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Introduction
Morrisons Supermarket PLC is a private company and one of the 5 largest retailers in the UK.  Morrisons is currently 4th with 500 plus stores nationwide, and a workforce of over 110,000 employees. The business prides itself on having skilled colleagues, preparing quality fresh food instore, a point of difference from the other large leading supermarkets.   Morrisons prides itself on rearing and sourcing British meat to sell to customers, having their own distribution centers, abattoirs, and manufacturing plants within the UK. 

The core values of Morrisons are the heartbeat within the business, consisting of priorities, values, and ambitions (EV 1). Performance Management is aligned to the seven priorities the six ways of working and the five ambitions (EV 1). This is clearly set out in all activities as an objective for all colleagues. 

This will be my own view on Performance Management within the Morrisons business. In this report I will consider how Performance Management fits in with HPWM. I will consider a variety of evidence throughout and will provide material on how the organisation measures against their objectives. Evidence will be based on information gathered through internal data used within the company.  My findings will comprise of images, spreadsheets, emails, and diagrams. The personal statements will discuss reviewing the organisations approach to performance management and improvements based on personal feedback gathered. 












Personal Statement LO1: Be able to contribute to the delivery of performance management activities within the organisation.

Morrisons have a range of performance management tools included within the organisations policy.  Job descriptions set out what is expected from a candidate within the role, these are created based on the companies’ frameworks and values (EV1), this is also echoed within the induction (EV2).  Implementing these throughout the workplace starts within the induction and first couple of months of employment.  All contents of how performance is measured is included within the handbook (EV3). Inductions clearly state the role and expectations keeping in line with expected behaviours to reflect the brand.  Each new starter is expected to have a probationary review (EV4) week four, eight and twelve. This probationary review provides an insight into whether the candidate meets expectations or ascertain whether they are not reaching it.  There is an opportunity to extend the probationary period at this point, this is the role of the Line Manager.  The People Manager (HR advisor) can support to guide through the process, coaching prior or shadowing taking notes within the meeting.  The probationary review takes into consideration, absence, learning and development progress and behaviours. 

Morrisons colleagues have an annual review planned (EV5) with their Line Manager, this is based around the core values and is not performance pay related, although scored it can address poor performance to put plans in place to correct with clear objectives and next steps.  Line managers have a mid, and end of year review (EV6) based on the same organisational values, scored, and is connected to financial reward.  Managers are able to seek 360-degree feedback (EV7) within the review, which will help to self-evaluate when completing.  A personal development plan (EV8) can be created alongside this and attached.  PDP tend to be behavioural based rather than target KPI based. 

As well as having an appraisal process, Morrisons also has a Performance Improvement Plan (EV9) process.  The PIP process is designed to improve a candidate to achieve the expected level of performance but can be used to sever the under performers employment from the company (EV10).

Performance Improvement plans have specific timescales.  Four weeks is recommended.  The colleague is formally invited and offered representation (EV11).  Review periods with one-to-one intervention is followed in a reasonable timescale.  Weekly or bi-weekly.  There is no requirement for representation in an informal setting.  If sufficient improvement has been made a conclusion letter confirming the improvement can be issued (EV12), however, if there are further concerns the process can be picked back up within six months.  If performance has not improved a letter can be issued with a warning which remains live for twelve months.  The colleague has the right to appeal, and the colleague is moved to the next stage of the process.  The objectives may be revised or amended.  Two weeks is recommended for the second stage, if a colleague has not improved, the third stage is commenced.  A decision to demote, move sites or dismissal can be considered at this stage (EV13).  Dismissal is issued with Payment in lieu of notice with capability identified as the factor. 

Specific roles are managed through the hierarchy.  Regional Manager and Regional People Manager manage the Store Manager and People Managers for individual stores. Store Manager and People Manager manages Line Managers within the specific store sites, Line Managers manage colleagues and Team Leaders within individual departments.  Morrisons has recently introduced Performance Improvement Programme for colleagues (EV14). Previously this solely managed within the annual review.  The colleague improvement management has been a welcomed tool to implement consistency within the organisation. 


Morrisons policies and procedures are at the heart and underpin the entire organisation, linked to, and adhere to legislation. The policies are written to fit in line with The Grocery Supply Code of Practice (Morrisons, 2021) The Equality Act 2010 (Gov, 2015), unfair dismissal (gov.uk,2021), Data Protection Act 2018, GDPR (Gov.uk, 2018) and have been discussed and agreed with National Union Agreements (Usdaw, 2021).


1:3, Please see evidence list for the below:

(EV15) A statement from the Store Manager, business partner to evidence that I have full involvement and have contributed to all aspects of Performance management

 (EV16) A statement from a Manager on a Talent Succession programme Pathways for a more senior role, confirming I have supported him with performance management processes. 





























LO2 - Be able to support line managers to deliver performance management activities within the organisation.

Colleagues feel valued when recognised and developed.  Development is a continuous activity throughout all colleagues’ journeys at all levels.  Colleagues feel listened to and is a way of recognising a development need or skill gap.  Improving performance comprises of training all colleagues, improving their learning and development skills while giving the confidence to implement at manager level for colleagues below them.  Line managers often feel ill equipped to deal with performance as this comes with time and experience (EV16).  Following a flow chart alone can be daunting and often harder to understand without coaching and guidance.  Supporting managers throughout consists of training new initiatives and ensuring thorough understanding of processes, showing how to implement and shadowing if necessary.  Explaining the importance of getting to know colleagues within their departments and using the performance tool will enhance confidence and give strength which, in turn ensures a positive psyche. 

