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Evidence 1
Personal Statement LO1
1.1 & 1.2

To plan my investigation I decided to think about what I needed to do. I decided on the following investigative Actions:
1. Immediately Identify employees that are coached and mentored formally or informally and investigate their experience through discussion and survey.
2. Collect information and data by carrying out a procedural gap analysis of what ideally should be in place against what is in place to evaluate the extent and impact of coaching and mentoring.
3. Talk to the business owner about his current view and vision for coaching and mentoring.
4. Report and make recommendations following my investigation.

Actions 1&3 
I firstly examined who within my organisation is identifiable as being coached and mentored. EV2
I identified immediately 6 employees from the staff list who are coached and mentored by 5 coach and mentors, 4 of which are on the management team, 1 is a supervisor, 1 a past employee. 3 coachee/mentees are male, 3 female. The functions involved are distribution, engineering, compliance, technical, finance and HR. The impact is that only 5% of the workplace are coached and mentored. All 6 are both coached and mentored. (Garvey, 2017)
These 6 coachee/mentees and coaches/mentors were visible and easy to pinpoint for me as I knew they were being given support due to the nature of the developmental roles they work within. I simply viewed the staff register and from my role as HR Officer could pick them out. One of the mentees is a rehabilitated offender with unspent convictions so is more formally coached and mentored as part of the rehabilitation. This has had a positive impact on him but also how others view the company’s approach to equality and diversity.  (D, 2012) 
5/6 mentees,  83% are based at our Haverfordwest site. No coaches/mentors or coachee/mentees exist at our Swansea site. The impact of this could affect staff morale and site resentment. It may also impact on organisational objectives including operational cover and succession planning. An impact of this discovery is that we need to identify someone at Swansea to promote fairness. (R, 2015)
I discovered through discussion there is more even less formal coaching and mentoring going on within the organisation but it is done without recognition, an area that will need exploring longer term. The impact of this is that informal mentors may not be having access to the support and resources that they need. Mentees may not have access to jointly work with HR on achieving individual and team objectives. My discovery stems from interviewing operational managers as to who provides support when needed, who steps in and steps up. Responses have pinpointed employees who are providing on-going support to others in the workplace through what appears to be in a coaching and mentoring peer and one to one style. This was more in areas of higher staff turnover such as our Cardiff and Swansea depots. The support was in areas such as dealing with face to face customers in difficult situations, on-going expected behaviours, effective route planning in times of change, and using digital equipment competently and to the full. The impact of this has been people quickly becoming skilled. (J, 1992)
I decided to issue a survey to all 6 mentees. I did this to assess the impact that being coached and mentored had on them. The surveys are enclosed as EV3. To summarise the impact was hugely positive with most scores being 4 or 5. An area that was difficult for mentees to complete was that of attendance as very few had structured planned coaching and mentoring sessions.  I also issued surveys to the mentors based on Landsbergs (M, 2015).  EV4
I also held informal discussions with the mentees and mentors to assess the impact and also to identify the style of coaching and mentoring EV5
The general impact was as follows:
Coacheee/Mentee No1 (MC) has been able to meet his objective of being able to cover for the manager depot in his absence. He has been coached and mentored to deputise for the role as well as achieving further qualifications. This has been achieved by shadowing the depot manager and studying. 
Mentee No2 (RB) has been upskilled and subsequently achieved a pay rise as he was able to take on more responsibility. 
Mentee No3 (SH) has been able to adjust back into work following release from prison and become an effective team member. He has developed his communication skills and how he presents himself. He has also improved in confidence. He has been supported through a structured work plan and regular sessions.
Mentee’s 4, 5, 6 have been developed to be able to fulfil all aspects of the succession roles they have been put into. One has fully taken over the role. All have received pay rises.EV6
Mentors also felt that teams have been impacted as well as new skills, behaviours and competencies are brought into the team. It has also stopped some teams being only one person deep in that if a particular person went off for a reason, there would have previously been a gap. As for themselves they all felt that they had benefitted from the experience.
The business owner felt that the organisation has benefitted greatly as potential succession gaps in skilled difficult to recruit functions have been accounted for. He also felt that the organisation was more resilient to absences and operational cover, especially in the pandemic. He would like to expand the volume of people being mentors and mentees with a target of 10 for 2021/2022. EV5



Action 2.
On starting the gap analysis I first detailed what I thought should ideally be in place for a good workplace coaching and mentoring program. Through my role I suspected that there is no formalised approach to coaching and mentoring. As part of my investigation I examined all of the company’s policies and procedures and also the employee handbook. The results of my gap analysis are as follows: EV7 & EV8

