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Executive Summary

This report has been prepared for the Senior Management team at Puffin Produce Ltd and provides a critical analysis of the current appraisal system within the Company.  
Reliable secondary data sources were analysed in order to understand current thinking and trends surrounding performance management with primary data in the form of questionnaires and a focus group being undertaken within the business; details of which can be found within the body of the report and the appendices.    Primary research on the whole mirrored the findings of the secondary research.  It identified that the majority of appraisals were not being carried out and those that were, were seen in most cases as a tick box exercise, however evidence suggested that there was a desire for some form of performance management system to exist which included a rated score system.    It was evident that the workforce required real-time, frequent feedback which few appear to be currently receiving and many staff reported a feeling of distrust and a lack of two way communication between themselves and their managers when discussing performance and development.  An element of confusion was evident as to the purpose of the current appraisal system ie whether its purpose was administrative or developmental and additionally, there was no clear alignment between organisational goals and the performance review system ie  individuals goals.  
The report finds that the current system does not appear to be fit for purpose and is on the whole not effective.  
Recommendations discussed include:
-	Senior Managers should define a clear purpose for any appraisal system;
-	Further research should be undertaken into the most suitable performance management system for Puffin Produce Ltd with consideration made to the inclusion of rated scoring, opportunities for frequent feedback and alignment with organisational goals;
-	Managers should be provided with performance management training to include coaching and mentoring techniques in order to provide effective feedback, increase trust and create a development culture.
-	Investigation should be undertaken into the possibility of utilising performance management software.

The report also identifies that the research and analysis does have limitations.   The questionnaire response was carried out over a short period of time and the response rate was lower than hoped, as such the data collected should be viewed as indicative as opposed to conclusive.  The questionnaire results could be open to a degree of subjectivity due to the format of the questions although it is difficult to assess the exact impact of this.  Due to the number of managers involved in the focus group the evidence should only be viewed as indicative, it must be noted that due to the purposely unstructured nature of the focus group the information received was more difficult to analyse effectively.




Contents



1.	Introduction ………………………………………………………………………………………………..3

2.	Literature review …………………………………………………………………………………3
	2.1  	To appraise or not to appraise – that is the question? …………….3
	2.2	Annual or ongoing review? ……………………………………………………..4
	2.3	Styles of appraisal techniques …………………………………………………4
	2.4	Creating the right culture ………………………………………………………..5
3.	Methodology …………………………………………………………………………………….. 5
4.	Findings …………………………………………………………………………………………….. 5
5.	Conclusions ………………………………………....................................................6
6.	Recommendations………………………………………………………………………………7
[bookmark: _GoBack]Limitations ……………………………………………………………………………………………………..7 
References ……………………………………………………………………………………………………..8
Appendices ……………………………………………………………………………………………………10
	Appendix A	UWTSD Ethical approval form
	Appendix B	Full analysis of questionnaire results 
	Appendix C	Main points from managers’ focus group
	Appendix D	Email from training provider showing cost of 
			Performance management training
	Appendix E	Email from Staffcircle identifying the cost of 
			Performance Management software
	

Appendix E	Email from StaffCircle identifying the costs of software which would assist with                  performance management



1.	Introduction

Puffin Produce Ltd is a private company supplying fresh produce into most of the major supermarkets with a turnover in excess of £21,000,000.  (Companies House, 2017).  The Company experienced a turnover rate of 36% in low skilled in 2017 workers compared to the national average within the food industry of 12%. (Stones, 2017) 2018 saw turnover rates increase to 44% resulting in a significant cost to the business.  43% of the current workforce are non-UK workers and with the uncertainty of Brexit combined with difficulties in recruiting locally the Company need to identify ways in which to retain their current workforce.   It is a well-known fact that effective communication between workers and managers increase feelings of engagement and motivation (CIPD, 2017) which could reduce turnover, in part this can be achieved through a successful performance review system. (CIPD, 2018) During a recent management course it was raised by three tiers of management that the current annual performance review was not effective.

Aim
The aim of this research is to critically analyse the strategies used to manage performance with a view to improving the process at Puffin Produce Ltd.