Explaining why we do it and what the benefits are can encourage managers not to shy away or see it as a tick-box exercise.  Assistance can be provided in a blended capacity, talking through performance management, and giving examples of what questions may be asked, how the candidate may respond with different scenarios and making a checklist to cover points or a co-delivery approach, shadowing the managers, taking notes, listening, which enables feedback to be given at the end. Reflecting on what the managers could change, insert to add value or feedback on behaviours and positive posture (EV15).  

All Line Managers reviews are conducted by the Store Manager and People Manager in partnership. All Line Managers are invited to their mid and end of year performance reviews, giving sufficient notice which enables them to collate information necessary reflecting on the past six months retrospectively (EV17).  Engaging the managers prior to their review enables guidance, prompting what they have achieved as this can often be a struggle self-analysing when aligning to the core values.  By asking probing questions managers are able to describe what they have done and how they have done it without answers dictated.  Coaching to gain feedback from a range of peers and understudies can aid this process.  Coaching regarding technicalities of the review is also beneficial, there may be a need for upskilling for an online platform.  Colleagues that are less familiar with technology will benefit from showing Managers what good looks like and sharing personal experiences can lead them in the right direction. 

Within the working week time is set aside for coaching and developing within the Managers Meeting (EV18).  This creates an opportunity to cover any training needs.  All managers attend the meeting which captures the wider audience.  A follow up one-to-one meeting is held with each individual manager to check understanding of new or ongoing processes if unfamiliar.  The Manager has the opportunity to inform of any further assistance needed regarding a particular process. 

As the Business Partner of the Store Manager performance management plays an important part of the working week.  Shoulder-to-shoulder coaching is provided while working on the shopfloor.  This is done in an informal manner asking probing questions regarding performance or performance of their direct reports.  ‘In the moment’ feedback is effective and imperative for continuous improvement of colleagues and the organisation. Root causing a solution to a problem is key to great performance (EV19).  When poor performance continues, it can form part of a formal review where specific objectives are implemented, contributing to the performance improvement programme in an office-based setting (EV9). 

One-to-one conversations are necessary for all colleagues, especially Line managers (EV20). ‘If you do what you’ve always done, you’ll get what you’ve always got’.  Recommendations can be made to improve; this will ensure that there are ‘no surprises’ at the Performance Review stage.  Open and honest conversations discussing what a colleague’s performance is by scoring them on a regular basis develops the colleague and aids achievement within the performance objectives. 

There is limited capability within the management team regarding formal meetings, this is a concern.  Managers need extensive training and exposure to these formal meetings.  I have ensured that inexperienced managers are partnered to shadow and take notes to gain experience with guidance from myself if needed. 





























Personal Statement LO3: Be able to assess the impact of performance management activities on organisational performance and make recommendations for enhancement

Performance management processes support the organisation to achieve a HPW workforce.  Engagement of all employees determines this (Armstrong, 2020). There is a need for a holistic approach of consistency which Morrisons framework connects to.  The structured foundations are in place to align this.  The organisations ways of working in corporate ‘Listening and Responding’.  Colleagues have the opportunity to have their say in a monthly forum, represented from each department within the store (EV 21) This forum is called a Your Say listening group.  Information and feedback are gathered at store level, which feeds in to the Quarterly Regional Your Say (EV22), which feeds into the Annual Company Your Say (EV23).

Morrisons also has an online platform made up of a qualitative and quantitative survey which is conducted annually.  This monitors engagement levels; managers analyse results to put a plan in place to address any concerns.

HPW consists of a series of practices which contribute alongside the annual/mid-year review and also the performance management process, although I feel that Morrisons have a good foundation which also includes reward and recognition toolkit (EV 24) managers are very much task orientated and not leaders of behaviours. 

Succession/Talent is recognised through performance reviews with a Talent Programme Pathways (EV25), this enhances the performance of the business, growing home-grown talent.  This benefits performance in a top-down, bottom-up approach where new meets traditional.

I believe that the processes in place contribute to HPW, if followed, link in to KPI’s which feed into the overall vision which optimises potential. 

One of the characteristics related to high performance working (HPW) is when ‘high performance is recognized and rewarded accordingly’ (Armstrong, 2010, P106).  The organisations approach to performance management is a combination of traditional and a more evolved, recent concept.  The six ways of working (EV1) are incorporated throughout, contributing to the KPI’s which underpin the business.  A more holistic approach has been encouraged which comprises of weekly one to one coaching, learning needs analysis and two-way feedback within reviews and forum groups where behaviours are a key focus. 

The Line Managers are encouraged to lead a top-down approach to performance management but often see this as a tick-box exercise.  Completion rates for managers reviews are hight as this is delivered from a more senior leader, however, line managers who are responsible for level 1 colleagues review are minimal and harder to track.  Often when colleague reviews are completed, do not have any, or very little valuable content.  To overcome this, line managers need to role model and change their mindset regarding behaviours and understand the benefits of this element of performance management (McKinsey, 2019).

