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criteria no. reference initials initials if
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S5ARTP Contributing to Resourcing and 1.1 On the job training. El

Talent Planning in the
Organisation

S5ARTP Contributing to Resourcing and 1.1 Screen-shot from website of career opportunities. E2
Talent Planning in the
Organisation

5ARTP Contributing to Resourcing and 1.1 Mentoring program policy. E3
Talent Planning in the
Organisation

S5ARTP Contributing to Resourcing and 1.1 ‘Bluestone Way’ criteria for guest facing roles. E4
Talent Planning in the
Organisation

5ARTP Contributing to Resourcing and 1.1 Resort duty manager policy. ES
Talent Planning in the
Organisation

5ARTP Contributing to Resourcing and 1.1 HR Strategy 2020. E6
Talent Planning in the
Organisation

5ARTP Contributing to Resourcing and 1.2 Leaver data. E7
Talent Planning in the
Organisation

S5ARTP Contributing to Resourcing and 1.2 HR Strategy screen-shot of how to improve attrition. E8
Talent Planning in the
Organisation
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S5ARTP Contributing to Resourcing and 1.2 Meeting notes with Head of F&B about recruitment E9
Talent Planning in the concerns.
Organisation

S5ARTP Contributing to Resourcing and 1.2 Data & statistics in Pembrokeshire from Gov website. E10
Talent Planning in the
Organisation

S5ARTP Contributing to Resourcing and 1.2 Article regarding opening of Celtic Manor Hotel in E11
Talent Planning in the Milford Haven.
Organisation

S5ARTP Contributing to Resourcing and 1.2 Folly Farm website screen-shot of similar product to E12
Talent Planning in the Bluestone.
Organisation

5ARTP Contributing to Resourcing and 1.2 Supervisor & manager skills matrix. E13
Talent Planning in the
Organisation

S5ARTP Contributing to Resourcing and 1.2 Total jobs.com website showing available hospitality E14
Talent Planning in the jobs in Pembrokeshire.
Organisation

S5ARTP Contributing to Resourcing and 1.2 Catera.com website showing available hospitality jobs | E15
Talent Planning in the in Pembrokeshire.
Organisation

S5ARTP Contributing to Resourcing and 1.3 Screen-shot of Bluestone’s Family Newsletter E16
Talent Planning in the advertising roles and extra hours in F&B.
Organisation

S5ARTP Contributing to Resourcing and 1.3 Screen-shot from Bluestone’s Family Newsletter E17
Talent Planning in the regarding a guest & staff experience specialist.
Organisation

S5ARTP Contributing to Resourcing and 2.1 Screen-shot from Bluestone’s website advertising E18
Talent Planning in the discounts & benefits.
Organisation

S5ARTP Contributing to Resourcing and 2.1 Screen-shot from advertisement for Llys-Y-Fran E19

Talent Planning in the
Organisation

offering Retail Assistants £9.50 per hour — higher than
Bluestone offers it’s Supervisors.
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S5ARTP Contributing to Resourcing and 3.1 Screen-shot of internal communication regarding the E20
Talent Planning in the F&B outlets that will be opening and which will be
Organisation remaining as a take-away service.

5ARTP Contributing to Resourcing and 3.1 Confirmation of discussion from Head of F&B with E21
Talent Planning in the figures included.
Organisation

S5ARTP Contributing to Resourcing and 3.2 Video link to recruitment video created to advertise E22
Talent Planning in the the Housekeeping role.
Organisation

S5ARTP Contributing to Resourcing and 3.2 Screen-shot of Bluestone’s ‘refer a friend’ tracker to E23
Talent Planning in the ensure employees are paid.
Organisation

S5ARTP Contributing to Resourcing and 33 Recruitment and selection policy. E24
Talent Planning in the
Organisation

S5ARTP Contributing to Resourcing and 33 Bluestone’s data protection policy. E25
Talent Planning in the
Organisation

S5ARTP Contributing to Resourcing and 33 Bluestone’s probation policy. E26
Talent Planning in the
Organisation

S5ARTP Contributing to Resourcing and 33 Bluestone’s employee benefits policy. E27
Talent Planning in the
Organisation

S5ARTP Contributing to Resourcing and 33 Example email sent to employees requesting right to E28
Talent Planning in the work documents.
Organisation

S5ARTP Contributing to Resourcing and 3.4 Job description for F&B Assistant. E29
Talent Planning in the
Organisation

S5ARTP Contributing to Resourcing and 3.4 Job description for F&B Commis Chef. E30

Talent Planning in the
Organisation
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5ARTP Contributing to Resourcing and 3.4 Job description for F&B Kitchen porter. E31
Talent Planning in the
Organisation

5ARTP Contributing to Resourcing and 3.4 Recruitment candidate summary. E32
Talent Planning in the
Organisation

5ARTP Contributing to Resourcing and 3.4 Recruitment updates email. E33
Talent Planning in the
Organisation

S5ARTP Contributing to Resourcing and 3.4 May furlough status for F&B department. E34
Talent Planning in the
Organisation

S5ARTP Contributing to Resourcing and 3.4 May furlough status for Activities department. E35
Talent Planning in the
Organisation

S5ARTP Contributing to Resourcing and 35 Email offering support with recruitment and E36
Talent Planning in the advertising process.
Organisation

S5ARTP Contributing to Resourcing and 35 Example of social media post for Housekeeping that E37
Talent Planning in the mentions door drop.
Organisation

S5ARTP Contributing to Resourcing and 3.6 Screen-shot of social media post recently for F&B roles | E38
Talent Planning in the available.
Organisation

S5ARTP Contributing to Resourcing and 3.6 ‘Refer a friend’ poster created for F&B recruitment E39
Talent Planning in the campaign.
Organisation

S5ARTP Contributing to Resourcing and 3.6 Email from Director of Operations asking for assistance | E40
Talent Planning in the from other departments for F&B.
Organisation

S5ARTP Contributing to Resourcing and 3.6 Screenshot showing Housekeeping staffing levels in E41

Talent Planning in the
Organisation

Feb 2020 before recruitment campaign.
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S5ARTP Contributing to Resourcing and 3.6 Screenshot showing Housekeeping staffing levels in E42
Talent Planning in the Sept 2020 after recruitment campaign.
Organisation

Candidate declaration:

e | confirm that the work/evidence presented for assessment is my own unaided work.

e | have read the assessment regulations and understand that if | am found to have ‘copied’ from published work without acknowledgement, or from other candidate’s
work, this may be regarded as plagiarism which is an offence against the assessment regulations and leads to failure in the relevant unit and formal disciplinary action.

e | agree to this work being subjected to scrutiny by textual analysis software if required.
e | understand that my work may be used for future academic/quality assurance purposes in accordance with the provisions of the Data Protection Act 1998.
e | understand that the work/evidence submitted for assessment may not be returned to me and that | have retained a copy for my records.

e | understand that until such time as the assessment grade has been ratified through internal and external quality assurance processes it is not final.

Signature: Mlgdspt Date: 21/05/2021
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Contributing to Resourcing and Talent Planning

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

Bluestone Resorts employs over 700 employees with a mission to be the UK’s most loved short break destination. Due to local demographics, attracting
talent can be difficult for particular roles so Bluestone invests in up-skilling current employees. Bluestone prides itself on developing employees at all levels
and offers leadership programs, mentoring, and encourages employees to work towards qualifications for their roles as shown in E1. Workforce and talent
planning is considered from the start of the employee journey as shown in a screen shot from the website that lists development opportunities (E2).

Workforce planning is a core business process which aligns changing organization needs with people strategy CIPD (2020a). The People strategy for 2020 is
shown in E6 and lists objectives that specifically relate to people and developing them individually through individual KIPI’s; to assist this process,
employees can take part in the mentoring program (E3). Bluestone has also recently launched ‘Bluestone Way’ training where each department receives
training on behaviors and attitudes that Bluestone employees should demonstrate and promote. How well employees promote and demonstrate these
attitudes and behaviors is graded from ‘Needs work/below expectation’, ‘Ok/Good’, and ‘Great/Role model’. This is shown in E4 and has examples for each
to give the employee a good understanding of each grade and what level they currently operate at. Employees who are within ‘Great/Role model’ are more
likely to be considered for promotions and development that those who are in ‘Needs work/below expectation’.

One way that Bluestone develops, engages and retains employees is to advertise and enroll employees who are successful in their application onto ‘Resort
Manager Training’. The Resort Manager is an allocated person who is the main point of call for any escalated complaints or critical issues on the Resort for
that day. The Resort Managers are a pool of employees who have been trained to carry out this role as an additional duty to their usual role. This pool of
people consists of employees from different departments at different levels (but most are Supervisors, Managers and Head of Department). The program
gives the employee and opportunity to learn about other departments and the operational side of the Resort, including developing their own management
skills, and critical thinking skills; part of the policy is shown in E5. By managing talent strategically, organisations can build a high-performance workplace,
encourage a ‘learning’ organisation, add value to their employer brand, and improve diversity management (CIPD, 2020b).
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On the Job training

1. Talk to your line manager or other relevant person to thoroughly understand how your
organisation’s approach to succession planning has changed. If possible, be a part of discussions on
succession planning. 500 words.

| recently met with my line manager, to understand Bluestones approach to succession planning and
understand how it has evolved over the years. During this conversation we talked about how succession
planning in the early days off Bluestone wasn’t considered as much as it is now. When people with certain
skills and qualifications left the business Bluestone realized that that replacing certain job roles and skills could
be particularly difficult, especially with Pembrokeshire’s demographic pool.

Some roles that were vacant wouldn't have been so difficult to fill if Bluestone was located in a city, but due to
the location, there are only 125,000 people who live in Pembrokeshire and only 73% of those people are
currently in work (Data and Statistics, 2019).

Due to this, Bluestone finds it harder than other similar businesses in more urban areas to recruit for certain
positions and has focused more on succession planning. Individuals and pools of employees who are identified
as potential successors of a role are encouraged to gain experience and qualifications/skills to step into these
critical roles. Often this is done through ‘shadowing’ to gain realistic experience of the role and in some cases
the individuals are encouraged to complete a qualification to further their skills.

In some cases where the role is available but the successor isn’t ready to step into the role at that time,
someone externally may be brought in on a fixed term contract to up-skill the successor and carry out the role
until that person is ready to step in. This is far more beneficial to the person and Bluestone than rushing the
process and putting someone who isn't ready in a certain position. This could set them up to fail and you could
lose someone who had a lot of potential because they weren't ready.

Another example of Bluestone’s succession planning approach is to develop the individuals in the organization
through other non role- specific related activities as this helps them to understand the operation of the
business from a different perspective. A lot of potential successors are encouraged to complete ‘Resort
Manager’ training to allow them to carry out shifts. This role is shared by many individuals across Bluestone
who are in Supervisory, Manager, and Director roles and gives the person carrying out this role a good
perception of the day to day operation. The Resort Manager deals with various situations from guest
complaints to major incidents and gives them to essential experience to gain critical thinking skills and know
the operation as well as the staff in operational roles. It is easy for an employee who works in a non
operational role to forget or not understand what it is like and how the business ‘really’ works.

Overall, each department has identified potential successors who are encouraged to gain skills, qualifications

and experience to allow them to progress. The L&D department also assists with these by providing managers
with advice and guidance when needed.
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Career progression

- Leadership training program which is perfect if you'd like
to progress through the business

- Mentoring program, learning from other members of
staff to gain new skills and experience

- Compliance Training. Become a registered aider, a Fire
Marshal, or a lifeguard, there are plenty of opportunities to
progress your skKills.

10|Page



E3

1l1|Page

bluestone

15/08/2020

LTD

Doc No:

Rev No:

Created:

Last Review:
Next Review:

bluestone

Owner:

Introduction

Thisdocument has been created to notonly support Mentors but Menteestoo. Itissimedtobea
simple, but effective resource to supportanyone taking on the role of Mentor and Mentee across
the business.

Whatis Mentoring

Mentoring isaform of Training, learning and development and is ever popular for supporting
personal development. Itisseen asthe long term passing on of support, guidance, and advice. The
Bluestone Mentoring programme has been put inplace tozllow for more experienced employessto
use their knowledge and understanding of the workplace to support the development of 2 more
inexperienced member of the team.

Therole of a Mentor

Az a Mentor you will have the opportunity to use your knowledge and experiencein a facilitative
manner to support the development of the mentee. Your role as2 mentor will coversome ofthe
following:

Listening

Asking questionsthat help developthe mentes’s understanding of 2 situstion or 2 problem
Offering 2 differant parspactive

Providing support and encouragement

Being asounding board

Encouraging reflection of certain situstions that the mentes may have been exposed to

Therole of a Mentee

Asa mentee you are expected to take ownership and le=d the partnership drawing on the mentor's
knowledge and experience asrequired. You are expected to be open and honest in the
conversationsthat you have with your Mentor. Your role asthe mentee will cover some ofthe
following:

* Communicating circumstances clearly and honesthy
* Question ifyou do not fully understand

*  Arceptingdiffering perspectives

®*  Acceptingsupport and encouragement

*  Arting upon advice




E4

BEHAVIOUR GUIDE FOR GUEST FACING ROLES: FOOD & BEVERAGE, HOUSEKEEPING, GUEST SERVICES, LEISURE, SPA & RETAIL.

GENUINE CARE

WE SHOW GENUINE CARE FOR OURSELVES, OUR TEAM, OUR GUESTS AND THE ENVIRONMENT.

NEEDS WORK/BELOW EXPECTATION

OK/GOOD

GREAT/ROLE-MODEL

TRUE OWNERSHIP

WE TAKE OWNERSHIP OF AN ISSUE. WE TAKE THE LEAD, INVOLVING OTHERS AND TAKING REASONABLE RISKS TO MAKE A DIFFERENCE

AND WITHOUT BLAMING EACH OTHER.

NEEDS WORK/BELOW EXPECTATION

OK/GOOD

GREAT/ROLE-MODEL

| often fail to follow the appropriate dress code for
the audience | am dealing with.

consider the audience/circumstances.

I'm smart, tidy and clean and present myself well and

Ill often ‘cover’ others so they can retrieve name
badges, correct clothes etc and help out if any
issues in this area.

| sometimes cut health and safety corners e.g. not
storing/labelling items correctly.

are stored and handled correctly.

| wear the correct PPE, ensure hazardous substances

Tll often give advice to colleagues to ensure
compliance.

| sometimes don't fully resolve an issue or
complaint and instead expect someone else to do
it, ‘pass the buck’ or involve others unnecessarily to
help me.