Objectives
To critically analyse the effectiveness of performance systems;
To identify and critically analyse the effectiveness of the performance system at Puffin Produce Ltd;
To make recommendations to improve the current performance system at Puffin Produce Ltd.
2.	Literature Review

Literature from a range of reliable sources was analysed with a number of key themes becoming apparent.  Not all literature reviewed was included in the report with the focus predominantly being on the more recent publications.  That being said the Streblar et al (2001) report for the Institute of Employment studies has been included due to the broad scope of research included and the reliability of the source.
2.1	To appraise or not to appraise?  

The last decade appears to have seen a shift away from traditional annual appraisals with a more agile and regular feedback system being favoured by large organisations such as Deloitte and Accentures (Cappelli & Tavis, 2016).   Cappelli & Tavis (2016), examine the reasons why changes have occurred and provide a balanced view of the situation, their study looks at a number of large organisations and is based purely on secondary research.  Traditional annual appraisals are criticised for being time consuming, focusing on past-performance and accountability rather than developing talent and are loathed by managers and employees (Gaskell, 2018), however Murphy (2018) warns that annual reviews shouldn’t be discarded if a good replacement has not been devised with Cappelli & Tavis, (2016) identifying that certain sectors may be served well by the traditional system.   Similarly Hermel-Stanescu (2015, pg 277) states that ‘’a well-constructed and efficient appraisal system’’ is an essential part of performance management.  Whilst Gaskells (2018), Murphy (2018) and Hermel-Stanescu (2015) research base is limited their comments are mirrored amongst much literature from more in depth reports such as Capelli & Tavis (2016) and the CIPD organisation.   Further supporting their view no literature has been found that indicates that performance reviews should be removed from the performance management system of an organisation completely.  However, there is significant reporting of ineffective traditional annual performance reviews and the need for a change/review of these systems.  
2.2	Annual or ongoing appraisals?

CIPD research suggests that traditional performance appraisals don’t always contribute to performance indicating that the perceived fairness and usefulness of the appraisal has a significant impact on the performance of individuals.   (Gifford, 2016).   There also appears to be much criticism of the traditional approach as it focuses on past performance and that positive/negative feedback is often given on an annual basis rather than in real time reducing the opportunity to improve or capitalise on success.   (Rushmore, 2017)  It appears that as a result of such criticisms the removal of the annual appraisal and shift to a system of frequent ongoing appraisals has become more popular although little evidence has been published to show that new practises do improve performance. (Gifford, 2016)   According to Cappelli & Tavis (2016) the change in appraisal systems is linked directly to organisational change, the workplace is becoming a faster pace, agile environment with frequent changes so an annual appraisal system is not aligned.  It appears that regular real time feedback is more suited to todays’ organisations although from a legal perspective there is a risk associated with any process that does not document any performance records particularly when handling dismissals and redundancy.  (Crush, 2015)  This view is mirrored by ACAS (Unknown) emphasising the need to keep records, interestingly they appear to promote the use of an annual appraisal but also highlight the need for regular more informal catch ups throughout the year. 
2.3	Styles of appraisal technique

