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On-the-job Training Observations
Point 1b (731 Words)
As much as practically possible The Premier Group follows the company Disciplinary Policy and Procedure, as set out in the Employee Handbook,  the ACAS code of practice for disciplinary and grievance procedures, ACAS, (2018) and also find the process set out in the guidelines very useful (ACAS b, 2019);  
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On 17th May 2019 following an investigation, which took into account ACAS guidance, ACAS b, (2019),  I participated in a disciplinary hearing, which resulted in the employee receiving a final written warning, to remain on the employee record for 12 months. The process is documented in Appendix 1 (a-h).
The employee and companion arrived in plenty of time for the meeting and waited in the reception area, however, the employee was extremely nervous and visibly shaking.   The employee had decided to bring along a work colleague to accompany them to the hearing, I felt that the choice of a companion was a good one, they were supportive, level-headed and assisted the employee to overcome their nerves, but the employee had not confirmed the companion attendance as they had been asked to do in the letter inviting them to the hearing.
The meeting was held by myself and our Managing Director (MD),  who had double booked himself, this resulted in a small delay to the hearing starting and added to the employee stress.
The hearing itself was a controlled meeting, with myself facilitating and taking notes, and followed both the ACAS Guidance, ACAS b, (2019), and the CIPD Guidance, CIPD, (2018), very accurately.  The events resulting in the hearing were discussed and evidence discussed in detail.  The employee had the opportunity to ask questions, explain how the events occurred and state their regret at what had occurred and their intentions for the future.  The companion offered a reminder of points that the employee had forgotten to mention and remained composed.  When all points had been discussed to the satisfaction of all parties the meeting was adjourned and the employee asked to take a coffee whilst the MD and myself discussed the potential outcomes and made a decision on the sanction to be taken.  
Our Considerations
Despite the fact that the employee had a non-negative Drug Test, the second laboratory test had advised that the level was below the Laboratory cut off point, therefore we felt that summary dismissal was excessive,  however, the Employee Handbook states that we have a zero tolerance to Drugs and Alcohol in the workplace, and the drug taken was prescribed for somebody else, therefore,  our decision was to move straight to final written warning, with a request that the employee sign the new employment contract stating that the company has a right to carry out random drug and alcohol tests.
Reflections and Feedback with Steve Evans MD
a) Conducting Workplace Investigations, ACAS a, (2019), sets out the steps below for conducting investigations, in the case under review, all critical steps were followed, however, in The Premier Group having enough resources to appoint independent roles in the process can be difficult, for example the majority of the process was managed by myself as HR Manager, I was also the investigating officer, in more complex cases, we agreed that the company ought to consider appointing another Manager to carry out the investigation, this would be more in line with ACAS Guidance, (ACAS a, 2019).  
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b) Whilst the letter to the employee asked for confirmation of whether the employee would bring a companion and who the companion was, that did not happen, in this case the companion was a work colleague and therefore a suitable choice, however, because the company had not been informed the situation may not have been acceptable and could have delayed the hearing, Steve Evans suggested that going forward it would be advisable to make at least one attempt make verbal contact with the employee to ensure the content of the letter was understood and to inquire  whether the employee has chosen a companion.  
c) We agreed that Steve being late for the meeting was not acceptable and future meetings of this nature should have priority, it was unfair to the employee and added to his nerves, this could have affected the hearing, given cause for an appeal or a grievance.  
d) Overall Steve agreed that both the process and the outcome was effective, all parties felt the matter had been addressed fairly.
Point 2 (520 Words)
On 1st May 2019, I facilitated the Employee Representative Group Meeting, which was a slightly different format to the way in which we usually conduct them,  The Premier Group encourage employees to drive the agenda in  a form described by the CIPD, (CIPD d, 2019) of Representative Participation, and in a similar way to how (Gennard, et al., 2016) describe Direct Two Way Communication.   The company encourages this is because Representatives feel that this is their opportunity to speak on behalf of the employees and for the company to cascade information to employees.   In this particular case the company needed to communicate some extended information, so was more prescriptive than on other occasions, this was explained to the Representatives at the start of the meeting, a copy of the Agenda is attached in Appendix 2 and the resulting Action Plan in Appendix 3.
The company set out to engage with the Representatives on aspects of work and work-related activities that were not being managed effectively and there were key messages to get across, however, the Agenda did not follow the order because attendees were sidetracked on these important issues which they were clearly quite passionate about.
The agenda overran and representatives left the meeting with unresolved agenda items, resulting in frustrations and poor feedback for the meeting. 
Reflections and Feedback with Steve Evans MD
It was fortunate that my line manager Steve Evans was present at the meeting, therefore we were able to discuss quite accurately the success of the meeting and whether our objectives had been met, overall, we felt that the meeting did not meet objectives, despite being a successful forum in the past our reflections are;    
a) The company had managed to discuss all of the points that were needed, however, that was at the detriment of the Representative Agenda
a) The Company are not confident that the messages will be conveyed effectively
b) We had proposed too many topics for timescale and this type of forum
c) Representatives felt overwhelmed with the amount of information to feedback 
d) No support with feeding back to employees was offered 
e) The Company should have produced supporting material to help with communication
f) We have 70 employees and we do not feel we are meeting our obligations under ICE, (ACAS, 2001-2009), particularly with regard to having a formal agreement in writing or formally setting out how employees will be communicated and consulted with.
Recommendations
a) Improve deadline setting and assigning responsibilities, by doing this ownership is assigned to ensure the action is completed
b) Company 360-degree review of action points, a further mechanism for ensuring the loop is closed
c) Using CIPD and ACAS guidelines, CIPD d, (2019), HR Manager to arrange a Workshop with the company representatives to discuss employee voice, what that is and the mechanisms for allowing that to be successful;
i. Number of company action points to be considered
ii. Discuss company responsibilities and obligations with regard to ICE 
d) Future Employee Representative Group minutes to be supported with company communications regarding specific points.
e) Always ensure the Representative Group Agenda is heard.