1 will see through an issue/complaint raised etc to the
end myself and only escalate/refer to others when
I'm sure | can’t resolve things/do it myself.

1 will often help others out when resolving an
issue so that it doesn't have to get escalated
further.

I keep an eye on the clock, might not always clock
in, will take a lot of breaks or choose easier tasks to
work on that may put additional pressure on
others.

| do what needs to be done, will sametimes work

others where there are peaks in workload

extra hours when asked to and “pitch in’ to help out

I put the workload first and will work the hours
needed, help others out without being asked.

| often tell my manager and others that something
‘isn’t my job’

1 will take on tasks to help out even though it may not
strictly speaking be something I'm responsible for.

1 often spot what's needed (even if not in my job
role) and take on a task without being asked to.

| generally achieve tasks and activities on time but
often as a result of being ‘pushed’ or prompted.

or ahead of time.

| plan well to try and achieve tasks and activities on

I challenge myself to deliver ahead of time and
look for things to do/ volunteer for tasks.

1 tend to stick rigidly to the rules, can be a bit
‘computer says no!” which can annoy guests.

| sometimes divert from rules/policies and make
exceptions because it’s the right thing to do for guest
satisfaction when consid

ing risk vs our reputation.

1 will often suggest policy or procedure changes to
make life easier/improve guest experience
without compromising on potential risks.

| often use bad language, inappropriate tone of
voice, may mumble or grunt and can react
emotionally to people or situations.

out of situations.

| use the right tone/language depending on who | am
talking to and I often take steps to take the emotion

I’ll pick up others on their poor language/tone of
voice etc. and help them to use the right
approach.

If guests have an issue between them, | will often
take one side against the other.

| try to mediate between guests when there are
issues, being ‘neutral’ and come up with good
compromise solutions.

I consider trends, recurring issues between guests
and suggest ways we can prevent future issues.

I don’t always listen to the other person and can
get preoccupied with what | want to say next or
interrupt/’bulldoze” people.

then respond with my view.

| actively listen to others, let them have their say and

| ask others for their contribution and will change
my view (even if disagreeing) because it is best for
the team/business.

| don't always pass information on to the
appropriate colleagues which leads to things not
being resolved and unnecessary workload.

| pass on information that others need in a timely
way and escalate things to the right people.

I will often check-in with colleagues to ensure that
what | passed on was received and dealt with.

I’m sometimes critical of the business or other
colleagues/teams behind their backs when I'm
unhappy.

concerns | have.

1 work well across the team/teams to resolve issues
as they arise and will speak to the right person about

I try to break down any team barriers or cross-
team obstacles and try to understand the bigger
picture when not getting what | perhaps want.

| do not regularly keep people updated resulting in
having to be ‘chased’ for info/updates.

I keep people updated in a timely way without having
to be reminded/chased.

I'll include others that | feel should also be kept
informed.

The

bluestene

GROW AS A TEAM

'WE SHARE OUR KNOWLEDGE WITH OTHERS. WE CELEBRATE SUCCESSES, ACKNOWLEDGING THE CONTRIBUTION MADE BY
OTHERS. WE SEEK OUT LEARNING IN EVERY OPPORTUNITY, IDENTIFYING AND TRIALLING WAYS TO DO THINGS BETTER.

NEEDS WORK/BELOW EXPECTATION

OK/GOOD

GREAT/ROLE-MODEL

My knowledge and skills may be a bit ‘rusty’ and |
may avoid training/new learning opportunities or
feel that | don't need to learn anything new.

I regularly take steps to learn more, upskill myself
where appropriate.

VIl sometimes learn new things outside of my
current role because of future trends, changes in
how the resort will work etc.

I tend not to want to do things differently, prefer
the ‘status quo’ and will often comment that a new
way ‘won’t work’.

I'll always have a go at new ways of doing things and
keep an open mind to make it work.

I'll often encourage others to have a go’ ata new
way of working and overcome any objections.

| don’t often suggest ways we can improve/do
things better.

| often think about how we can do things in better
ways and suggest these as appropriate.

il often come up with and suggest ‘new,
workable solutions to old problems’.

Itend to keep hold of knowledge and information
50 that | am the only ‘expert’.

I pass on and openly share my knowledge and
information with others when needed.

| carry out training sessions, put together
frequently asked questions or other methods to
share knowledge with others/make life easier.

I'll take on new activities if asked but may be
resistant or prefer to ‘do something else’ when I've
finished something.

Il willingly take on new activities or projects if asked
o.

Iactively seek out and relish taking on new
activities, projects or priorities.

I rarely taken on others feedback when challenged
about a potential weakness identified in me.

| react positively to developmental feedback and
people see/hear the suggested changes.

I ask and welcome developmental feedback and
see it as beneficial as well as acting on it.
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bluestone

national park resort

Resort Duty Manager Training Pack

Name:

Department:
Mentor/Coach:

Start Date for Programme:

Completion Date:

CL

Bluestone Resorts
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DocNo: HR-5T-002
Rev No: REV1
Created: 1

Human Resources Strategy 2020

Last Review:

1. COMPANY AIMS & OBJECTIVES

People
*  Annual staff attrition 25% or less
» Staff engagement 90% or more
* Staff NPS 30 % or more

* Leadership team to have individual ‘People’ KPIs by Q1

Product
* To achieve an average Net Promoter Score of 80% or more.
» To deliver detractors at 3% or less by year end.
* Regular external audits
s Sustainability - embed the free range future strategy across the business and deliver the 4 commitments

*  Turnover £28M
* Achieve min EBITDA £6.5M
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1.2 Analyse internal and external information relating to the organisation’s future people and skills needs and the availability of talent.
Internal information Bluestone uses to decide what skills or people that will be needed in future consist of:

-Employee leaver survey (E7) — this helps us to understand why people are leaving us

-Turnover rates that are reported on within the People Services strategy (E8)

-Managerial judgment — an example of this is shown in E9

-Supervisor & leadership management skills matrix — these are the skills employees in these position should demonstrate or be working towards (E13)

External information Bluestone uses includes:

-Local labor markets (E10)

-PESTLE analysis

-New similar businesses starting up such as Celtic Manor - Milford Haven (E11)

-Established businesses making changes to their products that are similar to Bluestones products such as Folly Farm (E12)

These internal and external factors combined help Bluestone assess the company’s future people, skills needs and availability of talent. Due to the
geographical location of Bluestone and the local demographic pool of people available for work, the company often struggles to fill more senior/skilled
roles. Pay is also a factor when recruiting for highly skilled roles as Bluestone cannot compete with pay rates offered in cities where there is more
competition. Bluestone’s focus is generally to develop employees from the beginning of their employment journey at an assistant level role through to a
more senior/skilled role. AMO (Ability, Motivation & Opportunity) also plays a part as the employees need to want to progress and develop otherwise the
system doesn’t work. Bluestone does not hold data on competitor analysis but it could be beneficial to understand why potential employees might chose to
apply for certain roles/companies over others.

There are four stages to talent management that businesses go through as they strengthen their ability to grow leadership talent. These stages are entirely
dependent on the amount of planning, effort, and resources the company puts into its talent management system and, depending on the company the
time it takes to pass through each stage differs (Philbin, 2019).

The four stages are:

1. Programmatic — Talent management is a set of individual programs.
2. Systemic — Talent management if a system of connected programs, tied to an organising HR principle or structure.
3. Strategic — Talent management is a system of connected programs built directly from the company’s strategy, operating model, and goals.

15|Page



4. Cultural — Talent management is a key part of all the company’s management practices, not a separate aspect of a leader’s job. All business
planning has a clearly defined people plan, and a forward-thinking analysis of future talent needs, just as they have a budget and financial
contingency plans.

Bluestone is between stage 3 — 'Strategic’ and stage 4 — ‘Cultural’. The business is moving towards stage 4 but still sometimes operates within stage 3
depending on individual departments and managers.

E14 & E15 show different available jobs in hospitality within Pembrokeshire through two different websites — Catera.com & Totaljobs. Their results are
different but do show what types of jobs are available; most of the jobs available are low skilled with only a few more skilled/senior jobs available.
Generally Bluestone’s approach to workforce planning has worked well and gives us an edge over other similar employers as Bluestone is known for
developing and investing in their employees. This approach doesn’t work for everyone and there have been instances where this hasn’t worked for
Bluestone resulting in hiring someone on a much higher salary with more benefits just to fill the role. These types of hires are often done on a fixed term
contract and the person might not be ‘right’ for the business in the long-term. This can be costly especially if the right person takes a while to find. It is far
more beneficial to start workforce planning early, get an understanding of where managers see the business going and potential resource concerns than to
leave it to late and fire-fight due to poor planning (Workforce Planning Practice, 2018).
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Security officer 12/04/21 2. Disagree 2. Disagree 2. Disagree 1. Strongly Disagree 1. Strongly Disagree 1. Strongly Disagree 3. Agree
Outlet Manager 12/04/21 3. Agree 3. Agree 1. Strongly Disagree 3. Agree 2. Disagree 1. Strongly Disagree 3. Agree
Housekeeper 12/04/21 3. Agree 3. Agree 3. Agree 3. Agree 3. Agree 3. Agree 3. Agree
Housekeeping 30/03/21 3. Agree 3. Agree 3. Agree 3. Agree 3. Agree 3. Agree 3. Agree
Sales and Reservatio  12/04/21 4. Strongly Agree 3. Agree 4. Strongly Agree 4. Strongly Agree 4. Strongly Agree 4. Strongly Agree 3. Agree
Housekeeping Assist:  08/03/21 3. Agree 3. Agree 2. Disagree 3. Agree 3. Agree 3. Agree 3. Agree | |
House keeper 26/03/21 3. Agree 3. Agree 2. Disagree 2. Disagree 1. Strongly Disagree 3. Agree 2. Disagree
Housekeeping Assiste  24/03/21 3. Agree 4. Strongly Agree 4. Strongly Agree 3. Agree 4. Strongly Agree 2. Disagree 4. Strongly A
Junior Outlet Manager  24/03/21 3. Agree 3. Agree 2. Disagree 2. Disagree 2. Disagree 2. Disagree 3. Agree
chef de partie 09/04/21 3. Agree 4. Strongly Agree 3. Agree 4. Strongly Agree 4. Strongly Agree 3. Agree 3. Agree
Housekeeper 12/03/21 1. Strongly Disagree 1. Strongly Disagree 1. Strongly Disagree 4. Strongly Agree 4. Strongly Agree 4. Strongly Agree 4. Strongly A
Housekeeper 18/03/21 4. Strongly Agree 4. Strongly Agree 4. Strongly Agree 3. Agree 4. Strongly Agree 3. Agree 3. Agree
Guest services 18/03/21 4. Strongly Agree 3. Agree 3. Agree 3. Agree 3. Agree 3. Agree 3. Agree
Housekeeping assiste ~ 18/03/21 4. Strongly Agree 4. Strongly Agree 4. Strongly Agree 4. Strongly Agree 4. Strongly Agree 4. Strongly Agree 4. Strongly A
Food and beverage a  05/03/21 4. Strongly Agree 4. Strongly Agree 4. Strongly Agree 4. Strongly Agree 4. Strongly Agree 4. Strongly Agree 4. Strongly A
Activities Supervisor 04/03/21 3. Agree 3. Agree 2. Disagree 1. Strongly Disagree 3. Agree 1. Strongly Disagree 3. Agree
House keeper 05/11/20 3. Agree 3. Agree 3. Agree 3. Agree 3. Agree 3. Agree 3. Agree
Housekeeper 02/03/21 3. Agree 4. Strongly Agree 3. Agree 2. Disagree 3. Agree 3. Agree 3. Agree
Cleaner 10/12/20 3. Agree 3. Agree 3. Agree 3. Agree 3. Agree 3. Agree 3. Agree
Housekeeping 26/02/21 3. Agree 3. Agree 3. Agree 3. Agree 3. Agree 3. Agree 3. Agree
Arrivals supervisor 26/02/21 3. Agree 4. Strongly Agree 4. Strongly Agree 4. Strongly Agree 4. Strongly Agree 3. Agree 4. Strongly A
Housekeeper 25/02/21 3. Agree 3. Agree 2. Disagree 3. Agree 3. Agree 2. Disagree 3. Agree
Guest Services Office  22/02/21 3. Agree 3. Agree 4. Strongly Agree 4. Strongly Agree 4. Strongly Agree 3. Agree 4. Strongly A &
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How will we measure progress?

Indicator 1

Work with managers of key operational departments i.e. F&B and Leisure to replicate the
HSK headcount report to track and report on recruitment needs

Devise an ‘Onboardingfeedback’ surveyto be sentvia reach following probation pass and
report on every quarter

Improve on 2019 probation fail rate of 7% (calculated by total probation fails v new
starters)

Report on outreach work, internal and external PR and campaigns monthly

Recruitment experience survey for applicants

SLA’s to be implemented and targets (TBC), results to be communicated monthly
Timescale for filling vacancies

Attrition (below 25%) and Stability Indexes (leaver reasons, absence rates, average length
of service, reduce probation fails from 7.9% to below 5%)
Report on diversity and inclusion stats monthly
Customer NPS Score (40% or more) and satisfaction rates (emp eng score 90%)

Mystery shopper results (targets tbc)
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PRl R RESIDENT COUNCIL BUSINESS VISITOR _ ®
County Council M v M - SEARCH Q

Data and Statistics

Around 125,000 people live in Pembrokeshire.
Of these about 21,300 (17%) are aged under 16, and 31,500 (25%) are aged 65 and over.

Around 73% of the population aged 16-64 are in employment. A range of economic and labour market
statistics about Pembrokeshire are available from the NOMIS web site. The Welsh Government also publish
statistical summaries for Unitary Authorities in Wales.