Little reliable information has been found relating to the various styles of appraisal technique with much of the research based around forced ranking and 360 degree appraisals.   According to Cappelli & Tavis (2016) forced ranking differentiates between those employees who are achieving well and those that are underachieving, largely ignoring the ability of individuals to develop, focusing strongly on personality traits/past performance.   They indicate that comparison with others does not improve personal development and feedback should have some comparison against an individual’s past performance, a view mirrored by Gaskell  (2018) and Gifford (2016).   Cappelli & Tavis (2016) highlight that appraisals systems with a rating/ranking scores are often influenced by how much the appraiser likes the appraise as well as the individuals performance;  a view mirrored by Gupta (2018) who highlights that once managers have an opinion about someone it is hard to change that opinion with Gifford (2016) identifying that unfair and inaccurate assessments of performance will result in a ‘shaky’ appraisal process.    In contrast the CIPD  (2018b) report that 360 degree systems invite feedback from a number of people create a fairer, more objective process although it suggests higher levels of trust are required to deliver an effective process particularly if contributors are anonymous.   Strebler, et al., (2001)  carried out extensive research over various sectors and determined that the system of performance review should be fit for purpose for the organisation it operates within, should being aligned with the organisational strategy and consider the skills/behaviours required by individuals to deliver the strategy.   They however, warned against close alignment if the organisational strategy frequently changes.  Likewise Cappelli & Tavis (2016) state that in todays’ fast changing organisations performance should be aligned to specific projects rather than overarching strategy,  a view also aired by Crush (2015).   The Five conversation framework and Buckingham and Goodall’s system are both more agile systems utilising elements of the traditional appraisal  and requiring frequent reviews throughout the year  (Taylor, 2016),  an approach supported by Cappelli and Tavis (2016).    Walter (2018) reports on the benefits of utilising computer software to increase the agility of performance management highlighting its usefulness within a more diverse workforce, further emphasising the points made by the CIPD and other sources of research.   Gifford (2016) identifies that it is key to understand whether the purpose of the appraisal is developmental or administrative identifying the difficulty for a single system to satisfy both requirements, however none of the literature identifies a specific appraisals system as ‘the best’ but highlights that the success of a system dependant on effective implementation and delivery of feedback.  (Cappelli & Tavis, 2016) (Crush, 2015) (Strebler, et al., 2001 ) 
2.4	Creating the right culture
[bookmark: _Hlk4091368]In order to deliver real-time, frequent feedback managers must have more regular interactions with their staff around their performance and development.  Gaskell (2018) identifies that employees should be seen as individuals with Gifford (2016) advising managers to be aware of personality traits in order to give feedback and gain a positive reaction.   Gifford (2016) also discusses evidence to suggest that participative goal setting or self-setting goals are ‘’better at driving performance than assigned goals’’ as they are based around personal interest or values, thus requiring understanding of the individual. (Gaskell, 2018).  Both Strebler, et al., (2001) and Barnet (2018) identify that in order to provide positive developmental feedback line managers may require training on how to coach employees rather than direct employees with Cappelli & Tavis (2016) identifying that immediate coaching allows employees to understand and apply advice more effectively.  On this note Gifford (2016) outlines that the reaction to feedback effects future performance ie feedback given well and at the right time can be valuable but given poorly can be devastating.  Research indicates that managers need to build a trusting relationships with employees with effective two way communication enabling positive feedback and thus creating a developmental and psychologically safe culture. (Delizonna, 2017)

3. Methodology
Primary research was undertaken by utilising a quantitative questionnaire and a qualitative management focus group with the basic philosophical approach being interpretivist. (Anderson, 2011)  Ethical implications were considered throughout the various stages of research. (Appendix A).  (Anderson, 2011).   In order to gather opinions of as many staff as possible in the timeframe (Armstrong, 2012) a multiple choice questionnaires was sent electronically to 124 staff via Survey Monkey, enabling respondents to remain anonymous and have the opportunity to decline responding.   It was hoped that by maintaining anonymity more people, particularly in the entry level roles, would respond.  The questionnaire was sent to a fair representation of staff which included members of all departments, at various levels up to and including supervisors and was completed by 36 respondents (29%).  The method of data collection was reliable in nature although the validity was reduced due to the limited response rate.   The focus group was unstructured in order to gain greater insight of opinion (Armstrong, 2012) and consisted of 5 managers (25%) with all departments and management levels represented. (Perkins & Woodhams, 2016)  The questionnaire results were analysed by use of Survey Monkeys analysis tool and were then analysed against the views of the focus group and secondary research that had taken place in order to identify any themes and/or areas for development.

4. Findings
All questionnaire results were analysed (Appendix B), however some definite patterns were identified with the feedback culture. (Table 1) The key points from the focus group are shown in Appendix C. 
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Table 1.
With regard elements of the appraisal interview some key patterns became evident. (Table 2)
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Table 2.
Findings indicate that the majority of appraisals are not being carried out annually, with secondary research indicating that they are often time consuming and loathed (Gaskell, 2018) views which were mirrored by the managers during the focus group with some reporting that they did not feel confident in conducting an appraisal. (Strebler, et al., 2001) (Barnet, 2018)   It appears that informal feedback is not frequently given to employees despite most wanting real time feedback as suggested by Cappelli & Tavis (2016).  With regard to managers/employees relationships, 34.24% of respondents felt that there was no two way communication when discussing performance and development indicating a lack of participative/self-setting goals something which Gifford (2016) identified as helping to drive performance.  This was reinforced by managers stating that they decided on performance goal and then sought approval as opposed to engaging in participative goal setting.   The perception of fairness was in question with the margin of fairness being only 5.88%, some of the free text comments implied that there was an element of favouritism which could be a contributory factor as could the reports of lack of trust in the manage/employee relationship which was revealed in the questionnaire results.    Secondary research shows that the perception of fairness impacts on the performance of individuals and thus should be considered. (Gifford, 2016)  
 Contrasting with secondary research by Gupta (2018) and Gifford (2016) the vast majority of respondents felt that the rated scoring worked and most respondents felt that the annual appraisal did benefit their development.  The results showed that many of the respondents felt that the purpose of the appraisal was more developmental than administrative despite company policy stating that appraisals are directly linked to bonus payments, with managers stating that  they contributed very little either developmentally or administratively and felt like a paperwork exercise.  This indicates some confusion as to the purpose of the appraisals and as the secondary research states in is difficult to get a single system that satisfies both objectives. (Gifford, 2016)  Only 5% of questionaire respondants felt that the appraisal was linked to organisational goals with none of the managers reporting a link agreeing that the appraisals were related to organisational performance goals.  