Development needs can be identified within the performance review.  There is an opportunity to state what actions need to be put in place to further the individual’s competency.  Timescales are often left out with no clear next steps identified which can leave colleagues feeling deflated, having the opposite effect to the review purpose.  Line managers should follow the SMART objective process incorporating the OSCAR model to review (CIPD, 2020). 

The performance review process is lead by the Line Manager and can sometimes be dictatorial instead of allowing the reviewee to open the review conversation.  Line managers review retrospectively stating strengths and weaknesses which does not allow the reviewee to identify their own self-development needs.  Colleagues should be encouraged to talk their reviews by using open questions in a two-way fashion. 

Recommendations for the organisation would be:
· Update the Annual Performance Review

a) Condense and revise the performance review as it is too long and cumbersome. 

b) Objectives should be agreed mutually at the start of the financial year instead of being dictated by the company consisting of sleeker SMART objectives which incorporate the ways of working (Mindtools, 2021). At present the objectives have not been received, therefore all mid-year reviews have had complications. 

c) Revise the scoring system, aligning to each specific role as is currently generic and vague which leads to under or overscoring inconsistencies.  Specific scoring mechanism, e.g., if a manager does not complete their review prior to the review time an automatic low score is actioned as this shows lack of respect with poor behaviours. At present the scoring matrix is vague which can lead to a blanket approach. 

d) Clear reward programme to gain incentive as the current reward does not encourage managers to perform.  Colleagues receive an annual pay increase regardless; this is not the case for salaried managers and is seen as unfair.  A Full-time night colleague has an annual wage of only 6% less than the starting band for a Line manager.  There are arguments against reward, however, I believe that within Morrisons reward would encourage better performance (CIPD 2020).



· Update Training 

Quality training for all Managers.  The expectation is managers coach and support yet do not provide any quality training on how to do this, therefore this aspect does not support HPW. A recommendation of leadership workshops for all management levels to complete in a trainer led setting to gain full understanding. 

· Onboarding Process

First impressions of an organisation are crucial to the brand and an important introduction to unlocking the new employee’s potential.  New managers are required to attend the training store within each region which can be a significant distance to travel for some sites for a six-week onboarding program.  This can be costly to the business paying out travel expenses and can cause burnout to the colleagues traveling to the training store.  The training store will often expect a new manager to drive their own self-led online training with no clear coaching and guiding.  Colleagues can be deflated, unmotivated and disengaged.  
A blended 2/3 approach would be a recommendation.  Two days at the training store, shadowing a competent manager, followed by 3 days at the home store.  I believe this will enable the new starter to familiarise themselves with colleagues/peers and complete any online training, be more productive and integrate to their team.  This will save the organisation time, money, and potential labour turnover which will damage the organisations employer brand (CIPD, 2020).
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We're shopkeepers.
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We're fundraisers.
We’re Morrisons.

And we're here to make good things happen.

Seven, Six, Five

From Yorkshire market stall to UK superstore, Morrisons

s now one of the nation’s favourite supermarkets. We run
around 500 stores, 26 manufacturing and logistics sites, a
wholesale service, online shopping and deliveries — and we
even have our own fishing boat. There's a lot going on at
Morrisons.

Our business is mostly food and grocery and, unlike other
supermarkets, we make most of it ourselves. And as far as
our meat, fish and veg is concerned, we know exactly who
caught the haddock, dug up the carrots, and grazed the
cows — along with when and where. We also have more
people preparing food fresh in stores than anyone else.
Altogether, that helps us keep a close eye on the quality of
our products and where they come from.

‘That's just a quick rundown of what makes us Morrisons.
Here's a little more detail on what drives us, how we work,
and what that means for you.
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Listening hard and responding quickly, wherever possible
Freedom in the framework

Driving sales, tough on costs

We care
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Please click here to access the people
policies
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Copy of Condensed retail induction - March2020 % & &

A~ [E] [ Present ~ | X Sha
Flle Edi View Insert Format Slide Arange Tools Add-ons Help Lasiediiwas madeon 17 August by Danielle Siratford

Background  Layout~  Theme  Transition

Since 1899

Hello and Welcome to Morrisons
«  Hello, welcome everyone, and thank them for accepting the offer to join the Morrisons team
«  Introduce yourself and ask colleagues to introduce themselves [
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Probationary Review Template Mol T

Narre
Departmert

Date ofjoiing

Purposer Use to nformally rsiewyour coleague's perorm ance cuing her probation, o week 4, and 1

Our Core Pupose - what pertdo they play?
T m ke and provide faod we're prou of where everyone's efort is vorthhle o mare and more
people can affrd o enjoy eating viel

Give exarples where you have demonstrated our ways of workdng - what part do you play?

Custom erFirst " care about ur custamers and do everything | can to putthem frst and

Team werking " afways playmy part and tecogtise ve can 9o futher together”

Freedom inthe Framewark | have the reecom and | am trusted to m ake the right decisions wihinthe.
Worisons plar

Listering an respanding " take the fime an talk sten to calleaguies and custom ers and
150 o the ight ting fo them

Seling, cortroling casts, growing profts an rect
toim prove how e oo tings and conserve cash

i wasts " shuays look or opportunties
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Review 1
Howisthe colleague getting on? Uss the coleague’s perfomance ponappraisal o discuss and
tscord beiow how welthey are achiving their shjectires/actions

Discuss any areas that the colleague needsto focus on

‘Summary of support agreed, incluing any training needs and time scales.