Data is available for Local Authorities and smaller areas in England and Wales from a number of web
resources:

Nomis contains a wide range of economic and labour market data as well as data from Censuses from 1981 to
2011;

The Neighbourhood Statistics site allows users to search for data about their local area;
StatsWales includes data about Wales including Education and Health data;

Health data can also be found on the Health Maps Wales website

- L) v -

I@: ‘s or How to apply for a Covid-19 test, gov.wales/apply-coronavirus-covid-19-test
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NewsWales

Celtic Manor Resort to Manage New Hotel at
Milford Waterfront

HOSPITALITY & TOURISM § PEMBROKESHIRE

& MARK POWNEY , 18TH MARCH 2021 siareid F in W

A 100-bedroom hotel being built as part of the Milford Waterfront
development in Milford Haven will be managed and operated by the team
responsible for the iconic Celtic Manor Resort, as part of its expanding Celtic
Collection of properties.

Celtic Manor, which made global headlines when it staged the 2010 Ryder Cup and the 2014 NATO Summit, brings

its knowledge and expertise to operating the new hotel in partnership with the Port of Milford Haven, the venue's

owner.

Forming part of the Celtic Collection’s new portfolio of T Hotels, the 46,000 sq ft property will be located at the
entrance to Milford Waterfront on the Pembrokeshire Coast.

When it opens in 2022, the new hotel will feature four floors of bedroom accommodation and benefit from picture-
postcard views across Milford Marina. A variety of bedroom types, including family rooms, make it the ideal base
for purposeful travellers for both business and leisure.

Ty Hotel Milford Waterfront will also house a restaurant and bar, a private dining area, and an activity suite within
the ground floor.
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Stay with us

You can now stay and play with us here at Folly Farm. With touring pitches and showman's
wagons, there's something to suit everyone.

Roll up, roll up! i pitch a tent Five star luxury

Showman's Touring pitches Campsite Folly View
Wagons

Your next family adventure is just around the
corner.
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Supervisory & Leadership Manager Skills Matrix

BPs

Supervisor

Junior Manager

Middle Manager

Senior Manager

Managing People

The Bluestone Way*
Effective Recruitment and
On-boarding*®

Disciplinary & Grievance®*
Conducting Return to

Developing Self & Others*
Leadership & Personal
Effectiveness™

Giving & Receiving
Feedback*®

Managing
Performance®**
Managing Change***
Inductions

Setting KPls/Objectives®

Employment
Legislation®**
Effective Meetings***
Leadership v
Management®**

Compliance Matters (ie
COSHH, MH, PPE,
Licensing Law, Food
Safety)

Responsibilities®

Regulations*®
Understanding risk*®

Work Interviews*® *  Change Management** Talent Mapping & *  Effective Delegation®**
*  Bullying & Harassment** *  Conflict Resolution®* Succession Planning*** *  Collaboration***
*  Fourth T&A /* *  Absence Management** Mental Health First Aid*=* *  Performance
*  Resourcing & Preparing * Performance Influencing & Management***
Rotas* Management*®* Communicating*** *  Emotional Intelligence®**
*  Mental Health *  Planning & Time *  Resilience®**
Awareness** Management®**
*  Understanding Standard *  Preparing SOPs* Setting the Service Journey *  Understanding the Guest
Managing Product Operating Procedures *  Maintaining Standards and and Standards* Profile*®
*  Service Excellence® Service Excellence® Critical Incident * *  Continuous Improvement®
*  Complaints handling® ® 10SH managing safely*® Duty Management*® *  Project Management?
*  Green Credentials® *  Manager on Duty Working Time *  Legal Obligations?
L] L]

Senior Escalation Roles &
Responsibilities®

Managing Profit

Purchase Order

Cash Handling & Security
Procedures*®

Stock Control & Ordering®
Service that Sells /
Suggestive Selling
Techniques*®

Understanding Cost of
Sales*®

Payroll Ratios/effective
resourcing®
Understanding P&L*
Commercial
Awareness***

Preparing Budgets &
Forecasts*®
Procurement®
Commercial
Awareness***

Conceptual Thinking &
Innovation*®

Identifying Commercial
Opportunities®

*Created and delivered in-house

**ACAS online

***External Provider{including Dawn Kenton who will pass on to Claire Lewis, also ACAS 1 day courses)
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TOtG IjObs Are you recruiting?

O]

Q Hospitality Industry Pembrokeshire .O. i:{ Py Register CV

Jobs > Hospitality Industry > Wales > Pembrokeshire

16 Hospitality Industry jobs in Pembrokeshire + 30 miles

Explore results Sorted by = Relevance -
What . .
o Chef de Partie - Werndale Hospital (' premium
Hospitality Industry Update Found on our partner site Caterer.com
Where g Bancyfelin, SA33 SNT
£970 ' l
Pembrokeshire Update F Healthcare o j
[ Recently
Radius and time Chef De Partie Are you looking to join a company that invests in its people, recognises great Save
work when they see it and provides plenty of ...
Commute time Miles radius
0 S 10 20 | 30 Hospitality Manager - Cawdor Barracks, Brawdy [ premium a

B Found on our partner site Caterer.com

Q Llandeloy, SA62 6NN

Locations
£ Competitive
FH Ess ES E;

~ Popular searches nearby
Support Services Worldwide

P Nnnnmdl.
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4 Caterer.com

= (@Q Hospitality

Are you recruiting?

Pembrokeshire 30 miles Search Q {Y g

Jobs > Hospitality > Wales > Pembrokeshire

93 Hospitality jobs in Pembrokeshire + 30 miles

Explore results
What
Hospitality

Where

Pembrokeshire

Miles radius

Locations

Popular searches nearby
Wales (1,845)

AAlamd | Al /O AN

Sorted by  Relevance -

Want to know the commute time for these jobs? Postcode e.g. PO3 1SA m

Sous Chef Hotel

Furnace, SA15 4HA

From £20,000 to £22,000 per annum
The Stradey Park Hotel

Recently

Stradey Park Hotel & Spa are looking for an ambitious and passionate Sous Chef. This is a fantastic
opportunity for the right candidate to develop under an experienced Executive Chef and gain
important kitchen management experience. Stradey Park Hotel & Spa is a 4* star hotel catering for. .

Lead COOk Featured % d

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

From my findings Bluestone does do a lot to plan for potential skills and talent needs though developing current workforce into manager positions, for
example. There is possibly a gap if someone in a high skilled role such as an IT web developer leaves as there is less staff who work in this department to
collectively develop. IT is also a very complex role that cannot be trained to someone over a period of weeks/months. Other roles that require managerial
experience and critical thinking are less likely to be a risk to the business in the same way if someone leaves as this can be trained more easily through
mentoring and on the job training, for example.

Currently Bluestone is having issues employing people into Food & Beverage as assistants, Commis Chefs & Kitchen Porters. This is due to competition from
other similar companies who are also recruiting but offering a higher wage. Bluestone is trying to rectify this issue initially through offering current
employees in different departments more hours (E16). In the long term Bluestone may need to consider the pay aspect as the opinion of the Head of F&B is
that this is the main reason (E9).

Coronavirus has changed the way we all work and are being carried out in way we wouldn’t have thought of. HR and Health & Safety in Bluestone have had
to learn a lot recently including how to set up and run a lateral flow testing centre for employees, respond to wellbeing issues around covid and amend
certain policies in-line with covid guidance. Companies have had employees take on different responsibilities to better respond to the evolving needs of the
company, customer and employees. It is important to build organisational resilience and agility to navigate uncertain times (Jesuthastan, Malcolm and
Cantrell, 2020).

E17 shown in Bluestone’s Family Newsletter that we are working with ‘Insight 6’; an external company who specialise in customer experience. Whilst this
process is to benefit the customer it involves employees who deal with the customers to help improve their experience. This process in itself will help to
plan for potential skills needs as feedback is collected and reviewed from staff. The data collected could show skills gaps or training needs that ultimately
improve the guest experience but also help Bluestone to workforce plan. It is essential that workforce planners have a good understanding of the workforce
as a whole, in order to identify ‘hot spots’ (Workforce planning during bleak times, 2020).
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F&B - REFER A FRIEND FOR F&B ASSISTANT TO GAIN UP TO
£150!

NEW: F&B Duty Manager: HR and Training - Contract: 40 hours.
Closing date: 31st May 2021 -
F&B Assistant - Contract: Various hours. Closing date: 20th May 2021
Commis Chef - Contract: 40 hours. Closing date: 20th May 2021.
Kitchen Porter - Contract: 24 hours. Closing date: 20th May 2021.

LOOKING FOR EXTRA HOURS? WHY NOT APPLY FOR EXTRA SHIFTS IN F&B?

Email recruitment@bluestonewales.com if you are interested.
-
Security
NEW: Acting Security Supervisor - Contragt: 40.5 hours (6 months fixed-term)
Closing date: 17th May 2021

_ Maintenance
Maintenance Tec¢hnician (Electrical) - Contract: 37.5 hours. Closing date:-13th M
— ' 2021.

Guest Services
Guest Serwces‘omcer‘Comracr 37.5 hours (permdnent and maternity cover
available). Closing date: 1st June 2021

Leisure
Entertainer - Contract: 20 hours (fixed term). Closing date: 20th May 2021

Spa
Spa Apprentice - Contract: 22 hours (fixed-term). Closing date: 11th June 2021.

Housekeeping - Refer a Friend and get up to £150!
Housekeeping Assistant - Contract: 11 hours

Bluestone Careers
May 6 at 3:53 PM - Q
Our Food & Beverage team are now recruiting for a variety of

positions! If you're looking for full-time, part-time or seasonal work
then we could have a role suitable for you.

The vacancies currently available are:
- Food & Beverage Assistant

- Kitchen Porter

- Commis Chef

To find out more information and to apply please visit
www.bluestonewales.com/careers. Be Part Of It!

R

=3
y

bluestone
CAREERS
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INTRODUCING OUR GUEST AND STAFF EXPERIENCE SPECIALIST: “IT1S SO IMPORTANT

MEL EVANS FROM INSIGHTS THAT YOU ALL ENGAGE

g oo e s oo v ol ot o i WITH THE UPCOMING

team members, we want to ensure that everyone is having the best possible experience. We want your STA FF s U R v EY A N D 'I' ELL

feedback to help us understand what we're doing right — and to look at what we can do better. To make

sl A e S A A o o US WHAT YOU THINK

leading customer experience specialists - Insight6. Mel Evans, Customer Experience Director for Insighté

in South West Wales, has worked for us on other projects in the the last 3 years, however we want to A N D H 0 w Yo U FEEL. e

develop the partnership further and so have asked Mel to undertake some key independent surveys for T H ' S FEED BA c K w I I-l.

us for both guests and staff

Our Annual Employee Survey will be launched in two weeks’ time on 27th May. Al_l_u w U s TU R EA I_ I_Y

This will be followed by shorter pulse surveys four times a year. Foc Us THE c H 0 I c[s wE
BUSINESS"

It is so important that you all engage with the upcoming staff survey and tell us what you think and how
you feel. Being able to measure the level of engagement from all our employees will allow Mel to report
back to us accurate and comprehensive feedback. This feedback will allow us to really focus the choices
we are making as we look towards the future of the business, helping us to understand how you all feel as

employees and your expectations and needs.

Speaking spedifically about the staff survey, and its importance, Mel added:

The survey process does take a number of weeks, but following the oulcomes of this; the Management
team members will be involved in setting and delivering action plans. Progress will then be measured as
part of the ongoing process

This is not a one-off piece of work. but forms part of a larger project and all staff will get more regular

opportunities to feed back how they feel in short pulse surveys on a quarterly basis.

We're really looking forward 1o getling your feedback - and thank you all in advance for your help and

input.

For more information on Mel and Insight6 you can visit hittps//www insight6 com
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2.1 Make reasoned recommendations for how the organisation can maintain an appropriate number of people with the skills required by
the organisation.

Bluestone currently has a lot of great benefits it offers to employees such as use of facilities, discounts on breaks, ‘kids camp’ childcare on site
at a reduced rate, a pension scheme and more (E18). Whilst these benefits are great there is not a lot of benefits for younger employees
between 16-25. This group of employees is less likely to be attracted and want to remain at Bluestone because of a pension scheme or cheap
child care. My recommendation would be to implement some benefits that these employees would like. We could gather data through a
survey or carry out research from other companies to find out what works. | looked at a couple of websites to see what Gen-Z employees want
from their workplaces; some of these benefits are relatively easy to implement depending on the departments operational needs, such as: an
extra annual leave day on your birthday, flexible working arrangements, free coffee & hot drinks and, free lunches (The workplace benefits Gen Z
REALLY want, 2018). Other benefits listed included free dental care and private health care which Bluestone does provide for much higher roles.

Another factor is that the pay is average for a lot of roles in Bluestone, so to keep skilled employees this is something that needs to be
considered. E19 is a current job advert for a retail assistant in Llys Y Fran who is paying £9.50 per hour. Bluestone Currently only pays £9.00
per hour or the same type of work and even Supervisors in Retail at Bluestone are not on £9.50 per hour. Bluestone should review its pay to be
more competitive with other local businesses to avoid losing talented employees. There are many other reasons you should pay more that
isn’t just about attracting talent:

- Employers who pay more are more likely to have healthier employees as the employee is not going to be struggling to make ends meet
and can afford nutritious food. The employee will also be less likely to be affected by the stress of making ends meet.

- Improves productivity as employees will feel valued and have more interest in their job

- Low salaries don’t save money as it is a large contributing factor to employee turnover

Bluestone could increase the pay of certain roles to attract and retain talent but this would have a huge knock-on effect initially until the effects of the
pandemic are less prominent (Why You Should Pay Employees a Competitive Salary, 2020).

Finally, | recommend maintaining an appropriate level of people with skills and talent by supporting and training the line managers. There is a saying the
people don’t leave their jobs but they leave their managers. There a quite a few different departments within Bluestone and some have much higher
turnover rates than others. The managers cannot be fully blamed for this but if all line managers received effective training and support when dealing with
employees, setting targets & goals and developing them then they would have a much higher chance of reducing turnover and retaining talented
employees (Heathfield, 2020).
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&% Guests 3 o Lodges 1 Arrive = Depart Check Prices

Employee Discounts

- Discounted stays for you and your family and friends
- Special staff events for family and friends

- Employee rewards points which you can use on a variety
of activities, and can be put towards a break

@ Feedback

- Free access to the onsite facilities
- Discount on food and retail while on resort

- Kids Camp (onsite subsidised childcare within the school
holidays)
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Retail Assistant

Apply now »

Date: 13-May-2021
Location: Haverfordwest, Wales, GB, SA634RR

Company: dwrcymrucy

Job Requisition Number 1664

Work Type Casual

Job Function Leisure and Hospitality
Salary Range £9.50 per hour
Location LlysyFran

Closing Date 23:59 on 12/05/2021
Who we are

Dwr Cymru Welsh Water keep 3 million people healthy each day with safe, reliable water, and take away wastewater to clean,
before returning it safely to our beautiful rivers and seas.