5. Conclusion
It would appear that the current appraisal system at Puffin Produce Ltd is not aligned with organisational goals and is no longer suited to the organisation with the vast majority of staff in favour of more frequent feedback (Cappelli & Tavis, 2016) although evidence suggests that the appraisal system should not be completely removed (Murphy, 2018) and should incorporate some form of rated score system.  Due to time constraints, unconfident managers and a dislike of the process appraisals (Gaskell, 2018) are either not being completed or are only completed as a tick box exercise which strongly suggests that the system needs to be reviewed.  A contributing factor to this is the significant number of staff and managers that do not see the benefit in appraisals.    It is clear that the relationships between managers and employees needs to be strengthened to improve the element of trust and the ability to have honest two way communication (Gifford, 2016) resulting in an increased perception of fairness and ultimately performance.  

6. Recommendations
Based on the findings of the literature review and primary research the following recommendations are made: 
-	With input from HR, the senior management team should decide whether any appraisal system should be an administrative or developmental function. (Gifford, 2016) 
-	HR should undertake further research into the most suitable performance review model ensuring that any system is fit for purpose and implemented effectively. (Cappelli & Tavis, 2016) (Crush, 2015) (Strebler, et al., 2001)  Importantly any new system should include frequent opportunities for two way discussion, (Gifford, 2016) alignment with organisational goals, whether it be related to overarching strategy or specific projects.  (Streblar et al., 2001) (Capelli & Tavis, 2016) and a rated scoring system.
-	HR should provide managers with  performance management training including coaching and mentoring enabling them to give effective coaching style feedback to employees thus improving the culture; (Taylor, 2016) Initial investigation indicates a cost of £2500 ex VAT to train 24 people. (Appendix D)
-	Investigate the possibility of an online performance management tool to make two way communication, goal setting and rewards more agile and to re-market the appraisal system to managers and staff alike.  (Walter, 2018)  Initial research has indicated that the cost of such software would be in the region of £5700 ex VAT, although further research needs to be undertaken into the market leaders of such software. (Appendix E)


Limitations
The response rate to the questionnaires was lower than hoped for and whilst the results are indicative of employees’ perception of the appraisal process it is felt that the response rate was not high enough to be fully relied upon. The timeframe for people to respond was only a week and potentially had this been extended the number of respondents would have increased.  Due to the style of questions the degree of subjectivity must be considered although it is difficult to ascertain the exact impact on the results. (Armstrong, 2012)  As only 25% of managers were involved in the focus groups their views can only be seen as indicative, additionally as the focus group was relatively unstructured this did lead to the data being harder to analyse.  
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If NO to every question, then the research activity is (ethically) low risk and may be exempt from some of the following sections (please refer to Guidance Notes).

If YES to any question, then no research activity should be undertaken until full ethical approval has been obtained. 

SECTION G: Intended Participants

	Who are the intended participants:
	
YES
	
NO

	Students or staff at the University?
	☐
	☒

	Adults (over the age of 18 and competent to give consent)?
	☒
	☐

	Vulnerable adults?
	☐
	☒

	Children under 18?
	☐
	☒

	Prisoners?
	☐
	☒

	Young offenders?
	☐
	☒

	Those who could be considered to have a particularly dependent relationship with the investigator or a gatekeeper?
	☐
	☒

	People engaged in illegal activities?
	☐
	☒

	Others (please identify):


	☐
	☒



	Participant numbers and source
Provide an estimate of the expected number of participants. How will you identify participants and how will they be recruited? 