Review date

Colleague signature Line Manager signature

Review 2
Howisthe colleague getting on? Uss the coleague’s perfomance ponappraisal o discuss and
tscord beiow how welthey are achiving their shjectires/actions

Discuss any areas that the colleague needsto focus on

‘Summary of support agreed, incluing any training needs and time scales.

Review date

Colleague signature Line Manager signature
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m Performance

for my team's performance review in Stores

My team are salaried... My team are hourly paid...
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lick here to view the guide to completing your team's
erformance reviews

or more information about the calibration process for rating
our colleagues - please speak to you People Team

Click here to access

m Performance

=

Click here to download the 'Col
document

eague Performance Revie

Click here to download a guide
discussions

o having 'My Career Plan
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m Performance

Colleague Performance Review

We make
Morrisons

NanezLee Fisher

DepartmentEngineering

Date:05/09/2021

Line Manager: Glenn Alderson

STEP T - biscuss each of the Ways of Working separstely o recognise strength areas and opportunites todereiop:

O ¥ (¥es) = MEETING. Consistenty le modsls wayofworking withclear ampies prosild

supportanddesaopment o impremert

O 1 (No) = NOT MEETING - Mot curenty o consisteny dsmonsuatng ths way of working, May rquie addiions!

STEP 2 - summarise overll performance forways of working i one of the folwing:
1 MEETING -Parfomance stongly mests sl xpectatons and ‘Meats () for vesyone of oo Ways ofWorking

O HOT MEETING - Parfomance s less than expectsd and nconsistent on some or sl of our Waysof orking, Wy equve

sddionalsuppor snd derpmertodive mprosement

‘STEP 1 - WAYS OF WORKING

Golleague Gomments

Line Manager comments

‘customers First

1 get on very well with everyone on my.
shift and | am the first point of contact

= Laskforsupportwhen equred and shzs el othe olagues ey ar sugging
T oAb Supprting et eas o my St 43 mest SosomAr NS

= Isbisys sl and make ayecontact sayhel, offr el and thanksonsnd goodye
T ke responaiiy ol e any St quer for exeryone on nights
"~ Iunderstand the importanceof roductsalabiy orut cusomers and boays play iy part n supporting
© Idsmonsuate cutstanding senice snd wdarstand how s Impacts stomer sstafaciEn

Teamwaork

Like to help outin all aress | can't stand
and watch as i prefer to be involved and
o3 good job

Listening Hard and Responding Quickly Wherever Possible

- lacton customerfesdback.Irseie o ensue 40 the ight thing forthe customer i te moment
© lispectothr paopl’s opnions, aardess owho theysre
2 Ik on esdtack e 2 Srsar adap s b he bast i

I will take any suggestions and try and
work on them.

I will respect anyone's opinions and
treat people well

Freedom i the framework

- Isharecpportntie toimprorssales seiotar st ithmy tesm and e manager
= ok e Ckrtl o ch s complet 11 135, 3044231 SACUAEy whh damans hat arseon thejob
gkl sk orhelp Tnead

1 usually dontstop on my shiftto get
a5 many jobs done as possible and lie
to be hands-on leading from the front

Driving sales, tough on costs

= Iundersand mydsparimenystores slestametsand ently opporunies withcustomers 1 nomase sales
= T Tt bty IgeL g don making Surk my weryahor s woriatle
= Iundersand my parts ey nShink, Wsst,C55h oas and an oiher res wher | an el eduoe csts

I will always look to improve ideas for
better ways of working that increase
time benefit and cost.

We Care
= Lam ki andweleoming o customess and colesgues
= ISupport my colleagues by Isterng and Sncouaghg hem 1 discuss anyssues with he Managers
© I swarkof the work Morisons 4o o upport mycommunysnd ow how B.qet miohed 1 wart o

Vil shoutur commaniwork andopportes wih castomers when possible

1 don't have interaction with customers
but my calleagues on my shittfeel
comfortable talking to me and i am
always there when needed

‘STEP 2 - OVERALL PERFORMANCE

- Meeting-Aohiesed Yon alof th aboseWaysofWiorking - Disouss CaressDevelopment lan
> ot Meeting.- Achiesed 1onsor Yononl some of e bove-Disouss Improsement Plan

Overall Summary/Supporting Comments:
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My Career Development

‘What's next for me?

1am going to be the best manager | can be.

‘What support do you require? Agreed iext steps?
‘Some guidance with how to complete my objectives on the MorTisons system

Moility (f on a Patfiway programme)?

ot sure what this means

My Improvement Plan (to transter information onto offiial P form i required)

Areas toimprove on?

“The morrisons system as | have ot had much training

‘What will you do to improve this? Clear actions they will take?

‘spend more ime learning the system and ask for help from my manager

‘What support do you nieect?

‘some training

Review Dates

2months

Golleague Sign: | L. Fisher

Manager Sign:
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% Performance €=

Mid Year 2021

Reviewse

Reviewer

Nerys Hughes

Step 1: Summary of My Year to date - For reference only

No objectives to show

Nouserta corment a marth aga

Ko sbjctivesfor s year st - Have a chived st year.