To be able to deliver high quality, essential services which help to protect the health of our customers, colleagues and our
environment, we need the right people to deliver on our vision. This is achieved by living our core values and
demonstrating the core behaviours that underpin them. The security of our people, assets and information is also key to
us, so we are looking for people who understand and comply with the company's required security objectives.

We know that the most successful teams are the most diverse teams. Equality, diversity and inclusion provide the very
foundation to our culture at Welsh Water. We want every individual to feel confident, proud and able to bring their whole
selves to work.
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3.1 Identify and explain the rationale for a specific resourcing activity within the organisation.

Recently the Head of Food & Beverage came to HR to explain recruiting issues that were affecting operation (E9). He said that due to other
similar business recruiting and paying more for the same role at the same time, they were not getting many applications for roles in his
department. Normally Bluestone wouldn’t have these issues as recruitment would be more spread-out through the year; due to covid and
restrictions being eased a lot of business are recruiting for the same types of roles at the same time. As this issue was bought to HR’s attention
recently our first point of call is to offer extra hours in F&B for those who work in other departments to support until a more solid solution is
found (E16). Even with the offer of additional hours for other departments, one of the main F&B Outlets — The Oak Tree Restaurant had to
remain closed and be used for take away only (E20). E21 shows that the F&B Department is 15 staff short of what they would normally have;
they currently employ 120 staff in total. As this is a recent issue we have not progressed to the next stage to assist the F&B department with
recruiting so from this point | will explain what Bluestone/HR should do rather than what we have done.

The next step would be to identify other similar issues we have had previously in other departments and consider these strategies to
overcome the staff shortage. Housekeeping had a similar issue in 2019 & 2020 so we launched recruitment campaigns. The same can be done
for F&B where we could create targeted Facebook adverts and social media videos/posts, create a ‘door drop’ to deliver leaflets about job
opportunities in order to gain interest in the roles. Another idea is to utilize the ‘refer a friend’ scheme where a current employee refers their
‘friend’ for a job in F&B and receives £50 if they are successful in their application; once they pass their 3 month probationary period the
current employee and their friend then receive a further £100. Other more time consuming solutions to consider would be to review the
benefits Bluestone offers to the employees in F&B. We would need to consider if anything can be added to appeal to them such as monetary
bonuses through tips, for example or flexi working arrangements. Most of the shifts in F&B are late shifts where the staff may not finish until
between 11pm-lam which doesn’t appeal to those with families or who want a balances social life. Employees who have a good work-life
balance are less likely to suffer from burn-out and feeling under pressure which can impact their wellness and contribute to health issues (The
importance of work ethics and Importance of Work-Life Balance, 2021).

The ideal outcome would be that we receive an influx of applications from a great caliber of candidates to choose from and that the staffing

levels in F&B are replenished, allowing them to operate at full capacity. This will take pressure off of managers, supervisors and the assistants
who would have been working a lot harder to provide the same service with less help.
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bluestene

mationad park resort

14 May 2021
Dear Bluestone Team,

Following today's update from the Welsh Government, we are pleased to confirm that the
Farmhouse Grill, Tafarn and Ty Coffi will be reopening for delicious food and drink indoors from

Monday.

Camp Smokey will also be welcoming guests for outdoor dining, while the Oak Tree will continue to
bring a taste of italy to our lodges with delivery or collection only.

We will be following the “rule of 6" across the resort — as well as all the other updated Welsh
Government guidance. As always, it is important that all our staff and guests keep themselves up-to-
date and you can find out more information on the Welsh Government website,

Thanks so much as always for your help, hard work and support.
Best wishes,

\
\

Y
%

Stuart laynes
Director of People Services
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From: Neil Hillary

Sent: 10 May 2021 18:51

To: Jessica Krelle; Mel Goldsworthy
Subject: F&B Recruiting issues

Hi both,

As per our conversation the other day — We are currently 10 short for F&B Assistants, 2 Commis Chef’s and 2 KP’s across each outlet. Also with Ash leaving we need a Head Chef.
Let me know if you need any more info before our catch up next week.

Kind Regards,

Neil Hillary

Head of Food & Beverage
Bluestone National Park Resort
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3.2 Agree roles and responsibilities with other contributors to the activity.
As this activity hasn’t been completed yet | can describe what would happen and who would be responsible for what role.

Each aspect of the recruitment campaign will involve different individuals in different departments. Carla, our Senior Recruitment Officer will
ensure that job descriptions are up-to-date and the jobs are listed on our website and are available to apply for through our recruitment
system ‘Reach’; in some cases where there is additional work | will assist with Reach, helping managers to progress or reject candidates. Carla
will also create content for the leaflets for the door drop and send to Marketing to be approved and amended if needed. Once the leaflets
have been approved, HR will agree and arrange door drop of local areas that are more likely to respond to the job advertisements such as
Milford Haven, Haverfordwest and Pembroke. These areas are usually chosen as this is where the majority of our workforce lives. Other
recruitment activities such as social media posts will be created by Carla and shared on the ‘Bluestone Careers’ Facebook page in the hope that
it reaches people looking for jobs and that other staff members and followers of the page share the post.

If Bluestone created a video advert for F&B recruitment campaign this would be arranged, filmed and edited by our marketing team. Once the
final version is complete it would be approved by the Director of People Services, the Head of F&B and other Directors to ensure the message
is clear and that the video is on-brand. A link to a video created to attract people to apply for Housekeeping is shown in E22; this video puts a
modern spin on the Housekeeping role to attract a wider pool of candidates. Something similar could be created for F&B.

The ‘refer a friend’ scheme would be agreed with the Head of F&B and supported by Carla who keeps a record of employees who have
referred a friend during their application process (E23). The potential employee has the opportunity to name the current employee who
referred them at the point of application on the Reach system. The money given to employees as part of this process will come from the F&B
budget.

If benefits are to be reviewed this could be done by creating a departmental survey for F&B to understand what benefits these employees
would like. The data can be collected and reviewed and benefits created as part of this process. This would need to be arranged by the Head of
F&B and supported by the Head of Insights and Analytics to create the survey. Depending on benefits that F&B would like to implement, this
could involve the Head of People Services and the Head of F&B to agree how to implement them, costs, whether they can be used for other
departments and, if there are any other considerations to be made before rolling out new employee benefits.
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https://vimeo.com/521007503

E23
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Refer a Friend Tracker.xlsx - Microsoft Excel — X
Page Layout  Formulas Data Review  View @ -9
] ] ) ] =t - - q
calibri 11 <A A== |[SEwrapTex General - E_:_;‘ —Eﬂ, ﬁgd j—‘-‘ _r 7.:.—‘ E :l‘.l‘thum %F J"}
BI L Ui A (S 00 00 v come 7% 9 (183 Sl ot G mert Dot o 5 - o8 oy
Font Alignment Number Styles Cells Editing
Jx | New Employee Payroll Number
B e D E F G H | J K
Employee Employee Name | Employee Payroll | Department Expected Actual date of If probation pass
Payroll Who Referred a Number Who (Who New employee Date of 1st probation end passing confirmed, date of
Number | ~ De; - Friend ~ | Referred a Frien ~ Referred) | ~ start date ~ payment £50 | ~ date - probation |~| 2nd payment £10( ~
HiHH 00/00/0000PLL TO ENTER DATE 00/00/0000 PAYROLLTO ENTER DATE
3626|HK 11/08/2020} payroll (30/09/20)]  03/11/2020 03/11/2020pber payroll (31/12/20]
2932|HK 14/08/2020f payroll (30/09/20) 06/11/2020probation (leaver)
3510[HK 21/08/2020} payroll (30/09/20)|  13/11/2020 13/11/2020ber payroll (31/12/20]
3117|HR 27/08/2020} payroll (30/09/20)]  20/11/2020 20/11/2020pber payroll (31/12/20]
3866|HK 27/08/2020} payroll (30/09/20)]  20/11/2020 21/11/2020pber payroll (31/12/20]
2829|HK 27/08/2020} payroll (30/09/20)]  20/11/2020 22/11/2020pber payroll (31/12/20]
3762|HK 27/08/2020} payroll (30/09/20) 20/11/2020
3830|HK 02/09/2020} payroll (30/09/20) 26/11/2020 04/12/2020]left employment 12/1(
2239|Env 16/09/2020} payroll (30/09/20)]  10/11/2020
2309|GS 16/09/2020} payroll (31/10/20)]  10/11/2020 02/04/2021May payroll (31/05/21]
3710|F&B 16/09/2020} payroll (31/10/20) 10/11/2020probation (leaver)
3972|HSK 30/09/2020f payroll (30/11/20) 23/11/2020probation (leaver)
2033|Retail 07/10/2020f payroll (30/11/20) 30/12/2020probation (leaver)
3485|HK 30/09/2020} payroll (30/11/20)|  23/11/2020
1094[HK 07/10/2020} payroll (30/11/20)]  30/12/2020 15/03/2021hrch payroll (31/03/21]
2022|HK 30/10/2020} payroll (30/11/20)]  22/01/2020 15/03/2021hrch payroll (31/03/21] |
3967|HK 14/10/2020} payroll (30/11/20) 06/01/2020probation (leaver)
3986|HK 14/10/2020f payroll (30/11/20) 06/01/2020 26/03/2021}a Bull left employment
3598|Maint 21/10/2020} payroll (30/11/20) 13/01/2020 Leaver
2023|Sales 11/11/2020f payroll (30/11/20) 03/02/2020probation (leaver)
3968|HK 18/11/2020f payroll (30/11/20) 10/02/2020 Leaver
4000|HK 11/11/2020} payroll (31/12/20) 03/02/2020probation (leaver)
2110|HK 03/12/2020) payroll (31/01/21) 25/02/2020
29/HR 16/12/2020) pavroll (31/01/21) 10/03/2020 Leaver



https://vimeo.com/521007503

3.3 Identify organisational procedures and legislative requirements which underpin the activity.

Everyone involved in recruitment must have the appropriate knowledge and skills to make effective and fair recruitment decisions (CIPD,
2020c). Bluestone has an up-to-date recruitment and selection policy (E24) which outlines how the recruitment and selection process works.
This policy includes all stages of recruitment from pre-recruitment considerations to probationary period, and then processes that need to be
completed at the start of employment such as induction and training. It is important to follow this process and not skip stages to ensure the
process is fair for all candidates the business (Recruitment and selection policy, 2014).

Bluestone also has a probation policy (E26), a GDPR policy (E25), and an employee benefits policy (E27) which all tie in with the recruitment
and selection process; all data needs to be collected, kept and then destroyed in accordance with GDPR; employee benefits are advertised at
recruitment stage and can be used once the employee has passed their probationary period; and the probation policy outlines the process of
the probation period including reviews and reasons someone may fail or have their probation extended; However, there is no formal process
recorded to review benefits or create an advertisement through social media.

Bluestone needs to ensure that the recruitment of candidates in unbiased, inclusive, makes efforts to minimise the risk of modern slavery,
ensures all new candidates have the right to work in the UK by requesting that they provide right to work documents (E28) and, that we abide
to the Equality and Diversity Act 2010. There is a lot to consider when recruiting and it is important that hiring managers are aware of these to
act lawfully to avoid discrimination (Lobley, 2020).
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1. Recruitment & Selection Policy

Blusstane Resarts recognises the importance of having opan, fair and sthical arrangaments in place
for the appaintment of all employess. This document s=ts out the policy framewark for recruitment
and ssdaction of all applicants, internal and extemnal.

The miast suitable applicant for any robe whether an existing employes or an external applicant will
ba selerted based on demonstration of the competencie, attitudes, behaiours, sxperiencs and
expertise relevant to the needs. of that job roke.

Ta achiove this:-
L. AN appaintments b peid smplayment within Questons shall be made sn mert, The criteria
far selecting persons for employment shall be their abifity to fulfil the requirements of

particular pasts o= defined by the job description and person specification for the role.

2. All appointments shall be cansisteant with Blusstone’s obligations o an emplayer under
currant lagislatisn including the Equality A<t 2010, and assacisted Codes of Practics

3 A i ts shall b E with the principles and abjactives. of Blusstons's Equal
Oupartunities Policy {phease refer Lo the Employes Handbook).

4. Allresruitment and ssection eecives shall be canducted in stoordance with the pravisans
and standards of Blusstane Resarts Recruitment and Selection Code of Practics, and advice
given ta fine managars by the Human Remsunces Dapartment.

5. Blumtsne shall take steps to ensure that all pesans authersed to participate in the
recruitment and selection peapls 1 wark for Duestane are adequately and apprapriately
trained to competently fulfil their responsibilites under this policy.

6. The recruitment and sedaction process will be documented accurately at all stages and
access limited to recruitrmant staff. Racords will be kapt for 2 pariod of & months following
the selection process 1o allow for any complaints 1o be handled. All application fonms,
interview notes, equal opportunity fonms, etc will be forward ed to Human Resounces to be
handled and stored confidantially in with sound data o inciph

7. Recruitment and sslaction will be i d and 1 d by the Human
Resources Department to ensure that best practice s maintained.

2. Recruitment and Selection Code of Practice

WS PO0) Coad: 00,1 2/2000  Liid savwiiwe: 17
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The purpase of the Recruitment Policy is 1o ensure that:

» Procedures and guidefines for the recruitment and selection of employess. are followed
which will ensure consistent and best practics across all departments

= Internal applicants are provided full and early opportunity 1© apply for vacancies and achiew
caneer progression within the arganisation

= The most suitable applicant for the job rode & sslscted and offered the robe based on that
person being the best it against the competencies, mpenience and expertine required Tor
that role

* ANl applicants are treated in an objective and consistent way following best practios
procedures

= Al departments are required to advertise intemnal carees opportunities for their existing
amphyes

* Talenied employsss are recruited smploying the mast time efficent and cost effective
miesthads

= The Blusstone brand and culture & promoted and reinforced positively throughout the
recruitment process

The Code of Practice will appdy to all recruitment activity within Blues tone.