	The questionnaire will be issued to the personal email address of approximately 120 weekly paid staff, with an explanation of the purpose of the questionnaire and it is expected that 40% of those will respond.   It is estimated that approximately 5 managers will attend the focus group which enables one manager from each department to attend.  All participants are currently employed at Puffin Produce Ltd.

this box should expand as you type)



	Information for participants:
	
YES
	NO
	
N/A

	Will you describe the main research procedures to participants in advance, so that they are informed about what to expect?
	☒
	☐
	☐

	Will you tell participants that their participation is voluntary?
	☒
	☐
	☐

	Will you obtain written consent for participation?
	☒
	☐
	☐

	Will you explain to participants that refusal to participate in the research will not affect their treatment or education (if relevant)?
	☒
	☐
	☐

	If the research is observational, will you ask participants for their consent to being observed?
	☐
	☐
	☒

	Will you tell participants that they may withdraw from the research at any time and for any reason?
	☒
	☐
	☐

	With questionnaires, will you give participants the option of omitting questions they do not want to answer?
	☒
	☐
	☐

	Will you tell participants that their data will be treated with full confidentiality and that, if published, it will not be identifiable as theirs?
	☒
	☐
	☐

	Will you debrief participants at the end of their participation, in a way appropriate to the type of research undertaken?
	☒
	☐
	☐

	If NO to any of above questions, please give an explanation 

	
(this box should expand as you type)





	Information for participants:
	
YES
	NO
	
N/A

	Will participants be paid?
	☐
	☒
	☐

	Is specialist electrical or other equipment to be used with participants?
	☐
	☒
	☐

	Are there any financial or other interests to the investigator or University arising from this study?
	☐
	☒
	☐

	Will the research activity involve deliberately misleading participants in any way, or the partial or full concealment of the specific study aims?
	☐
	☒
	☐

	If YES to any question, please provide full details 

	


(this box should expand as you type)




SECTION H: Anticipated Risks

	
Outline any anticipated risks that may adversely affect any of the participants, the researchers and/or the University, and the steps that will be taken to address them. 

If you have completed a full risk assessment (for example as required by a laboratory, or external research collaborator) you may append that to this form.  

	Full risk assessment completed and appended? 

Yes                               ☐
 No                                   ☒


	Risks to participants
For example: emotional distress, financial disclosure, physical harm, transfer of personal data, sensitive organisational information

	There is not considered to be any great risk to participants although if people feel very strongly about the subject could be seen as slightly emotive.  To reduce any such feelings the reason for the research will be detailed and an offer to approach the primary researcher will be given if anyone has any concerns, queries etc.    Line managers will also be briefed on the contents of the questionnaire and the reasons behind the research so that they can communicate with staff and to increase their awareness to any negative feelings that may have arisen.

(this box should expand as you type)

	

	If research activity may include sensitive, embarrassing or upsetting topics (e.g. sexual activity, drug use) or issues likely to disclose information requiring further action (e.g. criminal activity), give details of the procedures to deal with these issues, including any support/advice (e.g. helpline numbers) to be offered to participants. Note that where applicable, consent procedures should make it clear that if something potentially or actually illegal is discovered in the course of a project, it may need to be disclosed to the proper authorities

	

(this box should expand as you type)

	

	Risks to investigator
For example: personal safety, physical harm, emotional distress, risk of accusation of harm/impropriety, conflict of interest

	
No risk
(this box should expand as you type)

	

	University/institutional risks
For example: adverse publicity, financial loss, data protection

	
No risk
(this box should expand as you type)

	

	Adverse outcomes
List measures put in place to limit any adverse effects or outcomes of research activity where appropriate. Include any emergency protocols. 

	
NA
(this box should expand as you type)





	Disclosure and Barring Service

	If the research activity involves children or vulnerable adults, a Disclosure and Barring Service (DBS) certificate must be obtained before any contact with such participants.
	


YES
	


NO
	


N/A

	Has a DBS certificate been obtained?
	☐
	☐
	☒



SECTION I: Feedback, Consent and Confidentiality

	Feedback
What feedback will be provided to participants, how will this be done and when? 

	When the research is complete findings will be distributed via internal communications with no references to individuals that contributed to the research.


 (this box should expand as you type)

	

	Informed consent
Describe the arrangements to inform potential participants, before providing consent, of what is involved in participating. Describe the arrangements for participants to provide full consent before data collection begins. If gaining consent in this way is inappropriate, explain how consent will be obtained and recorded.