Step2: My Performance - What | have delivered

s sectin i for yau ta summaise how yau fave pefarmed and haw yau feel the year sa ar has gare

What ae you cunertly working a2
Yau

RHRPiz 3 constant withinthe store o all nlne with Contract base compliance. Achisvement of over 1000 houss
20 ar. Manager oulines, et ing o imescales - planning intime wih the managers to give honest fesdback.
Stors svailabilty - ot Causing. experimerting it SHTETErt ways of working e to ourstore. Refence
Not allowing e maragers and colleagues to e my emofors, turing up with 3 smik! CIPD - Work e balance
Not puting oo much pressure on mysel.

Howhas the yearso fargone? (Please inclue any feedbackyou have received fom collesgues and customers]
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Step4: My Performance Rating

Key to scale

Dlsplays behaviour:
NP N to Role

1 Mot mestingobiectives
2 Meets ohjctives

s o5 131052021, 55

Perfonn| Revies i morison kallds-sute.comsperformcews e b revien

4 Exceads sllobjectives

3 Exceads some objsctives ‘

Please note, these ratings may be subjecttochange once callbationand reviews have taken place
E-vo - nergsighes B - s

Performance rating - Performance sgainst objectivesrwhat

Following your perormance review, tis & the rating you willd5cus and agree wilh your manager aboutyour
performance against your objectoes

" ! - ° N

Pertormance rating - Performance against ways of working/how

Following your perormance review, s & the rating you willd5cus and agree wilh your manager aboutyour
performance againstyour ways of working.

" ! - ° N

Nouserta corment a marth aga
13ms0 proud of ourstore and the calesguss wihin . It my ot be perfectand
there are ot of opportunies regarding procedures and perfommance.

Comermations, hawever | mexcited o ses the s mack withinthe group and
whers we are aked then celbiate success

T has been an extremely dfcult § morkh for . | have struggled with
contract base targets and the pressures that came with thtand wih the ever
ecressing wage budget | have found & hard o ook forward ntothe future.

1amaware of my own feslings and docoeskiopeopiel st about iow Lam.
feelng. Shaun s been af
energyinstore. | amtrl

TR T
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Step 6: My Career

Key to scale

Displays behaviour:
1 ot mabie

2 Mobie

3 tappyto ot

* Indicates 3 equired el
Wihat are the netsteps for yourcareer?

To be discussed inyour review
Yau

CIPD - quaying March 2022. Resding case law.

Please supply zome nformation about your bty and mobiity

Yau
WWiile amstuying for my CIPD, | would ik tostay in Haverlorwest a this & very fime-consuming i wil put
adkted pressure on my-workife baance

*Mability 7o be anaweied by Chise Phlios oty

Areyouwiling t mave o3 diferent ste

: My Development

Key to scale

13092021, 5:

Poorisons kllcus-sate.com performviews

Displays behaviour:
YN
NN

Wihat do you need o suppor

Make sure you incluse. vihat

o
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@ Performance My objectives My development My reviews My feedback  Chloe %
My feedback
Give and receive informal feedback
From @ 3years 2g0 From @ 3years ago From @ 3years ago
Kellie Lewis Lisa Dalling James Lloyd
“What your great at:- - Knowledgable- you “| feel Chloe has grown in the last 6 l “-Chloe is well organised and plans jobs l

are like the oracle. | know that | can ring or
txt you if | have a query and you will have
the email or answer for me. - You are great

Requested by You

From @ 3years ago

Benjamin Griffith

“Benefits Confidence in role has increased
over the last 6 months. Has built structure
into the working week which has helped

months, firstly with regards to confidence,
she now contributes towards the group
and at meeting where as previously would

Requested by You

From ® 2years ago

Samantha Barrett

“I have known Chloe for a number of years
and | have always found her to be friendly,
approachable, professional and a fountain

out ensuring they are always exacuted
well and in a timely manner eg. Training.
-She is always trying to think outside the

From ® 2years ago

Nicola Minter

“I think initially Chloe was dubious about
taking the role of a People Manager and
wortied a lot about what people thought. |

VY I I RV STV I Y S RIL Tk N PR VIO N 3 22V VVIP-Y- PP TU VTSN (VP WP LN TN R X 11~ P2~ SV SV STt TRTEN IV PN PPN, INTEE TN L 17—
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Morrisons