The provisions of the Code of Practice will apply to all recruitment that is within the scope excspt.
where precluded for valid operational rexsons, such as-

= Organisational restructuring: stalf will be transferned and appointed whenewer possible o
revised structures in accondance with the approved matching and shketting procedure,

* Redeplyment: existing empkiyes at sk of redundancy, smployes whase disabiity @uss
tham bz sesk redsployment may be granted prise consideration for suitabls vacansies o a
mans of avsrting tenminatisn of smployment.

= Amoratodium on recruitment for whatever razsan.

= In the situations cutfined above consultation will take place shead of any activity

Casual appaintmants |a casual worker is not guarantesd wark and is not requiced ts seoast

wark whan it is offered. 'Woark i 3d hoc and occasionall.

Role and responsibilities
Ensuring the efectveness of the recruitment and selsction mracess is a join repan ity sharsd by
Human Resources, the emplaying deparbment and, for the appeintment of seniar stall, the
Directors.

Human Reources as the professional resource will undertaks an advisory and guidance role,
manage established control mechanims 1o ensure consistency and monitor and evaluate practics o
ensure compliance with quality standards as set out in the Code of Practics and Equal Opportunitie
Palicy.

The emplaying departmant will be resgansible for the necessary administrative supgart Lasks and
appaintment decsions.

S 001 Conamaet: (/12,2000 LA mviar: 160672005 it Bavi: 16,08/ 200% Ot (1 Rz 4
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Authority to Recruit
Dus to the size and diversity of Busstans, the recruitment and sslection of amployses will be the
reponsiiity of individuals a several levels across the organiation Lo ensure maximum
effactiveness of the process and dacision-making. Howsver, they must be desmed compatent and
have campleted the company training befare daing se.

3. Procedure
Pre-Recruitment Considerations
Whaneuer 3 job vatancy arises thass respansible, befors making a decision to recruit, must give
careful consideration to a number of quastions such as:-

Is thers a definite nesd for the past{s|?
* Do the wacancy creste an opporlunity 1o review the job content or resllocats
accountabilities?

ks the post consistent with the departmental business plan?

ks the post within the approved structure?

ks there sufficient budget for the post?

Haves altesrn ative warking amrangsments besn cansidered?

Should the post be fillked on a permanent or temporary basis?

Would the post be suitable for a job shars aan gament?

Recruitment is amulti stage process that needs to be well planned.

45 soon a5 a dedsion has besn taken o recruit it must be dearly established who, within the
framework of the Code of Practice, will be invohed in the recruitment process.

T ensurs consistensy in desision making the managers identifisd will participats thraughsut the
recruitment and selection proces.

Those who will be involved should determine the realistic timetable for key events in the process,
ie:
& Adwertising {Hurman Resources management and cantrol)
*  Agency {Human Resgurces management and control)
= (Clasing date for applications
= Shortlisting
Sedaction process
Intarvimwing (including second stags}
Offer of employment

Every post must have a Job Description, which defines the purpose, principal acoountabilities and
scopeof the job, based on an analysis of the requirements of the job. Plazse ses Appendices [v] Tor
the Job Description template. IF the job invohwes access to vulnerable groups such as children, the
profile must include a statement gutiining that 2 DBS Check will be required. Human Resaurces will
offer further guidancs an this matter.

Thha bk Diemeription shauld be dear, concise and presented in the preseribed format.

P P001) Contark: 01/12/2000  Last s 16, 0ES 2009 Wit R 160
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Every lob Description must indude a Person Specification based on an analysis of the job
requinement, a5 detaibed in the Job Description.

The Person Specification must describe the person sought for the job in tenms of essential and
desirable qualities in the following areas:

= Quaiifications,fvocational training/oompetencies
= Experience

*  Knowedge

= Job related skills

=  Personal skills

Al decisions and systems used throughout the recruitrment and selection process will be based on
the Persan Specification. It & therefore essential that it must be dear, concise, presented an the
sremeribed farmat, dirscthy related ta the lob Descrigtion and free fram any refsen oo, which may be
interproted a dimeriminatary.

Established criteria must be justifisble and measurable. The recruiter should be able to detenmine
how each criterion in the Person Specification can be msessed during the selection process.

New posts or existing posts where the job analysis or pre recruitment considerations have
highlighted significant changes must be evaluated 1o determine the appropriste grade Tar the post.

An up to date Job Description and Person Spedification must be forwarded to the Human Resources
Drepartmiant fior a job evaluation to becanried aut.

The Human Rescunces Department will advise on suitable selection process Lo assess the criteda
prescribed by the Person Specification.  The necessary arangements should ako be made for
competent persons o cany out the sekaction.

When the glanning stage has been completed consderation can be given Lo advertising the vacancy.

Al vacancies will be advertized internallyin the first instance, via the comms briel submitted weskly
1o all employees an Flow.

Al vacancies will be examined by the Head of People Services {or nominated nepressntative) to
detenmine, in consultation with the Head of Department {or nominated representative), the
suitability for redaployment of staff ‘st risk”. Any vacancies identified 25 suitable will be ring-fenced
o st risk” staff and be precuded from advertising until these candid ates have boon considened .

Recruitment advertizemen s will be consistent with:-
®  Thelob Description and Persan Specification for the job
»  The Equal Opportunities Paficy
*  The prevaiing refevant legislation

Advertzements will provide sufficient information to enable prospective applicants decids whether
of not to seek further details and will cearly and concisaly indicate:-

PSP000) Conard: (1171 2/2000 Lt mavie 16082009 M Rt 16, 5 e ik &
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»  Post tithe

»  Salary range

= \Work kecation

= Brief description of the job

w Doief details of the ssential persan speciication

= How to apply and wha 1o contact for further information
= Clasing date for applications

Careful consideration should be given 1o selecting appropriate prefered media to achieve the most
effective way of reaching the widest possible target group based on advert respanse analysis. The
Torm of the advertissmant will need I with Blussy s brand standard

Human resgurces will manage and advise an selection of appropriate media, cogy content and
recruitment campaigns.

Reuests b plase recruitment advertisements must be made to the Human Aesunces Department.
Ne advertisement will be ploced without a completed Autharity 1o Recruit Form {via Reach
Recruitment Management Systam), Job Description and Parson Specification.

Human Rescurcss will ensure that the vacancy i atvertsed internaly wia the apprapriate
distribution channets.

Tha use af emplayment agencies will snky & iered in ianal i and waukd be
sulbsjact to the prise approval of the Dirsctae of Human Resauress.

Application Request
Al pasitions are advertied on the Dustans Carssrs page and applications are managed thraugh
this platfarm, Any apglicants wha submit an applcation far a post using the Blustans standard
application form or by submitting a €V will be considensd, but thase applicants will be required 1o
comphets an anline application. Thens may abse be an exception 1o this ruk in the case of applicants
with  disability if their disability is such that they are nat abie to complete the standard application
farm. I such instances adv Fram Human B

Shartlisting
No applications. will be accapted after the cosing date unbess. there ane excaption.al cirounms Lan oss..

The shortist of applicants for interview shall be drawn up by the persons responsitde for the
recruitment process. Plemse see Reach user guide for further information on shortisting —
Appandics ().

Thase invohed in the selection process must disclose any relationship/friendship or contact they
miay have with an applicant. I a relationship & declared, that person should withdraw from the
process and play no part in it.

Sedection for inclusion on a shortlist shall be determined primarily by measuring the attributes of
each applicant a5 described on their application form methodically against each of the essential
criteria. Applicants wha do not mest all the essentisl criteria will not be shortisted.
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Every attempt should be made to ensure that shortiists are kept short {ie. for one vacancy. 6is a
remsanable number).

I the initial selaction process rsulis in ashortist of too many candidatis asacond selaction of the
applicants will be done on the basis of desirable criteria.

Sellection for inclusion on a shortiist shall be consistent with the Equal Oppaortunities Policy.
The shart fisting process shaukd be completed within § working days of the dosing date.

‘Whaen the shortist has basn drawn up all applicants will be informed of the progrss of the
application, this will be communicated via email thraugh the Reach system arranged by the Human
Resources. Department.

Shartiisted candidates shoud be given as much notis o possible of the intanios date and not kes
than § warking days natics, exept in sxceptional sreumstances.

Shortisted candidates should be informed of the selection processs 1o be used and advised of the
documents, which will nead 1o be produced at in terview, where approgriate, ie.

= Qualification certificated

& Licences

v My document presribed under the Asylum and Immigration Actian
Any other document rebevant Lo the job

Selection Process

The seection process and sebection methods used will vary acconding o he vacancy 10 be filld, but
must be appropriate for thevacancy to be filled and be based on the requirements of the job. Any
ssdaction methods used in addition 1o a formal interview must be agresd with Human Resources,
wha will provide the v advice and guidance, iate mathads could indude:

Prementation an given sulsect
Group intendes format
Assessment centres
Simulation exencise

In-tray exercie, ste

#  Psychometric tests

BAny tests used ax part of the process must be administened by a competent person. Feadback on
bemts will b rmade available to candid ates.

Ml parts of the sslection process. must be applied consistently to all candidates. The predetenmined
‘cord” intarview questions must be asked of all candidates.

in making the selection decsion, consideration should be given 1o the edent o which each
candidate matches the requirement of the person specification, including proof of quaiifications,
using the svidenes gathared.

Mot it [T

Comprehensive, dear and accurate records will be made of each candidate’s performance
throughaut the selection process.

Each member of the selection team will record hisfher scores and comments individually, for sach
candidate, using the predetenmined scoring and weighting system far selection tests [if appheable]
and the fonmal intenview.

All interview records and dacumentation must be sant ta the Human Resgurces. Department which
will be stored for a period of sixmanths.

Individual jud it will be die ad and apanly with thoss an the selsction team to
reach a censensus gn the final decian.

The final selection decision will be consistent with the Equal Opportunities Policy.

The succmssful candidate will be informed & soon as possible. F a decsion i lkely to be delayed,
candidates must be advised accondingly.

The formal letter of offer and contract will be sent to the succesful candidate via email within 1
warking day of the verbal affer, alang with thei starter paperwark.

Unsuccsssful candidates. will be advised of the sutcame of e selaction proces & soon o passitie
and within § warking days of the intariew,

Verification and Vetting

The employing department should take up references from Human Rescunces for internal
candidates, priar b intervime, The purpase of this iste check impartant factusl information such as
empkiyment histery, qualifications, sickness absence record, disciplinary record and current
perlarmancein ok, These shoukd not form part of the selection procsssand shoukd anly be used &
werify infarmation ance a selection has been made. References for external candidates shauld anly
b sught with their prise parmissian and are generally ssught fallowing intervi,

Additional chedks inchuding DBS checks will ko be carried out on the sucessful candidates for posts
involving access to children and other vulnerable groups. This will be carried out by Human
e g rces.

Successful candidates will be aosked to produce evidence, as prescribed by the Asylum and
bmmigration Act, relating to their right to work in the UK. Any offer of employment must be mads
subject ta recsipt of appropriste documentation. No start date should be agresd until this has been
checked.

Candidates will be asked 1 produce at intenview evidence, including certificates of qualifications
claimed an applicatian farms. The authenticity of decumentation will e chacked with rélevant
awarding bady if necessary. Capies of all cortificates will be taken by Human Ressurces and logged
and stored on the employess Persannel file.

The amploying department must be satisfied ax to the sucomsful candidate’s state of health and
fitness to undertake the job. This will nanmally be via the health questionnaire.
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If necessary further information can be obtained from examination by an independent medical
advisar wha will detarmine fitness. for amiploymeant.

Offers af emplayment shoukd be made canditional an the receipt of satisfactony refeences and any
ther verification procedunes s necassary.

Record Kes ping
The empleying department will keep a comprehensive recruitment File for each vacancy, which will
clearly document the progress of the recruitment and sslection process and contain details of all
sedection decisions, which should recorded as soon as they are made.

The recruitment file will contain the following document action as a minimum:

»  Copy of signed Sutharity to Recruit Farm
Jab Diescription and Persan Specification
Recruitment atverizemant
Request to advertise and confirmation
Dretais of recruitment information pack
Appication farms

Shartiisting forms

References

Subsctian tests and results

*  Inteniewquestions

*  Intenviewing manitaring farms

All recards will be o Human and keptin with the Data Protection
At and GDPR for aparisd of 6 months fallowing the sslaction proces.

Recruitment and selection reconds will be monitored and evaluated by the Human Resgurces
Department.

Plame abkso see Appendix 1 for a brief process guide for managers, Appendix 2 for a reach process
guidde, Appendin 3 and 4 far the reach user guides,

Probation
New employses joining Blusstone will be requined 1o serve 3 minimum 3 menth probationary

period, & menth’s in certain circumstances, during which time they will be msessed to detenmine
thasi suitabsiity for the job.

The new empleyess perfarmance will be carefully manitared during the probationary peried by the
fine manager with formal msessments al regular intervals. |See Probationary Period Paficy far
Further infanmation].

The Probationary Period Poficy must be applied consistently to all new employess.

Induction
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Any employss who commences a new job, whether as an internal or extennal apgoin bee, will need
sawme form of induction. Formal induction should begin immiedistsly upon commencament and all
new employess are required to attend the company induction.

It is the res, ibility of the emplaying d 1 to ensure the new employes i booked onto the
campany inductien with the Human Resgurces Department,

Following the company induction a twoe week departmental induction should be carried out and
plans for this should be submitted tothe Leamning and Development team prior to their start date o
be reviewsd. The leaming and developmeent team can offer suppont and guidance on induction
tirretabibes

It i the responsibility of Heads of Departments to ensurne that all staff invoheed in the recruitment
and selection process in their department comply with the provisions of the Code of Practice.

The Director of Human Resources shall be authorised to intervens at any point in the recruitment
and sedaction process where non-compliance has occurred o is likely to accur.

Monitors
Human Rescurces will be responsitbe for manitaring and evaluating recruitment and sedection
axtivity within the arganisation.

Human Ressurces will moniter compliance with Blusstone’s Equal Opportunities Policy an
recruitment and selection.

Human Resaurces will pariodically review the content and aperation of the Cade of Practios and put
forward recommendatians for impravements in light of developments in recruitment and selection
practics and begal requirements 1o ensurs that best practics is maintained.

