = 37 4.5
Females
Economically Active™ 27,700 74.4 73.2 752
In Employment™ 27,400 73.6 70.6 722
Employeest 24,000 65.1 63.8 64.6
Self Employed™ 3,400 8.3 6.2 73
Unemployeds = = 35 38

Source: ONS annual population survey
Sample sizs too small for ralisble sstmate (sse definitions)

- numbers are for thoss aged 16 and over, % are for those aged 16-64

5 - numbers and % are for those 2g=d 16 and over. % is = proportion of sconomically active