	
The introduction to the questionnaire will explain to participants why the research is being undertaken and they are completely at free will to decide whether they want to continue or not.  It will be explained that by providing and submitting data they will indicate that they have given to consent for the information provided to be used in the research.     Similarly the managers can decide not to attend the focus group or contribute on the day and written consent will be sought for all of those attending to use any admissions in the research.

 (this box should expand as you type)

	

	Confidentiality / Anonymity
Set out how anonymity of participants and confidentiality will be ensured in any outputs. If anonymity is not being offered, explain why this is the case. 

	
All questionnaire responses are completely anonymous as per the Survey Monkey settings.  With the focus group it is difficult to maintain complete anonymity due the number of staff attending and talking freely.  It is felt that due to the subject matter there is no real need for anonymity although it will be agreed that that the primary researcher will handle any data confidentially and that no names will be referred to in the published report.


(this box should expand as you type)





SECTION J: Data Protection and Storage

In completing this section refer to the University’s Research Data Management Policy and the extensive resources on the University’s Research Data Management web pages (http://uwtsd.ac.uk/library/research-data-management/).
	
	YES
	NO

	Does the research activity involve personal data (as defined by the Data Protection Act)?
“personal data” means data which relate to a living individual who can be identified—
(a) from those data, or
(b) from those data and other information which is in the possession of, or is likely to come into the possession of, the data controller, and includes any expression of opinion about the individual and any indication of the intentions of the data controller or any other person in respect of the individual.
	☐
	☒

	If YES, provide a description of the data and explain why this data needs to be collected:

	
(this box should expand as you type)

	

	Does it involve sensitive personal data (as defined by the Data Protection Act)?
“Sensitive personal data” means personal data consisting of information as to –
(a) the racial or ethnic origin of the data subject,
(b) his political opinions,
(c ) his religious beliefs or other beliefs of a similar nature,
(d) whether he is a member of a trade union (within the meaning of the Trade Union and Labour Relations (Consolidation) Act 1992),
(e) his physical or mental health or condition,
(f) his sexual life,
(g) the commission or alleged commission by him of any offence, or
(h) any proceedings for any offence committed or alleged to have been committed by him, the disposal of such proceedings or the sentence of any court in such proceedings.
	☐
	☒

	If YES, provide a description of the data and explain why this data needs to be collected:

	
(this box should expand as you type)



	Will the research activity involve storing personal data on one of the following:
	YES
	NO

	Manual files (i.e. in paper form)?
	☐
	☒

	University computers?
	☐
	☒

	Private company computers?
	☐
	☒

	Home or other personal computers?
	☐
	☒

	Laptop computers/ CDs/ Portable disk-drives/ memory sticks?
	☐
	☒

	“Cloud” storage or websites?
	☐
	☒

	Other – specify:

	☐
	☒

	For all stored data, explain the measures in place to ensure data confidentiality, including details of password protection, encryption and anonymisation:

	



(this box should expand as you type)


	Will the research activity involve any of the following activities:
	YES
	NO

	Electronic transfer of data in any form?
	☐
	☒

	Sharing of data with others at the University?
	☐
	☒

	Sharing of data with other organisations?
	☐
	☒

	Export of data outside the European Union or importing of data from outside the UK?
	☐
	☒

	Use of personal addresses, postcodes, faxes, emails or telephone numbers?
	☒
	☐

	Publication of data that might allow identification of individuals?
	☐
	☒

	Use of data management system?
	☐
	☒

	Data archiving?
	☐
	☒

	If YES to any question, please provide full details, explaining how this will be conducted in accordance with the Data Protection Act (and/or any international equivalent):

	
Puffin Produce Ltd Employee privacy policy outlines the need to use personal emails for communication although all employees have the right to opt out of all communications via their personal email.   Access to personal email addresses is restricted to the HR Manager and Payroll administrator.  




(this box should expand as you type)



	List all who will have access to the data generated by the research activity:

	No data as listed in the GDPR 2018 will be generated by the research, although the final report will be available to senior and managers with some information being made available to the wider workforce.

(this box should expand as you type)

	

	List who will have control of, and act as custodian(s) for, data generated by the research activity:

	No personal or sensitive data will be generated therefore there will not be any strict controls or custodians.  


(this box should expand as you type)

	

	Give details of data storage arrangements, including where data will be stored, how long for, and in what form. Will data be archived – if so how and if not why not.  