T

ing will be provided to staff invoheed in the recruitment and selsction process.
I & the responsibility of the Heads of Department to ensure that those invobeed in the recruitment
and sedection process have attended the necessary training and are desmed competent before
emisarking an such actiity.
Internal Applications
ey wisking 1o apply far an intermal rebe must complets an internal application farm jses
apgendin - v} and submit ta the hiring managers far cansidenatian.
Internal applicants may not apply for a role or transfer to anather department if they:

® S currantly in probation

®  Arein the proces of complating a parformancs improvement plan

o Have any s disciplinary warnings for miscanduct

* Have any Final written warnings for any rezsan
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Plaass nate, this i aguide set sut b ensure comistency. In sxcaptisnal circurmstances, there maybe
accasians where the recruiting managsr may remanably consider applicants that fall within these
aramsbers. In this event, the recruiting manager must refer 1o Pesple Servces s guidance.
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About this Policy

1.

Bluestone Resorts Limited [The Company) takes the security and privacy of your data seriously.
We need to gather and use information or ‘data’ about you as part of our business and to
manage our relationship with you. We intend to comply with our legal obligations under the
Data Protection Act 2018 (the ‘2018 Act’) and the EU General Data Protection Regulation
[‘GDPR’) in respect of data privacy and security. We have a duty to notify you of the information
contained in this palicy.

This policy applies to current and former employees, workers, apprentices and
consultants. If you fall into one of these categories then you are a ‘data subject’ for the
purposes of this policy. You should read this policy alongside your contract of employment (or
contract for services) and any other notice we issue to you fram time to time in relation to your
data.

The Company has separate policies and privacy notices in place in respect of job applicants,
customers, suppliers and other categories of data subject. A copy of these can be obtained from
The Data Protection Officer.

The Company has measures in place to protect the security of your data in accordance with our
Drata Security Palicy. A copy of this can be obtained from The Data Protection Officer.

The company will hold data in accordance with our Data Retention Policy. A copy of this can be
obtained from The Data Protection Officer. We will anly hold data for as long as necessary far
the purpases for which we collected it

The Company is a “data controller’ for the purposes of your personal data. This means that we
determine the purpose and means of the processing of your personal data.

This policy explains how the Company will hold and process your information. It explains your
rights as a data subject. It also explains your abligations when obtaining, handling, processing or
storing personal data in the course of working for, or on behalf of, the Company.

This policy does not form part of your contract of employment (ar contract for services if
relevant) and can be amended by the Company at any time. It is intended that this policy is fully
compliant with the 2018 Act and the GDPR. If any conflict arises between those laws and this
policy, the Company intends to comply with the 2018 Act and the GDPR.

GDPR - Principles

Personal data must be processed in accordance with six ‘Data Protection Principles.” It must:
be processed fairly, lawfully and transparently;

be collected and processed only for specified, explicit and legitimate purposes;

be adequate, relevant and limited to what is necessary for the purposes for which it is
processed;

be accurate and kept up to date. Any inaccurate data must be deleted or rectified
without delay;

not be kept for longer than is necessary for the purposes far which it is processed; and
be processed securely.

We are accountable for these principles and must be able to show that we are compliant.

(PS-P-OT5) Created: 15/05/2018 Last review: 15/05/2018 Next Review: 15/05/201% Owner: D.Rainbow 2
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Created:

Last Review

Doc No: B
Rev No: Probation Policy b
(e bluestone
Last Review:
Contents
1 i 3
2 Scope of the Procedure 3
3 Purpose 3
a The Process a
i Stage one —induction {to be completed  at end of fist two wesks) 4
i Stage Two {to be completed at end of 8 wesk period) 5
Stage Three - Final Assessment (ideally at beast two wesks before the end 6
of the peniad}
5 Mandatory Attendance at the Bluestone Induction &
& 7
7 Non Confirmation in Post 7
8 z not Confirmed 7
) Appendices 10
i Probation process on reach 10
Probation Assessment 2 wesk 11
Probation Assessment 3 week 13
Final probation 15

{PS-P-007) Created

1. Introduction

Appointment of all new employes or promation of edsting staff will be based on the demonstration of
capabiity and suitability for the post by means of a competency based interview. This document defines. the
pracess and procedures of this probationary period and i in the best interests of both the business and the
employes.

Further o this interview, upon commencement of employment with Blusstons, all new employes continued
employment and thase promoted intemally will be subject 1o the successful completion of a formal
probatisnary perind. This sssessment is designed for the review of new employes's performance and the
confinmation of suitabiity for the past to which they have besn appointed. The msessment will take place at
theend of the probationary perisd in the fermat of a farmal review. This will ensure that employes are
equipped with the appropriate knowledge and support mechanisms o enable employess 10 perform to the
standards reguired

2.Scope of the Procedure

Narmally the formal probationary period will extend aver athres manth peried {although for same roles this
will be 2 six month period) and will be specified in the letter of appointment and/or in the Principal Statement.

This procedure applies toall newly appointed employess: detais are set sutin the Employes Handbook and
individual contracts of emplayment.

This pracedure does not apply to agency stalf or other warkers.

This procedure will also be followed after 2 promotion or secondment of more than six months’ duration, ora
change of role. | s s uzed ibe the

of existing employess Lo a new position of a
higher grade than their substantive post).

3. Purpose

To ensure that all new employes receive appropriate supervision, guidance and support during this initial
period of employment.

To fagiitate the understanding of the company's expectations. in conjunction with the job purpase, induction
and Employes Handbaok.

T ensure that new employes are sble (o demanstrate thei capability within the past they are appainted ta,

and to provide a mechanism for regular review of their capability by their supenvisar/fine manager.

To provide an opportunity 1o proactively deal with concems over anew employess performance, set targets
for improvement and provide the most appropriate support to enable an employee 1o improve.

[PS-P-007 | Cressed:




E27

bluestone

national park resort

44| Page

Employee Benefits Policy

Owner: D Rainbow

Bluestone Resorts Ltd

Dox No:

Rev No: Employee Benefits Policy

bluestene

Created:

Last Review:

Dac No:

Rev No: Employee Benefits Policy

bluesteone

Created

Last Review:

The: f this policy is of what benefit i nd herw thery are

This poficy apges i all stafl.
Benefits

Bhwestone Points Every quarter, employess are isued with Benefit points which can be used against a range of onsite
activities, svents and also accommadation.

These paints are per and all will be subject to availability as guest
bookings will take priority. Plese note: New bookings on anyaf the Staff Points offers can be refused based on
Occupancy Levels. Al activities MUST be pre-booked. Employess can pre-book at village central o the outlet
providing the activity itself. Employees will be required to show your employes ID card.

When boaking accammed ation, please do fiis viayour ine manager who will verify your ponts and contoct sakes
directly with your request. A memiber of the sales team will then call you to arrange the booking.

For Family and Friends 1o use the vouchers, the baoking needs to bemade by the employee and the voucher
signad 1o validats

By employes who larves Buestans il i i d any
paints gained, but not used, will came to be valid.

Thisse paints are the resporsibiity of the amployes and will not be replaced il bt A bog of all puints used will be
st by the Finance department and maonitored by HR. Amyone foured 1 be dupfiaating points o7 booking acthis
before points have been ssued wil be disqualified from d subject wthe: spiinary pracess.

At the discretion of the Director of Human Resources, Bluestone has the right lo withdraw the scheme fromindividual
employess o dltogether.

Friends & Family Speal Offers
From time to b I and s may thevalue of points. These
affers wil b ieated via the Wesidy C Brief and staff notie: boards. This benefit can be booked it

our sakes department and will be on 2 first come fisst served basis.
Bluestone Facilities

Employess have Tree off-peak amess Lo the Blue Lagoon and Adventure Centre for themsehves and up o 5 others,
Emplayses will need their smptyyes I card 1 redesm this benefit.

Food & Beverage Outlets

Emphoyess are webcome 1o use the restausants with friends and family outside of their warking hours and benefit from
20% discount on food purchases. Employess will nesd feir emplyes 10 crd i redeem tis benefit.

Retail Merchandise

Emplayaes benelit from 10% discount on non- food retall merdhandise and 5% discount on Spa Retall prducts. Employes
will need their employes ID card to redeem thi benefit.

{P5-P-053) Created: 03/12/2018 Last review: 03/12/2018 Next Review: 03/

Flow Dur anlin jication learning &

B woell 3 an etensive range of & s Lesining, wee sl rifine: bearning and patform,
Flerws. This tosl allows emplayess L ke part in snfine Lraining maduls coveringa range of i fram food Hygiene
through 1o Product Knowiesdge. We can alsosend employess notie: board items and news artides about Bluestane,
keeping you up todate with wha's going on. Flow will also keep a log of raining courses frat empioyees have mmpieted
and any . aswell s yeses what training is required for ther ok,

awill be available for them toview on Flow so that ey know what i sxpecied of them at
wark and what ‘sxcellence within their roke looks fie. Flow is available todownbood a5.an app as well a5 on the websits,
making it accessitie to all stall. For furfier information or assistanes with Flow, please contact the Leamingand
Development team.

Lesarning and Devedopment
Warking for Bluestane, emplayess will receive an-the job training and b s o L e
development at Bluestone is ke Lo emuring fial our stall are motivated and engaged toperfonm & the highest siandard
witiin thesir rse. Staff can expect tybe trained within their rale and also within the areas of fo d cuiture that we

promote within the company. At Buestone, we wark with a range of providers to allow employess tocomplete wark-

based qualifications. Subject aress include Sales, Customer Service, IT, Business Admin, Housskesping, Childeare and momd
Other il h, X hs deted lly include Lewed 3 Educat: d Training, NE

Certificate and several mair - For more i @ntact our Learning & Development team.
Shout it Out.

W want to hear your ideas! Busstone recognises e conribution that its employess make to the business and values
their gaod e, The aim of the scheme is 1 tum smployes goodideas into actions. The sugges tian schame is spen Lo
all Employess. of Bhuestone, The scheme sims L gh layees th i bute e far .
i i i o ity 1 Jeyees idea s aemepied then a man etary award will be made and this
wuld be determined by the sssessment panel, Even if fhe e is refected emphoyess could 31l win an award - 30 doa't
despair and try again!

T submit an idea, simply exmpiete 2 “Shout it Out” Form which you will find on the intranet, or from your fine manager.
For mare information about the Shout it Out scheme plase contact Peophe Senvices.

Health & Wellbing
Bluestone Employes Wellness Programme

At the heart of Bluestone’s “Every person (ounty phiksophy, & 2 genuine care far employes haalth, safety and wellieng.
This includes physical and mental health uBlising our wedlbeing programme initiatives. In 2016 we: launched our employes
wellbeing wihich is availatie 1o all empioyess across all d stalfto take: an interest
in their personal wellbeing,

tearrs, one son with our Wellbeing and finess advisor to one toone sessions
for nutritional guidance:, to mindfulness, cournseliing and mental health support we understand the need for employees to
acoms muistance which vers gl sspescts of thesr lvesin and outaf work,

Far mare infarmation an what we affer, pleass visit the Heslth and Wallbsing at Work Plicy, the comme brief or our

wellbing resaures cantre,

Wellbeing Resource Centre

(PS-P-053) Created: 03/12/2018 Last review: 0312/ 20 Owner: D Rainbow 3




E28

bluestone

2 April 2021 national park resort

Dear Colleague
Bluestone employment — Right to work in the UK
All employers in the UK have a responsibility to prevent illegal working.

To ensure we are compliant we have recently undertaken an audit and it has come to our attention
that we do not hold the correct documents on file for you.

With this view in mind, we would kindly request you to take a good quality photo or scan of either:

* Your current passport (this needs to be in date)
* Your birth certificate together with an official document with your permanent national
insurance number and name issued by a Government agency or previous employer

This photo or scan will need to be verified, signed and dated by you Manager or Supervisor and then
submitted by email to HRadmin@bluestonewales.com as soon as possible.

If you have quires or issues obtaining any of these documents please email
HRadmin@bluestonewales.com or speak with your line manager at your earliest convenience.

Kind Regards,

H{l»j, As )

Mel Goldsworthy
People Services Officer
Bluestone Resorts
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3.4 Plan and prepare for agreed role, ensuring the availability of any materials or resources required.

Employers who want to attract the best talent need to ensure that their recruitment process is running at peak efficiency. The recruitment
process needs to meet the specific needs of the organisation and be measurable to help evaluate and continually improve hiring plans (Russell,
2020). Bluestone has a good recruitment system and on-boarding process but may need to consider other details to attract talent such as pay
and benefits.

To plan and prepare for these roles, Bluestone need to:

- Prepare for the ideal candidate — Consider what attributes the perfect candidate has

- Sourcing and attracting talent — Look into recruitment companies to find talent or use your own recruitment campaign

- Converting applicants — Measure how many ‘clicks’ your job adverts gets versus how many people apply to measure effectiveness

- Selecting and screening candidates — Define ‘must haves’ and ‘nice-to-haves’ in relation to qualifications and progress/reject as needed
- The interview process — Set up an interview that works for both and interview the candidate(s)

- Reference check — Receive and check references to ensure their feedback is satisfactory

- On-boarding — Ensure they have a company induction, training and necessary resources and information at the start of employment

The need for these three F&B roles has been established through E9, E20 & E21 as a shortage of applicants has been identified through data
from reports and Management opinion. E34 supports this as it shows how many employees within the F&B department that are still on flexi
furlough compared with the Activities Department (E35). There are considerably less employees in F&B who remain on flexi furlough in
comparison to Activities due to the operational need in F&B. The Activities department has less operational demand due to current covid
restrictions. E32 shows the recruitment data (that is discussed in E33) for F&B; there would normally be many more applicants at various
stages of their application process for these roles. A recruitment campaign has been agreed to promote these roles in particular due to the
operational need for them. The job descriptions for each F&B role has been amended to look more attractive to candidates and includes
‘specific’ and ‘desirable’ skills (E29, E30 & E31). A door drop of leaflets for the available F&B roles has been arranged for June 2021 as specified
in E33. This will be arranged by the Marketing department to communicate to Royal Mail the desired door drop locations.