Appendix 2
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AGENDA
Employee Representative Group
Thursday 1st May 2019

Those of you who have attended the Rep Group Meeting before will know that we try not to impose a company agenda for these meetings, we want to encourage the representatives to bring the topics, however, on this occasion we have quite a few topics to discuss with you, we will still have the round table discussion and everyone will have the opportunity to put their points forward.

1. Health & Safety
2. Drug and Alcohol Testing / Recent Incident 
3. Recruitment / Training / Blue Helmet Scheme
4. Accommodation
5. Weekend Travel, current guidelines and a new proposal
6. Introduction / Feedback  - Mid-Week Meal Allowance
7. Appraisals 
8. Rest Days on Location
9. Company Vehicles, Costs, Expectations, (Respect, Responsibility, Accountability)
10. Family Fun Day
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STEP 1: Organisational preparation

« Decide if an investigation is necessary

« Establish terms of reference - the rules that the investigation will
follow, including precisely what needs to be investigated

«_Choose an appropriate investigator

STEP 2: An investigator’s preparation

« Draft an investigation plan

« Identify who might need to be called to an investigation meeting

« Identify what evidence might need to be gathered - and how to get it
«Contact parties involved in the matter

8

STEP 3: Handling an investigation meeting

« Establish who can accompany employees at the meeting

+ Plan what questions need to be asked

« Interview the parties involved and any relevant witnesses
«Handle reluctant witnesses or refusals to meet appropriately

8

STEP 4: Gathering evidence

« Arrange and agree witness statements

« Collect any relevant written records and documents e.g. timesheets
«Collect any relevant and appropriate physical evidence e.g. CCTV

&

STEP 5: Report the investigation findings

« Write an investigation report - remember there is a free Acas template
available to use or adapt

« Report what is likely to have happened - the balance of probabilities

«_Make a recommendation where requested

&

STEP 6: After an investigation is completed

« Submit the report and conclude the investigator role

« Retain the report for an appropriate period of time

«_Ensure any recommendations unrelated to the matter are considered
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Appendix 3