	NA = no personal or sensitive data will be generated. 

(this box should expand as you type)



SECTION K: Declaration

	The information which I have provided is correct and complete to the best of my knowledge. I have attempted to identify any risks and issues related to the research activity and acknowledge my obligations and the rights of the participants.

In submitting this application I hereby confirm that I undertake to ensure that the above named research activity will meet the University’s Research Ethics and Integrity Code of Practice

	Signature of applicant:
	Jane Sadler
	Date: 12 February 2019
	



For students:
	Director of Studies/Supervisor:
	

	Signature:
	


	Date:
	



For staff:
	Head of School/Assistant Dean:
	

	Signature:
	


	Date:
	




Checklist: Please complete the checklist below to ensure that you have completed the form according to the guidelines and attached any required documentation:
	☒
	I have read the guidance notes supplied before completing the form.

	☒
	I have completed ALL RELEVANT sections of the form in full.

	☒
	I confirm that the research activity has received approval in principle

	☐
	I have attached a copy of final/interim approval from external organisation (where appropriate)

	☐
	
I have attached a full risk assessment (and have NOT completed Section H of this form) (where appropriate)


	☒
	I understand that it is my responsibility to ensure that the above named research activity will meet the University’s Research Ethics and Integrity Code of Practice.

	☒
	I understand that before commencing data collection all documents aimed at respondents (including information sheets, consent forms, questionnaires, interview schedules etc.) must be confirmed by the DoS/Supervisor, module tutor or Head of School.





	RESEARCH STUDENTS AND STAFF ONLY
All communications relating to this application during its processing must be in writing and emailed to pgresearch@uwtsd.ac.uk , with the title ‘Ethical Approval’ followed by your name.
You will be informed of the outcome of your claim by email; therefore it is important that you check your University and personal email accounts regularly.



STUDENTS ON UNDERGRADUATE OR TAUGHT MASTERS PROGRAMMES should submit  this form (and receive the outcome) via systems explained to you by the supervisor/module leader.

This form is available electronically from the Academic Office web pages: http://www.uwtsd.ac.uk/academic-office/

Application Process

All staff research projects and all research students must submit the Ethical Approval Form to the University Ethics Committee via the Academic Office (pgresearch@uwtsd.ac.uk).   Staff research directly in relation to personal study for taught undergraduate or Masters programmes should be submitted via the Faculty procedures explained below.

Taught masters and taught undergraduate research Ethical Approval Forms are considered within Faculties.  Faculties will provide details of the specific processes for this.  Where the Ethical issues within any single ethical application are of particular concern the Faculty will refer these to the University Ethics Committee.   Any student activity that involves the collection of primary data needs to undergo Ethical approval, this includes assignment work as well as dissertations.   


























Appendix B – Full analysis of questionnaire results


Puffin Produce Ltd – Appraisal System Review

Why are we asking you?

We are currently in the process of reviewing our existing appraisal system and would like some feedback on how effective it is for you.
There is no obligation to complete the questionnaire but if you have a few minutes to complete the survey it will enable us to get a feel of what you think.  We will use this feedback as part of our review which may mean that we change the way we do things, it depends on what people think!    
Just to reassure you all of your answers are anonymous so you won’t be identifiable, so if you chose to respond or you decide not to participate it will not affect your employment in anyway.  All data will be treated confidentially.
By completing and submitting the questionnaire you will be giving your consent for the information to be used in our research.
Any questions please give me a shout!
Thank you for your time!
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How do you feel that we can improve the process?
Free text answers provided.

Some people at puffin feel a lack of trust with certain managers. I have not fealt this way but the way people speak about it does worry me and makes me afraid to say certain things.. alot of people feel there is a click of sorts. This makes it hard to know where you stand. The 2 questions i left out only because i have had no formal appraisal as of yet. So i can not really say how i feel about them. But i look forward to having my first

Need to sort out the pay grade system and give the money who deserves it

There is incentive to be better. We need a bonus scheme. Also morale is very low in the factory. Change the shift pattern we are doing too many late shifts a lot of people don't like doing late shifts but are too scared to say anything

Appraisal don't really make any difference if you work hard nobody really notiticess as long as the work is done that's all they care about

You need to make better communication between each department ( product, office, dispatch and QA), because at this moment we have very poor communication

Pay rises. Pay rises for those consistently performing throughout the year. 
It would be nice if managers could give constant feedback to employees. Treat everyone equal. As I've noticed some favouritism towards certain individuals. And the pay grade system also needs to be looked at

To follow through with meetings. My own personal experience with this is during my promotion I was told I would have weekly meetings to discuss my progress how things could be provided to aid me etc. None of this happened. I was then told that if I don't get it. I could lose my promotion and at the time I had barely any training to speak of, this put a lot of pressure on me that was to be honest unneeded.




