Ideally once each of the above stages has taken place Bluestone will start to receive more interest in these roles where the reaming processes
such as Selection and screening, Interview, Reference check, and On-boarding will take place.
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KEY RESPONSIBILITIES: (the duties and tasks outlined are not intended to be exhaustive
Job Title: Food & Beverage Assistant and other duties may be required from time to time):
Reporting to: Food & Beverage Supervisor
General:
e Toacknowledge and promote the Company culture
To follow Company Health and Safety procedures at all times
To exhibit a professional attitude at all times
To contribute towards in-house promotions and activities.
To promote and ensure the good reputation of Bluestone
Ensure that all information of a confidential nature gained in the course of duty is
not divulged to third parties
« Notify line manager as soon as possible of your inability to report to duty for all
periods of absence (in accordance with the Attendance Management Procedure)

Bluestone is searching for enthusiastic, friendly and committed individuals to join
our Food & Beverage team. Great short and long-term opportunities, as well as full
and part time roles, available. Apply Today!

PRINCIPAL PURPOSE OF ROLE:

To assist in the day to day running of Bluestone's catering outlets, ensuring that high standards
are achieved both in the provision of food served and the customer service experience of the
guest.

BLUESTONE BENEFITS: Speu.ﬁm

To provide a high standard of customer care, delivering agreed standards of service

to Bluestone guests

e To take guest orders, operate the till and handle transactions

e Serving food and beverages to agreed standards

* To ensure that front of house areas are kept immaculately clean and uncluttered at
all times

* To ensure that Food Safety Procedures and SOPs are followed

* To promote other products to customers in an efficient and friendly manner,
including other activities and services available on site.

e To use an EPOS till, including handling of credit/debit cards, and our Guest Ledger
system

e To attend and complete training courses as required.

* To maintain excellent product knowledge, competently answer any guest queries

* Employee Discounts, including discounted stays for family and friends and on food and
drink whilst on resort

* Employee rewards points

* Kids Camp (onsite subsidised childcare within the school holidays)

e Wellbeing programme: lovely Wellbeing Advisor, Mental Health First Aiders in each
department and Discounted gym memberships

e Departmental rewards and incentives

o Share Incentive Plan after a year’s service

* Holiday entitlement, Company Sick Pay and employer pension contributions

* (Gain qualifications while you work and great career progression opportunities
including leadership training

and be able to promote available products/activities
PERSONAL ATTRIBUTES
COMPETENCIES REQUIRE/D FOR POST HOLDER . g::;‘::j—:sd and follow Bluestone’s Health and Safety Policy and Emergency and Fire
e Excellent personal presentation
e Positive “can-do” attitude and willingness to learn and take on board new skills EXPERIENCE/KNOWLEDGE / SKILLS / UNDERSTANDING:
«  Strong customer service skills with an awareness of your impact on the customer Essential:
experiqnce e Experience of (or ability to) operating an electronic till
e Able to work in a team and strong communication skills with customers, managers and o Ability to work unsupervised/to use own initiative
team

e  Flexible, committed and punctual

e Able to stay calm and friendly to customers and staff whilst under pressure in a busy
environment

«  Keen to contribute to the development of the F&B department and the Bluestone
offering as a whole

Desirable:
* Experience of working within a customer service environment
e Completion of (or willingness to complete) Food Safety Level 2
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Job Title: Commis Chef
Reporting to:  Head Chef

Bluestone is searching for enthusiastic, friendly and committed individuals to join
our Food & Beverage team. Great short and long-term opportunities, as well as full
and part time roles, available. Apply Today!

PRINCIPAL PURPOSE OF ROLE

To support the kitchen team in the efficient running of the restaurant kitchen, ensuring
the highest standards are consistently achieved in terms of the choice, content and
presentation of meals in accordance with all current legislation and best practice.

BLUESTONE BENEFITS:

* Employee Discounts, including discounted stays for family and friends and on
food and drink whilst on resort

e Employee rewards points

e Kids Camp (onsite subsidised childcare within the school holidays)

Wellbeing programme: lovely Wellbeing Advisor, Mental Health First Aiders in

each department and Discounted gym memberships

Departmental rewards and incentives

Share Incentive Plan after a year’s service

Holiday entitlement, Company Sick Pay and employer pension contributions

Gain qualifications while you work and great career progression opportunities

including leadership training

PERSONAL ATTRIBUTES/COMPETENCIES REQUIRED OF POST HOLDER

Positive ‘can do’ attitude

Ability to work as part of a team

Ability to work under intense pressure for prolonged periods

Strong communication skills with customers, managers and team

Ability to take on responsibility

Flexible, committed and punctual

Shows a passion for fresh food and uncompromising standards

Keen to contribute to the development of the restaurant/catering facilities and
the Bluestone offering as a whole
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KEY RESPONSIBILITIES (the duties and tasks outlined are not intended to be
exhaustive and other duties may be required from time to time)

General

To acknowledge and promote the Company culture

To follow Company Health and Safety procedures at all times

To exhibit a professional attitude at all times

To contribute towards in-house promotions and activities.

To promote and ensure the good reputation of Bluestone

Ensure that all information of a confidential nature gained in the course of duty is not

divulged to third parties

# Notify line manager as soon as possible of your inability to report to duty for all periods
of absence (in accordance with the Attendance Management Procedure)

Specific:
+ To carry out all duties as and when required by the Chef de Partie

+ To ensure that all kitchen duties have been carried out correctly in accordance
with procedures i.e. cleanliness of work areas and equipment, food preparation,
etc

+ To ensure that food is prepared, cooked and served to the highest standard at all
times

+ To observe Bluestone Health & Safety procedures. You have a responsibility to
work safely at all times and to report any potential hazards, faults or problems
by following the escalation procedure.

+ Toattend and complete training courses as required.

+ To maintain excellent product knowledge, competently answer any guest
queries and be able to promote available products/activities

EXPERIENCE /KNOWLEDGE/SKILLS & UNDERSTANDING

Essential:

. Previous chef / kitchen experience

. Ability to work unsupervised

. Ability to respond to emergency situations in an effective manner
Desirable:

. Completion of Level 2 Food Hygiene Course

. Willingness to complete NVQ qualification and other training courses




Job Title: Kitchen Porter
Reporting to: Head Chef

Bluestone is searching for enthusiastic, friendly and committed individuals to join
our Food & Beverage team. Great short and long-term opportunities, as well as full
and part time roles, available. Apply Today!

PRINCIPAL PURPOSE OF ROLE:

To support the head chefin the efficient running of the restaurant kitchen, ensuring the
highest standards of cleanliness and housekeeping and helping in food preparation.

BLUESTONE BENEFITS:

+ Employee Discounts, including discounted stays for family and friends and on
food and drink whilst on resort

+ Employee rewards points

+ Kids Camp (onsite subsidised childcare within the school holidays)

Wellbeing programme: lovely Wellbeing Advisor, Mental Health First Aiders in

each department and Discounted gym memberships

Departmental rewards and incentives

Share Incentive Plan after a year's service

Holiday entitlement, Company Sick Pay and employer pension contributions

Gain qualifications while you work and great career progression opportunities

including leadership training

PERSONAL ATTRIBUTES /
COMPETENCIES REQUIRED FOR POST HOLDER

Excellent personal presentation.

Positive “can-do” attitude.

Willingness to learn and take on board new skills

Awareness of your impact on the customer experience.

Able to work in a team

Flexible, committed and punctual

Ability to work under pressure

Keen to contribute to the development of the F&B department and the Bluestone
offering as a whole
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KEY RESPONSIBILITIES: (the duties and tasks outlined are not intended to be exhaustive
and other duties may be required from time to time):

General:

e To acknowledge and promote the Company culture

e To follow Company Health and Safety procedures at all times

e To exhibita professional attitude at all times

* To contribute towards in-house promotions and activities.

e To promote and ensure the good reputation of Bluestone

* Ensure that all information of a confidential nature gained in the course of duty is
not divulged to third parties

* Notify line manager as soon as possible of your inability to report to duty for all
periods of absence (in accordance with the Attendance Management Procedure)

Specific:

e To carry out all duties as and when required by the chefs

e To assist the team of chefs in creating a clean and safe kitchen environment

e To assist chefs in the preparation of food

* To observe and adhere to all Bluestone Health & Safety procedures, including waste
disposal, fire safety and reporting of faulty equipment

¢ To maintain the correct levels of stock within your outlet at all times to service
demand without carrying excessive volumes

* To attend and complete training courses as required.

¢ To ensure that Food Safety Procedures and SOPs are followed

* To attend and complete training courses as required.

e To maintain excellent product knowledge, competently answer any guest queries
and be able to promote available products/activities

EXPERIENCE/KNOWLEDGE / SKILLS / UNDERSTANDING:
Essential:
*  Ability to work unsupervised
e Ability to respond to emergency situations in an effective manner

Desirable:
* Completion of (or willingness to complete) Food Safety Level 2
* Previous experience in working within a kitchen
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Candidate Summary

Generated 2021-05-14 11:43:19

Department

Food & Beverage
Food & Beverage
Food & Beverage
Food & Beverage
Food & Beverage
Food & Beverage
Food & Beverage
Food & Beverage
Food & Beverage
Food & Beverage
Food & Beverage
Food & Beverage
Food & Beverage
Food & Beverage
Food & Beverage
Food & Beverage
Food & Beverage
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.7 | Candidate Stat.7 Full Name

Active
Active
Active
Active
Active
Active
Active
Active
Active
Active
Active
Active
Active
Active
Active
Active
Active

Job Title
Food & Beverage Assistant
Food & Beverage Assistant

Commis Chef

Food & Beverage Assistant
Food & Beverage Assistant
Food & Beverage Assistant
Food & Beverage Assistant
Food & Beverage Assistant
Food & Beverage Assistant
Food & Beverage Assistant
Food & Beverage Assistant

Relief Head Chef

Food & Beverage Assistant
Food & Beverage Assistant
Food & Beverage Duty Manager
Food & Beverage Duty Manager
Food & Beverage Duty Manager

E F
~ | Application Starte * | Current Stage ™
06/05/2021 Awaiting Offer Acceptance
10/05/2021 Awaiting Offer Acceptance
06/04/2021 Interview Feedback
07/05/2021 Interview Feedback
11/05/2021 Interview Feedback
27/03/2021 Probation 2 Week
31/03/2021 Probation 2 Week
01/04/2021 Probation 2 Week
09/04/2021 Probation 2 Week
14/04/2021 Probation 2 Week
22/04/2021 Probation 2 Week
05/05/2021 REFERENCE CHECK
21/04/2021 REFERENCE CHECK + PROBATION SET UP
09/05/2021 REFERENCE CHECK + PROBATION SET UP
12/05/2021 Screening
12/05/2021 Screening
13/05/2021 Screening
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=l Message | |Recruitment 2021 Dataxlsx (42 KB)

From: Carla Roberts

Sent: 14 May 2021 12:02
To: Jessica Krelle

Subject: Recruitment Update

Hi less,
Since the resort reopening, we have had vacancies across almost every department. This has presented us with many challenges due to other competitors also recruiting, often with a more competitive pay offering,
Key figures for 2021 so far:

« 609 external applicants (207 rejected, 212 withdrawn, 165 either employed or still in the recruitment process)
+ 33 external vacancies advertised
+ 82 new starters

Challenges:
+ F&B have struggled to fill their vacancies, ongoing advertising and campaigns to try to address this
+ Other departments have filled their vacancies but have had considerably less applications than usual (e.g. Guest Services, Retail and Sales)
+ Housekeeping were struggling to begin with but currently figures are looking good
+«  Marketing struggled to get a candidate to meet the criteria — had to reassess the job role
+ Academy Manager — small number of applicants, the one person who we were taking to the next stage of interviewing has withdrawn

Campaigns:
s Targeted ads on Facebook
+ Video created for HSK and F&B
s+ Western Telegraph advert
+ Wales Online adverts for senior roles
« Door drop for HSK
« Door drop arranged for June for F&B
+ Reassessing pay/benefits
+ Amending F&B 1Ds so they are more attractive
» Refer a Friend for HSK and F&B

Hope that helps, let me know if you need any other information or data @ I've attached the Reach report if you wanted to look at anything specifically.

51| Page



E34

d9o-c-)

May Pay - Furlough Status.xlsx - Microsoft Excel

2
- Home | Insert  Page Layout  Formulas Data  Review  View
= :’{’ g Calibri A1 AR - - = General - E 1 I : AI I._'| % Autof

_:5 Copy A A = |.§/ | =1¢ Wrap Text = _‘d _‘d _r‘ LR j -
ste & Format Painter |||[B =i Merge & Center ~ i‘}' % 9| %8 %8 Condmgnal Format  Cell Insert Delete Format /2 Clear
i Formatting ~ as Table ~ Styles ~ - = -

Clipboard F] Font [ Alignment F] MNumber E] Styles Cells
Security Warning Automatic update of links has been disabled Options...
D4 £

A B C D E F H

Summary of period: Wales went into full lockdown on 20th December so most employees went on furlough at the end of this period
1
I T Flexible/
Employee . - S , - - :
Numb Firstnames Surname Location Division JobTitle PayType Opening Status  working/ Don't
" " = - " 4 4 " Qual 4