EMPLOYEE REPRESENTATIVE GROUP ACTION PLAN

1stMay 2019
Attendees: Ashley Davies (AD) Gus Macdonald (GM) Glen Odgers (GO)
Jackie Towell [ Garry Lewis (GL) Steve Evans (SE)
Owain James (0J) Keith Phillips (KP) Gareth Cadmore (GC)
Action Point Comments Deadline
[ GARETH CADMORE NEW APPOINTMENT AS CONTRACTS OPERATIONS MANAGER
Gareth gave an overview of his past experiences, background and skills
in addition to what he expects to bring to his new job role.
1.0 | HEALTH AND SAFETY
1.1 Communication Reviewed this week’s communication — needs to improve in terms of
knowledge, sharing and discussing amongst peers.
1.2 | Checkpoint PM (and Effective immediately. On sites, following lunch, all working party including
photos) sub-contractors to stop work and discuss morning performance. In
addition take the same opportunity for the Foremen or Managers to take a
photo snapshot and forward to their Project / Contract Manager.

Action
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13

Health

Big campaign throughout 2019 on health topics. Need everyone to take this
topic in the serious manner in which it deserves.. Needs brother’s keeper to
ensure all control measures affecting health hazards are implemented e.g.
wearing respiratory protective equipment (RPE) when breaking out concrete
with exposures to dust or wearing hearing protection when noise affects.

14

Personal Responsibility
/ Leadership

Everyone needs to take more personal responsibility and leadership
in ensuring performance is continually improved.

20

DRUGS & ALCOHOL
TESTING — RECENT
INCIDENT

Following recent incident which involved a positive D&A test as a result of
an anonymous communication which the business had to act on (there was
three allegations in total).

We contacted the individual concerned to discuss and the main D&A
allegation was denied. We advised our intention of us requiring him to
complete a D&A test as a precaution and the operative had no issue and
was confident on passing any test.

If we have an allegation, the business is not going to immediately terminate
employment, our policy outlines we will discuss with the employee, there
needs to be an open line of communication if there is any issues and the
company will look to support. If anyone has any issues which require
support please contract Jackie Towell or Ashley Davies.

21

Alcohol

Reports from some employees is that some colleagues are abusing alcohol
intake in the evenings, drinking too much and either not turning in the
morning, going in late or performance duly affected. Everyone’s primary aim
is to ensure they are fit to work (this includes no alcohol in your system
whilst being paid by the business). The company reserves the right to carry
out any with cause drug and alcohol testing. A positive result may lead to
disciplinary in line with the companies’ disciplinary process.
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3.0

RECRUITMENT /
TRAINING / BLUE
HELMET SCHEME

Training and Recruitment

The Company has been recruiting for site positions with a focus on
recruiting a higher standard of candidate.

16 employees are signed up to NVQs which are between a L2 in groundworks
and L3 in supervision. ICT training — big focus on personal development.
Anyone interested in personal development to talk to Jackie Towell.

31

NEW STARTERS
RATE OF PAY

Negative Feedback on rates of pay for new starters has been discussed and
concerns about skills of new starters. All pay is based on individual skills and
competencies. Any issues will be picked up on individual appraisals /
performance reviews. If anyone has any issues with their pay or feel they
are undervalued please speak to Jackie Towell or Gareth Cadmore.

3.2

NEW ROLES

Some feel they haven't been considered for any new roles within the
business. The company has aimed to ensure people are placed in the
correct roles which suit their strengths. When new roles are created, all
employees are considered in the first instance to see if we have the skills
within the business otherwise if we do not we look externally to recruit.

3.2

BLUE HELMET SCHEME

First issue completion due with Aled Williams.

Scheme focuses on performance with individuals through their
probation period. Focuses the business on ensuring new people settle
into the business and focuses on ensuring certain criteria is achieved.

4.0

ACCOMODATION

Reminder of minimum standards we aim for and we always try our
utmost to ensure certain criteria is achieved.

Where accommodation is booked, this will not be changed (or considered)
unless a justified reason can be given. Any issues with accommodation
must go through your Contract Manager in the first instance.