My Development Plan

Chioe Philips
People Manager
96096300
Nerys Hughes
16th August 2021
What do | want to What do | have to do? | What support will | need? | How will | measure Target date for review?
develop? success?
APPEALS AND GRIEVANCE POST COVID - BUDDY UP WITH PmBUDDY 1WILL BE SEEN PLAYING AN ACTIVE December 2021
KNOWLEDGE EXPERIENCED PM. ROLE WITHIN THE GROUP
CIPD EMPLOYMENT LAW
WATCH AND READ EMPLOYMENT | LITERATURE - SELF LED LEARNING |  KNOWLEDGE GAP ADDRESSED
TRIGUNALS AND CASE STUDIES
IMPROVE PERFORMANCE AND DETACH MY EMOTIONS WHILE COMPANY TOOLKITVIDEOS | ENGAGED COLLEAGUES THAT FEEL December 2021
REWARD AND ENGAGEMENT WITHIN |  PERFORMANCE MANAGING THE 'VALUED AND CARED FOR. TWO
THE MANAGEMENT TEAM TeAm CIPD WORKSHEETS WAY COMMUNICATION WITH THE
YOUR SAY INDEX ABOVE 6%
CREATE BITESIZE SESSIONS
'AROUND CULTURE AND
ENGAGEMENT
IMPROVE COACHING AND CONTINUE TO TAKEANACTIVE | NETWORK WITH CONFIDENT RM PM | I WILL BE SEEN TO HAVE FULL December 2021
INFLUENCING. ROLE IN REGIONAL CONFIDENCE AND BELIEF IN MY
MEETINGS,CONFERENCE CALLS |  READ LITERATURE AND COMPANY |  OWN KNOWLEDGE T DELIVER TO
TooLKITS “THE WIDER TEAM
FORCE MYSELF OUT OF MY
COMFORT ZONE
We make
MM477143/1267268 Morrisons
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Flowchart

STAGE 2 STAGE 1

STAGE 3

My Performance

Peformance concerm centited, na mpravements folawing
a-to-day mansgament,coaching snd inorml suppor Insl
formal performance mesting to set cojecives and sgree mescaies

“Process conoludes, contnua o
| moniorperarmance can resat

process wihin 8 morihs.

e e
Hold informal review Formal T:m-;:
e ey o
pas w:f fodses [Improvements schievec No Process continues, issue First
=2 Parformance Warning.
[ e O
==
——————
e
e
e Formal performance prosess f waming silve
P crrene
e ey o
2vtatodens /" imprrumans soierss] o [ Procesecontimies. e et |
e
e e o S v
==
e i

o “Process concludes, contius
oS0 2= | Yeso| monor parformance. can restat

progress.
Improvements soieve process ifwaming sl ve

o forml v
astinga st last very
2 wesks tocscuss

srogress.

Transterto sutable
apnterto siable | | pemotion where there S

s isa sutatle vacsncy
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Wimprovement Plan

| My Performance

Colleague name:

Colleague job role:

Manager name:

Plan start date:

Plan end date:

Performance concern
Give details of specifc dates and
‘examples of where required
standards haven' been met

Required standard of
performance/KPI

Detai what's expected of the
colleague, ie ‘what good looks ke’

Objectivesirequired actions
"Detai what actions need to be taken
to meet the required standards of
performance

‘Support
What support has been agreed for
the colleague to achieve the required.
standards.
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Checklist

ot et oy e e oo
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i ek o e e ey o e e

o e oy o i e
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‘e n AT o e &

s e coagie e e v o anoous agpen 1

o s e o 1 Starest
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Record of Formal Meeting

ot
Morrisol

Investigation | Disciplinary | Appeal Hearing | Grievance Probationary
Hearing Hearing Hearing Review
Meeting
Performance | Long Term Welfare Working Gther (Please
Improvement | Sickness Meeting Flexibly Specify)
Meeting Review Meeting
Meeting

Date:

Start Time:

Finish Time:

I confirm that these are the notes taken at the meeting. | understand these notes are a
summary of the discussion and reflect a true account of the points discussed.

Date:

Colleague Signature:

Manager's Signature:
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Record of Informal Review

When to use: Ifyou're a Manager who is informally meeting to review a colleague’s progress to
date, this is useful to note any conversations o improvernent down

Summary of progress made and areas that st require improverents
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D purposesterng o meetngcan e cute dntg s you iy '
T cachaio have some supon o semeons who kn hal happons t mecings

ke this.

“This guide explains your rights to bing represened at formal meetings and helps
Jou to understand what your representative can do and how to choose one.

Key Points.
—

« A representative (rep) can
attend_any formal meeting
youte inited to, as stated in
he invite letter

« Colleagues, union rep or any
oiner trade union offcial can
accompany you

« A rep is there primariy fo
support you, they can make
notes, dlaify_poits, talk to
you, ask questions and make
fepresentafions on your behalf
but they cannol answer
questions on your behalt

What do I need to know?
——
What meetings can | be
represented at? - Reps can
attend any formal meeting
youre invted fo. If youre
eniited to one, it il be painted
out in the invie lefler you
receive. This includes:
« Conduct  meetings:  ie.
discipinary and appeals.
= Capablty mestings: e formal
performance reviews, il health
« Grievance or flexible working
mestings
= Any meeting which may result
in someone’s employment
terminating

You don't have a right 1o be
accompanied at invesiigation

mestings, hoviever, if youd ke
to have support and i dossn't
add any delay to the process, f
the request is reasonable t may
be alloved

For ofher types of informal
discussion, feps typicaly wonit
be able 1o atlend unless there
are exceptional cicumstances
For example;

« Youte under 18

« Engish st your fist
language

« Reasonable _adjustments to
attend the hearing are nesded

Who can accompany me?

Any of the following can be your
rep:

A collsague who understands
your ole or the specifcs of the

« A unon rep from our
recogrised unions.

= Any ofher trade union oficil,
as long as they can provde
suffcient  documentation a5
evidence

Family members or thid paries
such as soltors arent
permitted o represent you

How do I find a rep?
Contact your local union rep as
they re aware of and can advise

on our polices and wiays of
working.

I your local rep is not avaiabie,
they or your People Manager
can point you in the directon of
another.