53 Food & Beverage Fand B The Yard Trainee Supervisor Hourly 09/04/2021 Working
72 Food & Beverage F and B Stores F&B Assistant Hourly 09/04/2021 Working
484 Food & Beverage Fand B The Yard (Chef de Partie) Hourly 09/04/2021 Working
1335 Food & Beverage Fand B The Yard (F&B Assistant) Hourly 09/04/2021 Working
1427 Food & Beverage F and B Millers Bakery F&B Supervisor Hourly 09/04/2021 Working
1641 Food & Beverage Fand B The Yard Commis Chef Hourly 09/04/2021 Working
2001 Food & Beverage F and B The Yard Chef de Partie Hourly 09/04,/2021 Flexible
2003 Food & Beverage F and B Carreg Las Kitchen Porter Hourly 09/04/2021 Working
2024 Food & Beverage F and B Blue Lagoon F&B Assistant Hourly 09/04/2021 Flexible
2049 Food & Beverage F and B Wild Wood Chef de Partie Hourly 09/04/2021 Working
2119 Food & Beverage F and B Wild Wood F&B Assistant Hourly 09/04/2021 Seasonal
2123 Food & Beverage Fand B Tafarn Commis Chef Hourly 09/04/2021 Working
2213 Food & Beverage F and B Tafarn Chef de Partie Hourly 09/04/2021 Working
2217 Food & Beverage F and B Tafarn F&B Manager Hourly 09/04/2021 Working
2257 Food & Beverage F and B Wild Wood F&B Assistant Hourly 09/04/2021 Working
2357 Food & Beverage F and B Millers Bakery F&B Assistant Hourly 09/04/2021 Flexible
2480 Food & Beverage F and B Serendome Kiosk (Chef de Partie) Hourly 09/04/2021 Working
2606 Food & Beverage Fand B The Yard Commis Chef Hourly 09/04/2021 Working
2633 Food & Beverage F and B Tafarn F&B Supervisor Hourly MATERNITY 3
2636 Food & Beverage F and B Camp Smokey F&B Assistant Hourly 09/04/2021 Working
2749 Food & Beverage F and B Millers Bakery F&B Assistant Hourly 09/04/2021 Flexible
2774 Food & Beverage Fand B The Yard Commis Chef Hourly 09/04/2021 Working
2809 Food & Beverage F and B Tafarn F&B Assistant Hourly 09/04/2021 Working
2928 Food & Beverage F and B Serendome Hatch F&B Assistant Hourly 09/04/2021 Working
2929 Food & Beverage Fand B The Yard F&B Assistant Hourly 09/04/2021 Working
2949 Food & Beverage Fand B The Yard F&B Assistant Hourly MATERNITY 3
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Summary of period: Wales went into full lockdown on 20th December so most employees went on furlough at the end of this period
Flexible/
Employee . . - ) . . .
Numbe- Firstnames Surname Location Division JobTitle PayType Opening Status  working/ Don't |
~ ~ ~ b " ~ ~ Qual ~
Activities Activities Assistant Hourly 09/04/2021 Working
Activities Activities Assistant Hourly MATERNITY
Activities Entertivities Hourly 09/04/2021 Working
Activities Indoor Activity Instructor Hourly 09/04/2021 Flexible
Activities Indoor Activity Instructor Hourly 09/04/2021
Bike Hire Cycle Hire Assistant Hourly 09/04/2021 Flexible
Activities Activities Assistant Hourly 09/04/2021 Working
Bike Hire Cycle Hire Assistant Hourly 09/04/2021 Flexible
Activities Indoor Activity Instructor Hourly 09/04/2021
Bike Hire (Cycle Hire Assistant) Hourly 09/04/2021 Flexible
Activities (Activities assistant) Hourly 09/04/2021 Flexible
Activities (Activities assistant) Hourly 09/04/2021 Flexible
Activities (Activities assistant) Hourly 09/04/2021 Seasonal
Activities (Activities assistant) Hourly 09/04/2021 Working
Activities (Activities assistant) Hourly 09/04/2021 Working
Activities (Activities assistant) Hourly 09/04/2021 Flexible
Activities (Activities assistant) Hourly 09/04/2021 Flexible
Activities (Activities assistant) Hourly 09/04/2021 Working
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3.5 Undertake agreed role in a timely and accurate manner, in line with organisational procedures and legislative requirements.

E36 shows an email from me asking Carla if she would like any assistance in this process as there is quite a lot of work to do. She has
responded asking for me to assist with Reach and creating content for the leaflets that will be distributed in June. As we will discuss and
complete these actions in the coming week, | will explain what | will do and how it is in-line with legislative requirements and our Recruitment
policy (E24).

When | meet with Carla, we will discuss the content for the leaflets; it will be on-brand, not too wordy and contain images/photographs of F&B
employees enjoying their work. The leaflets need to be non-discriminatory such as not contain wording that implies the sex or age of a
candidate in-line with the Equality Act 2010. It is important for your leaflets to attract attention and be appealing to read otherwise people will
ignore them and it will be a waste of time and money (Freeman, 2021).

As | already have an understanding of the Reach process | can get started with assisting with progressing and rejecting candidate’s in-line with
the recruitment policy straight away. This process includes responding to feedback requests from unsuccessful applicants, recording internal
feedback from hiring managers and ensuring references are up to standard before confirming candidate hire.

Whilst Bluestone’s recruitment policy doesn’t specify how long the whole process should take from creating a job position to on-boarding,
most roles at assistant level take about 1 month to fill from start to finish. Depending on the role and how easy it is to fill, the process can take
anywhere between 3 % weeks to 2 % months from start to finish (How Long Should A Hiring Process Take? - Prevue HR, 2017).

As the door drop isn’t until June that leaves Carla and | with about 1 week to create content and add pictures to a leaflet; week 2 will be to get
the draft sent to and approved by Marketing, and then by the Head of F&B & Director of People Services; week 3 will consist of getting the
leaflets printed and distributed. | used these measurements as this is how long each stage took when we did a similar process for
Housekeeping Assistants in 2019; E37 is a Facebook post that mentions the leaflet drop and advertises the Housekeeping role.

As this is a priority with time restrictions attached, | will need to set other work aside in my usual role to assist Carla with this. We will need to
ensure it is completed in a timely manner to avoid delay and a knock-on effect to the F&B department.
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E36

From: Carla Roberts

Sent: 14 May 2021 14:11

To: Mel Goldsworthy

Subject: RE: Recruitment Update

Hey,

Thank you and yes please! Are you able to help me with the recruitment stages on Reach — some of the managers have been requesting to progress/reject candidates but there are quite a few so that would be helpful. Also, if you'd like you
can help me with the wording & layout for the door drop leaflets before they go to Marketing? We can have a chat about it next week?

Kind Regards,

Carla Roberts

Senior People Services Officer
Bluestone National Park Resort
Tel: 01834 869900 ext. 456

Web: www.bluestonewales.com

From: Mel Goldsworthy
Sent: 14 May 2021 13:29
To: Carla Roberts

Subject: Recruitment Update

Hi Carla,

Jess forwarded me your recruitment update — let me know if there is anything | can help with as it would be a good opportunity to learn a bit more about the process and there's obviously quite a lot to be done.
Kind Regards,

Mel Goldsworthy

People Services Officer

Bluestone MNational Park Resort
Tel: 01834 869 900 ext 444
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E37

Bluestone Careers
5 Aug 2019 - &

Coming soon to a door mat near you!

This week you might notice a flyer coming
through your letterbox from us telling you about
our vacancies in Housekeeping.

Our housekeepers are an integral part of the
Bluestone team, making the lodges spick and
span to give our guests a great first impression.

If you're looking for some extra cash, this part-
time (11 hours a week) job could be just for you!
There are also loads of benefits including
subsidised childcare in the holidays, free use of
the Blue Lagoon and Serendome, team building
events and more!

Apply now to Be Part Of It!

https://www.bluestonewales.com/careers/
current-vacancies-new
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3.6 Reflect on the effectiveness of the resourcing activity in meeting required objectives and report back to stakeholders.
As | have not fully completed this process my reflection will be based on how | perceive the activity objectives will be met.

E38 shows a recent social media post advertising the F&B roles available that had been shared 26 times since 6 May 2021. With the door drop
happening in June, this will reach hundreds more people who may not have social media access or follow the Bluestone Careers page. The
‘refer a friend’ scheme may also become more popular with current employees as interest increases through the door drop initiative and social
media posts. Hopefully though this extended process the recruitment campaign for F&B will attract attention and reach hundreds of potential
employees who will apply and be successful in securing a role with Bluestone.

My involvement so far has included meeting with the Head of F&B to discuss recruitment concerns, then to assist with the Reach recruitment
system and to create content for leaflets as a result. Since the initial meeting where concerns were raised on the 4 May 2021 a lot of proactive
and reactive tasks have taken place such as:

- 6 May - Social media Post advertising jobs in F&B (E38)

- 13 May - Family Newsletter screen-shot advertising extra hours in F&B & refer a friend scheme (E16)

- 14 May - Internal Communication regarding which F&B outlets are opening due to covid rules relaxing. This includes outlets that need
to remain takeaway only due to staff shortages (E20)

- 14 May — Job descriptions for F&B available roles reviewed and made more appealing (E29, E30 & E31)

- 14 May — Recruitment update stating what actions are being taken to address the recruiting issue in F&B (E33)

- 14 May — Plan initiatives with Carla to assist process (E36)

- 15 May — Email from Director of Operations requesting help from other departments (E40)

Each action so far has taken place in a timely manner so with continued momentum the leaflets will be created, approved and delivered in
June which will result in more applications. Other than the marketing video and reviewing pay and benefits, the recruitment campaign is
almost complete; a ‘refer a friend’ campaign poster has also been created to support recruitment for F&B (E39) and an email from the Director
of Operations asking for assistance from other departments has been circulated (E40). E41 shows the ‘total staff required’ in February 2020 as
minus what is needed; after the recruitment campaign in July the ‘total staff required’ is slightly higher than the total staff required (E42).
Whilst this is a campaign for Housekeeping and not F&B, it shows the effectiveness of these campaigns in attracting staff.
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In my opinion, | do think this process if effective but in the long-term, if pay and benefits are not addressed and altered to be competitive with
other similar companies this may be a reoccurring issue with recruitment for Bluestone. Other things | think we could improve on to attract
more talent is to be known as a great employer and include other employees in the recruitment process; these things may fall in place
naturally if pay is increased and benefits are reviewed with employees. Without talented employees, the business is unable to achieve its goals
to it is important to get the recruitment process, resourcing and talent planning processes right (Heathfield, 2021b).
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E38

Posts About Photos Mentions

Bluestone Careers
6 May - &

Our Food & Beverage team are now recruiting for a
variety of positions! If you're looking for full-time,
part-time or seasonal work then we could have a
role suitable for you.

The vacancies currently available are:
- Food & Beverage Assistant

- Kitchen Porter

- Commis Chef

To find out more information and to apply please
visit www.bluestonewales.com/careers. Be Part Of
It!
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E39
GAREERS POSTS AND REFER A
FRIEND TO WIN!

t our current v ncies - and share o

50 via our Refer a Friend sc

With the restrictions lifting and our occupancy rates on the rise you may have noticed that we are recruiting for a variety of roles
across the resort. We need your help to spread the word, so please like the Bluestone Careers page on Facebook and share the
upcoming posts.

If someone you know applies and is successful for one of our F&B or Housekeeping roles then you could win up to £150! You will
receive £50 once they are appointed and another £100 once they have passed their probation. You just need to make sure they pop
your name down on their application on the question that asks 'Was this job recommended to you by someone who currently

works at Bluestone?'
The roles we currently have running that qualify for the Refer a Friend offer are:

Food and Beverage Assistant (full-time, part-time and seasonal roles available)
Kitchen Porter (part-time)

Commis Chef (full-time)

F&B Supervisor (full-time)

Housekeeper (part-time)
Our other current vacancies are...

Leisure:

NEW: Production Manager on Duty - Full time. Closing date: 28th May 2021.

This role is to undertake and facilitate the smooth transition between seasons and project manage specialist installations such as
Toy Makers Trail and Wonder Wood. It also involves the installation and take down of the resort decorations and proactively

managing the contracters carrying this out.

F&B:

Food and Beverage Duty Manager (HR and Training) - Full time. Closing date: 31st May 2021.

This role is to support the senior management team by covering significant duty manager shifts, as well as having a passion for
people and the delivery of the HR function within F&B.

Guest Services:

Guest Services Officer - Full time (permanent and maternity cover available). Closing date: 1st June 2021.

This role is to deliver excellent customer service across the guest contact centres across the resort, through answering guest
queries, booking additional activities, and dealing with guest complaints.

gs.com. The internal

If you would like more information about the above roles, or if you would like to apply, please email recruitment
application form can be found on the HR Hub on the intranet, or by asking your line /HR

BLUESTONE CAREERS - WWW BLUESTONEWALES.COM/CAREERS
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E40

From: Jessica Krelle Sent: Mon 17/05/2021 0
To: HR Staff

Cc

Subject: FW: F&B Recruitment

From: Rebecca Rigby

Sent: 15 May 2021 11:08

To: Heads of Department; Team Leader Team
Subject: F&B Recruitment

Importance: High

Dear All,

With restrictions continuing to ease, recruitment across all departments has been a key focus for us all, in order to get to the operational teams back up to the appropriate number.
A significant pinch point that remains is within F&B.

This email is an ask for your help to support the F&B team. can | ask you all to reach out to your friends and networks and signpost any willing candidates towards F&B please? We are
running the refer a friend offer (£150) which is a great incentive.

Many of you are recruiting for other roles too and may have people applying who you do not require at this time, could you signpost them towards F&B please?

Some teams such as Housekeeping and Arrivals have part time team members who may be willing to work extra hours to support too, please can | ask you to spread the word and get back to
Neil or his Senior Team with any leads you may have?

Thanks so much in advance for your help with this,
Rebecca

Rebecca Righy
Director of Operations

Bluestone National Park Resort
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E41

Hequirement Per 10O 22-Jan 29-Jan h-Feb 12-Feb 19-Feb
Trainees -44 -43 -43 -47 -43
CiO Assistants 2 lodoges 1] 1] 1 1 1
CiO Assistants 3 lodoes -20 -19 -5 -3 -15
5. Self Checker mondFri 3 3 7 13 Fi
Total Staff Required -64 -62 -54 -42 -54
Total Holiday Per C!O 22-Jan 29-Jan h-Feb 12-Feb 19-Feb
Trainees 43 43 43 43 43
CiC Assistants 2 lodoges 1] 1] ] 1] 1]
CiC Assistants 3 lodoges 27 26 23 13 23
5. Self Checker rondFri 4 3 1] -5 1]
i ) 8 Fl 60 1
E42
Requirement Per CIO b-Aug 13-Aug 20-Aug 27-Aug 3-Sep 10-Sep 17-Sep
Trainees -45 -45 -45 -45 -45 -45 -45
0 Assistants 2 lodges 3 3 3 3 3 3 3
CI0 Asszistants 3 lodges 13 13 13 13 13 13 13
5. Self Checker monFri Er KL 34 et h 34 34
Total Staff Required 4 4 4 4 4 4 4
Total Holiday Per CIO Bb-Aug 13-Aug 20-Aug 27-Aug 3-Sep 10-Sep 17-Sep
Trainees 46 4f 46 46 46 46 46
CIO Azsistants 2 lodges - -2 -2 -2 -
IO dzsistants 3 lodges - -2 -2 -2 - - -
5. Self Checker mondFri -3 =43 =23 -3 P =23 =23
19 19 19 19 1 19 19
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