5.0

WEEKEND TRAVEL,
CURRENT GUIDELINES
AND NEW PROPOSAL

To qualify for Sunday travel is a minimum travel time of 4 hours.
Traditionally this has been paid 8 hours so if a team travels 4 or 10 hours
they will still get paid 8 hours.
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Proposal to pay time and a half for travel on a Sunday regardless of
distance. This ensures everyone is treated fairly and consistently especially
as we are undertaking more work further afield.

6.0

STAFF APPRAISALS

Recently had our Investor in People accreditation. Initial feedback noted
lack of access to appraisals.

New focus to be on more regular but short meetings — continuous appraisals.

Initial feedback by representatives was positive and keen to see
how it progresses.

7.0

REST DAYS ON
LOCATION

Where we have jobs a little further away from home and where 13
days or more have been worked, the company will pay an 8 hour rest
day upon request for the individual(s) to have a day off.

8.0

COMPANY VEHICLES,
COSTS EXPECTATIONS,

Vehicles are not being looked after in the manner in which they should. A
work vehicle is the most important tool anyone will use so the utmost
respect must be given. Vehicle handover forms must be used.

Vehicle check sheets must be completed each week. Ensure all details
are completed.

We have had issues with some vehicles being low on oil, water, screen wash
etc. which demonstrates check sheets are not being completed properly.

Anew engine has been priced by Mercedes at £9,500.

If anyone has any issues at all with their vehicle they are to contact
Chris Stoneman.

There are Tyre Gauges sent out in packs, there is a new agreement with
Mercedes and ATS for Tyre treads and these are now set at 2mm rather
than 1.6mm.

9.0

FAMILY FUN DAY

Proposed Date 10™ August 2019

The Company is going to contribute to remote workers to assist them and
their families with the opportunity to be able to attend. Confirmation of
date will be in due course in line with weather.





image9.png
10.0

KUDOS

There some comments about losing interest amongst site.

Some people feel they are getting rewarded for just doing the jobs and not
going the extra mile. Some campaigns coming up. Incentives alongside kudos.

The company believes kudos is a key part of its reward and recognition
programme and is keen to hear ideas on any improvements.

10.1

KUDOS CAMPAIGN

Steve Evans highlighted a common theme through the meeting and issues
raised surrounding focus on respect, responsibility and accountability.

Suggested running a campaign based on the respect, responsibility
and accountability values which would encourage team work, sharing
responsibility.

11.0

CASH PURCHASES

Cash purchases (e.g. tools and equipment) should be kept to a minimum
and approved by Owain James.

12,0

DUMPER PROTECTORS

Ensure these are used for all dumpers. We have had a dumper stolen
(£12000) which did not have a dumper protector used which would
have prevented any theft. It is mandatory to be used. Ensure
requisitions are checked and all equipment is taken

13.0

STOCK

Extensive stock in the stores to be considered to be used.

14.0

STORES

Stores are to be respected by all. Don't leave your rubbish in the stores, this
is not the place. Any returns to stores should be put tidy. Consider and
respect your colleagues.

15.0

SITE MANAGERS
RESPONSIBLITIES

There was a point raised about site managers / site foreman with the
crossover of large works to smaller projects e.g. re-pumps and what their
role is on site. With the exception of large works, the roles are hands on work
and managers / foremen will be expected to work on site. However, they do
have additional responsibilities to ensure the site is being effectively
managed from a programme, quality and safety perspective and will need
support from the team to ensure these goals are achieved.
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16.0

ATTITUDES TOWARDS
COLLEAGUES

Afew points were raised about attitudes of some employees towards
colleagues. The management team is aware of some of the issues and are in
the process of addressing this with individuals highlighted. The Company
would like to remind everyone of the People First value and ensure everyone
is treated with the respect they would expect themselves. If anyone has any
issues please raise your concerns.

17.0

DRAWINGS ISSUED FOR
JoBs

Focus on quality to ensure correct information for certain jobs. Trial a
Contract or Project Manager to sign off on technical drawings to ensure this
is correct.
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