Reps will eceive paid e of fo
attend the meeting and must
givetheir manager nofice o
amange coverTheir manager
may also authorse extra work
time to laise with you f ifs
essential fo the case.

What can my rep do?
Your rep s your support. They
can aftend the meeing, take
notes, talk t0 you before, during
and aflerwards_and _ clarity
points for you. They can also
ask  questons o make
representations on your behalf.

If your representative is being
dsuptve o benaving
inappropriately they wil be-
stopped from inferecting and
given the chance fo speak fater
on. If they continue to_disrupt
the mestng, the Manager will
askthem to leave

They can't answer questions on
your behalfthough, nor can they
address e manager
conducting the meeting if you
don'twant them to, 5o make

Representation

sure you set expectations with
them beforehand

Can my representative be
refused?

It unlily that a rep viould be.
refused as long as theyre
acting n fine wih his guide.

However, there may be
circumstances  where  your
choice isn't _approprite, for
‘example, il you biing a close
fiend or family_ member who
works for us and they become
obstnucive {0 the process, or if
ou choose a key witness {0 the
allgations.  If this happens,
your Manager has the right o
refuse the rep either before o
during the meeting

What if my rep can't attend
the meeting?

If they cant atend you can
request to rearmange your
mesfing once, as long as ifs
vithin five days. If they siil
can' attend you vil be asked to
Ghoose an altemative rep.

Being a representative.

Beng a rep caries
responsibilty. Reps need 10 be
honest,  open, _direct.
supporive,  be  able to
communicate well and manage
‘emotional situations

professionally.
An effective rep needs to;

« Know the fact of the case and
ask he coleague for copies of
allinformaion

« Know company polivies &
procedures  and  honesty

manage colleague
expecations
“Read  al  relevant

documentation in_advance,
being aviare of bestpractice

« Help the coleague pul
together a summary of points
and a potental resolution

« Ask for breaks and raise
issues tha havent been
considered

« A avalable for the
Scheduled fme. Should you
need 1o request fime o meet
wih the colleague before or
after the mesting, request this
in advance

Still ot sure?
—
Speak to your ine or people
manager for advice.
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Morrisons

Private and confidential

Dear Name

| write further to the formal Perfarmance Meeting that took place on date held in the presence of
narme, job fitle and your chosen representative

Having cansidered al of the evidence, | can now confirm that | have decided to issue you with
My findings have been based on the

following:
* We discussed the fact that | have the fallowing cancems about your performance:

« We discussed the following relevant documents that have been reviewed and
considered as part of this process: [inserf defails of any documents, &.g. scorecard,

» We also discussed the suppart that has been provided to date, namely:[insert defails].
A copy of this [First/Final] Performance Warning will remain live on your file for a period of 12
manths from the date of this letter.

Throughout the mesting we discussed the standards expected of you and the impravements
that are required;

We also discussed and identified a number of training needs which | can confim have been
arranged for you and will take place as fallows:
[
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Private and confidential

Dear Name

Further to our recent conversations regarding your current performance, you're invited to
farmal Performance Meeting with myself and

AL this meeting, we'll discuss your performance within your role and what help and support
might be needed that will enable you to do your job to the required standards

As you're aware from our previous conversations, | have the fallowing concerns regarding your
performance:

—

| met with you on date where we discussed these concemns and agreed how we could wark to
resalve them, this included:

The meeting will be held as follows:
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Morrisons

Private and confidential

Dear Name

Further to our previous conversations regarding your performance in your role, over recent
weeks we have heen reviewing your pragress and I'm very pleased that you have made a
substantial mave forward in your delivery of the areas identified. As a result, | can confirm that
the performance improvement process has been concluded
As advised, we'l continue to monitar your performance [for a
to ensure the improved
performance is sustained. During this period, should your performance lapse or deteriorate in
any way, then the process will be re-canvened at the stage where it was concluded

During this period, we'l continue to review your performance in the same way as any other
calleague in your rale, however, shauld you wish to have further, more frequent or detaied
reviews, support or feedback then please let me know.

Once again, well done on your progress to date and | look forward to seeing a sustained
delivery fram you going forward

If you have any questions or queries, then please do not hesitate to contact me

Yours sincerely
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Morrisons

Private and confidential

Dear Name

| write further to the formal Perfarmance Meeting that took place on date held in the presence of
narme, job fitle and your chosen representative

Having cansidered al of the evidence, | can now canfirm that | have decided to issue you with a
My findings have heen based on the

following:
* We discussed the fact that | have the fallowing cancems about your performance:

« We discussed the following relevant documents that have been reviewed and
considered as part of this process:|[insert details of any documents, e.g. scorecard,

» We also discussed the suppart that has been provided to date, namely:[insert defails].
A copy of this [First/Final] Performance Warning will remain live on your file for a period of 12
manths from the date of this letter.

Throughout the mesting we discussed the standards expected of you and the improvements
that are required;

We also discussed and identified a number of training needs which | can confirm have been
arranged for you and will take place as fallows:
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Morrisons

Private and confidential

Dear Name

Further to our previous conversations regarding your performance in your role, | can confirm
that we have agreed that you will transfer to the role of [insert].