Appendix C – Main points from managers’ focus group


Manager’s Meeting Minutes - 5 April 2019

Discussion – How effective is the Puffin Produce Ltd appraisal system?

5 departmental Managers were present

Main points raised at meeting

1.	All managers felt that the current appraisal process was ineffective saying that they carried it out more as a paperwork exercise than a meaningful process.  They also noted that it created a large amount of paper and took up quite a lot of time.
2.	With the exception of one manager, all managers said that they had failed to do appraisals with their staff every year. (Note: the manager that had completed all of the appraisals has a team of five in comparison to the others who have larger teams)
3.	All managers felt some level of unconfidence about the process and where unsure whether they were doing it correctly despite some in-house training having taken place.
4.	All managers said that on the whole they had set the goals for individuals and that very little discussion was had about what goals the individuals may have.
5.	All of the managers said that they would not usually consider aligning the individual goals to organisational goals, and did not feel that this was part of the focus or requirement.
5.	None of the managers were completely sure about whether the appraisal was administrative or developmental as it appeared to have elements of both attached.
6.	Managers agreed that more real-time feedback for employees would be great but said that due to organisational pressures and time constraints this did not always happen.  Some managers felt that they were better than others at achieving this.






Appendix D
Email from training provider showing the cost of performance management training

From: RXXXXXXX [mailto:contact@XXXXXXX.com] 
Sent: 18 March 2019 15:57
To: Huw Thomas <huw@puffinproduce.com>; Jon Langmead <Jon@puffinproduce.com>; Jane Sadler <Jane@puffinproduce.com>
Subject: 2019 Development

Good afternoon all, 

After our meeting last month I’ve put down some ideas on a different sort of training and development to invest in and support staff growth. The previous sessions on ‘Leading’, ‘Management’ and ’Team Work’ can certainly be repeated but this is intended to utilise a higher level of skills and growth. It is different.

I’ve created a document covering 3 main options:

1. Optional development days - with Puffin staff self selecting or being helped to select the right days for them and their role.
2. SMT days - to assist the SMT as a unified decision making, leadership unit
3. Coaching - several options for development support which can include techniques on appraisal interviews and development conversations.   Approximate cost for 24 people over two days is £2500 ex VAT.

I’ve also summarised the responses to the Training Questionnaires. See the PDF document for a brief overview, Jane then has access to the full responses online.

Thanks,

Richard












Appendix E
Email from StaffCircle identifying the cost of performance management software

From: Ross Royal [mailto:XXXXX @staffcircle.com] 
Sent: 24 January 2019 16:17
To: Jane Sadler <Jane@puffinproduce.com>
Subject: re: StaffCircle - follow up

Hi Jane,


Thank you for taking my call today, I appreciate the time that you took to speak with me.


StaffCircle is an employee relations platform for organisations needing to deliver management and communications to large populations of digitally disconnected employees.

You were good enough to share some of the areas you are looking to improve as a business, these are:

•	Paperless, standardised and automated Appraisal process for all business staff
•	Rewards & Recognition system
•	A way to track read receipts for critical operational messages

I’ve sent you a meeting invite for 7th Feb – also see attached our brochure.  As discussed the charges for the software are based on the number of employees within the business so currently I would estimate a cost of around £5700 ex VAT per annum.  This cost includes all initial training and also technical support.


Look forward to speaking further then with you and your colleagues.


Many thanks


Ross Royal
StaffCircle®
Your People Unified.
 

Confidentiality: This e-mail transmission, including any attachments, is intended only for the named recipient(s) and may contain information that is privileged, confidential and/or exempt from disclosure under applicable law. If you have received this transmission in error, or are not the named recipient(s), please notify the sender immediately by return e-mail and permanently delete this transmission, including any attachments.
Security: This e-mail and any attachments are believed to be free from any virus but it is the responsibility of the recipient to ensure this is so. E-mail is not a 100% secure communication.
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