A contract of employment detaiing the terms of your new role is enclosediwil be pravided

You'l be required to meet expectations in your new rale and we'l continue to review your
performance in the same way as any other colleague in your role. As advised, your
performance will continue to e monitored, and shauld your perfrmance lapse or deteriorate in
any wa

or the new role proves to he unsuitable in the next

Should you wish to have further support or feedback then please let me knaw and we can
agree what would be appropriate.

If you have any questions or queries, then please do not hesitate to contact me.
1 wish you every success in your new rale.

Yours sincerely




image30.png
X
Morrisons

Date

Private and confidential

Name Location Narne
Postcode Postcode

Dear Name

| write further to the formal Performance Meeting that took place on date with name, job title and
your chosen representative name, job title. 1 am writing to confirm the outcome of that meeting

We discussed the fact that | have the following concems about your performance:

We discussed the following relevant documents that have been reviewed and considered as
part of this process

We also discussed the support already given ta you, namely;

Throughout the mesting we discussed the standards expected of you and the warnings that
have been given to date. As there is currently a live Final Performance Warning on your fle, |
have taken the decision to dismiss you on the grounds of capability. The reasans for this
decision are
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From: Shaun Bird <shaun bird@rmorrisonsplc co uk>
Date: Mon, 6 Sept 2021 at 06:56

Subject: Store Manager Testimony corfirmation - Chioe Philips
To: Chioe Phillps <Chloe phillps@morrisonsplc co k-

I can confirm that on numerous occasions Chloe has helped and supported the Line Managers and advised regarding Performance Management and Annual Performance Reviews.
Chloe Phillips has been a People Manager, partnered with the Store Manager for four years coaching and guiding the Managers as well as the Store Manager within performance processes.

The People Manager contribution isvital as this enables a balanced approach in a fair and consistent way. Chloe has assisted managers either within their reviews or supporting them to
prepare. Online reviews are relatively new to the organisation which became a barrier for some less technically minded managers. Chloe has coached and guided, showing how to use the
function and what good looks like by sharing her experience and personal review.

Chloe has shadowed managers within performance conversations and given feedback to improve their own performance, whether it be regarding behaviors, tone, posture, or the content of the
meeting. Chloe remains professional by ensuring this s done in a private setting following from any meetings in a confidential manner.

Collation meetings are held between s to discuss each manager's individual performance prior to the performance review. We discuss whether the manager has achieved their performance in
line with the scoring mechanism discussing at length each of the ways of working aligned to the company objectives. A mutual decision is reached on what the Line manager should be
ranked/sored.

Chloe ensures that all processes are adhered to within policy and procedures regarding performance improvement and performance reviews. This can include formal letters, offers of
representation, and timescales for disciplinary procedures.

Regards

Shaun Bird

Shaun Bird

Store Manager
Haverfordwest 273
Morwisons PLC
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From: James Lloyd <james 1 lloyd@morrisonsple co.uk>
Date: Fri, 10 Sep 2021 at 13:51
Subject: James Lloyd - Testimony for Chioe Philips

I have worked with Chloe Phillips, People Manager in an HR capacity for the past four years. | can confirm that | have had support for my self-development and coaching development for my
direct reports.

While developing myself within the company as a secondment role for senior manager, | regularly had one-to-one coaching in a formal and an informal setting where training needs were
identified, and next steps put in place in a structured manner.

Chloe has supported me with the performance management process regarding absence and capability for colleagues. Advice has been given regarding behaviors and processes, particularly
absence which hasgiven me the support and tools to manage colleagues.

Online performance reviews are a relatively new initiative for management, Chloe coached and supported to ensure this task was completed correctly and effectively.

Regular conversations continue to benefit my development within Morrisons regarding policies and procedures.

Regards

James Lioyd
Operations Manager
273 Haverfordwest
01437 769440
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Invite to Quarterly 1.2.1for managers = 121 MANAGERS x

Chloe Phillips <chloe.phillips@morrisonsple.co.uk> Sat, 10 Apr 1545 Yr €
tome v

This invite is for a quarterly review meeting
This is S0 you are clear as to where you currently sit with your performance ready for the 1/2 year review in Septerber.

During this meeting we will also be helping you formulate your personal developrent plan (PDP) please think about this, and bring along a draft copy
attached (please make a copy)

hitps:/idocs google.com/presentation/d/103F CSKUEpG 1PHozpYdOpREZZWIupOe_OLIUMOVUSYfUedit?usp=sharing

Please see the agenda below, come prepared and ready to discuss these points, with what is going wel, and what you need to work on

AGENDA

- Sales

- Safe and Legal

- Shrink

- Service and multi-skiling

- Waste and Markdowns

- Execution and Standards

- Payrol routines and exceptions
_ Ontetandina trainina

¥
j
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@ Chloe P

| need you to attend a short 1.2.1 with myself.

s <chloe.phillips@morrisonsple.co.uks Thy 7May 2020, 09553 ¥y €}

Iwill be discussing
Google Classrooms

Holiday Bookings

Base Rotas

People Syster training - disciplines needed for this and when booked

and any other business needs that arise that | can think of.

Prior to the 1.2.1 | will need you to view your email and check whether you have been sent communication around Google classrooms

Planned 1.2.1

8th May 12pm

18th May 11am

11th May 11am

11th May 11.30am

11th May 12pm

9 12th May 2pm
12t May 10inm
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