1.3 & 1.4
Action 4
Attracting employees to become mentors could impact on the future of coaching and mentoring if it is formalised. The informality at the moment does not present commitment. The culture within the organisation is one where employees will not do extra unless there is a pay incentive. If structure commitment and training is involved this may impact on getting mentors on board and finance. If a budget is allocated then this will alleviate the potential impact. Due to the evident lack of understanding of coaching and mentoring training would be imperative.
There is also the impact of potential training that may be needed and the cost and time of that as a required resource. If developed further within the organisation, some standardisation would have to be brought in so mentees have similar experienced and have the same opportunities as others on a program. There is the circumstance that the business owner has recently invested in a large amount of mandatory training in the engineering and transport function so there could be some resistance to spend more on something not so tangible as certification.
We are also experiencing post Covid a general recruitment problem and are not operating with optimum numbers of employees. This may impact on the willingness of employees to become mentors as they are already very busy.
We also have some language barriers within the company which may prevent potential mentees from being mentor as well as others. The pool of mentors may be restricted to those who can speak a specific language. (E, 2017)
My recommendations to further develop are to address the findings of my gap analysis and :
1. To create a business proposal for the business owner for more structured coaching and mentoring. If agreed……
2. To identify 2 more mentors and mentees as a target by the end of 2021.
3. Develop a formal coaching and mentoring program and promote.
4. Expand our existing skills matrix to include coaching and mentoring opportunities.
5. Research training opportunities/qualifications in coaching and mentoring and make it happen.
6. Link and dovetail any coaching and mentoring strategy to a learning and development one.
7. Follow the cyclic business model strategy of Plan, Do, Check and Act to ensure its sustainability. I suggest this as the safety function works to this model and is recognised within the business.

























Additional Evidence to support LO1

Evidence 2:  Analysis of coaching and mentoring participants
	Function
	Site
	
	Coachee/Mentee ( initials)
	Coach/Mentor (initials)
	Style 


	Distribution
	Cardiff
	1.
	MC
	GO
	Line Manager coaching

	Engineering
	H’West
	2.
	RB
	SP
	Peer Coaching

	Compliance
	H’West
	3.
	SH
	SJ
	Performance Coaching

	Technical
	H’West
	4.
	MD
	DD
	Performance Coaching

	Finance
	H’West
	5.
	FP
	KJ
	Executive Coaching

	HR
	H’West
	6.
	AO
	SJ/DD
	Executive Coaching


















Evidence 3: completed surveys by coaches/mentees
[image: Diagram

Description automatically generated]
[image: Diagram

Description automatically generated]
[image: Diagram, table

Description automatically generated]
[image: Diagram, table

Description automatically generated]



Evidence 4: completed surveys by coaches/mentees
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Evidence 5: witness statement Mark Hunter
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Evidence 6: Promotion letters x 3

25th June 2021
Dear Marija,
RE: Technical Manager
On behalf of everyone at Mark Hunter Ltd, T/A Totally Welsh. I would like to congratulate you on the recognition you have received, and the opportunity given to you to develop your role to that of a Technical Manager.
As discussed with your manager David Ditchfield. Monday 15th February a training and development plan will now be put together with your involvement with the aim to train and develop you into Mark Hunter Ltd, T/A Totally Welsh’s Technical manager.
I wish you all the success in this new venture and should you need any support with achieving this please be assured that we are all here to support you.
Yours Sincerely,
HR Department
Totally Welsh











25th June 2021
Dear Alys,
RE: Human Resources and Health & Safety Officer
On behalf of everyone at Mark Hunter Ltd, T/A Totally Welsh. I would like to congratulate you on the recognition you have received, and the opportunity given to you to develop your role to that of a Human Resources and Health & Safety Officer.
As discussed with your manager David Ditchfield, a training and development plan will now be put together with your involvement with the aim to train and develop you into Mark Hunter Ltd, T/A Totally Welsh’s Human Recourses and Health & Safety Officer.
Your rate of pay has increased from £10.50 ph to £13 ph. This is referenced from our company job banding system.
The increase in your pay will be effective as of the 28th of June 2021.
I wish you all the success in this new venture and should you need any support with achieving this please be assured that we are all here to support you.
Yours Sincerely,
Dave Ditchfield
Operations Manager
Totally Welsh








25th June 2021

Dear Scott,
RE: Compliance Manager
Firstly, I would like to extend my thanks to you for the collaborative approach and attitude that you have demonstrated during what has been a very challenging time within the business.
I would like to congratulate you on the recognition you have received, and your new role as our company’s Compliance Manager.
As discussed with your manager David Ditchfield. On Monday 28th June you will now fulfil all the duties of a Compliance Manager. Your Job Description is attached with this letter.
Your rate of pay has increased from £12 ph to £12.50 ph. This is referenced from our company job banding system.
The increase in your pay will be effective as of the 28th of June 2021.
We hope that you continue your commitment to your job and the company.
If you have any queries regarding the pay increase, please contact myself.
Yours Sincerely,
Dave Ditchfield
Operations Manager
Totally Welsh






Evidence 7: My gap analysis 
	Steps
	What good looks like
	In place?

	Define the purpose and goals
	Policy, procedures outlining purpose. Aims and objectives, vision, goals, framework
	There are no starting point policies or procedures or aims and objectives articulated. There are no visionary values, goals or targets. There are for all other aspects of the business but any people development policies have been linked greatly to mandatory training requirements with a food safety bias or ones that are needed to support technical standards that the organisation works to. However there is a learning culture within the organisation because of the need for this mandatory training. In interviewing the business owner as part of my investigation I determined that due to his style of recruiting being based on familiarity he saw coaching and mentoring of internal staff important as he already held a degree of trust in them. He also realised the benefits of coaching and mentoring for succession planning 

	Design the mentoring program
	Clear scope, allocation, budget, availability, promotion, selection criteria, application process, expectation, commitment, monitoring, evaluation, reporting means
	Nothing formally in place which I believe does impact heavily on the low volume of mentors and mentees. There are no planned programmes for mentees to be enrolled on or a specific budget allocation for coaching and mentoring. There is no mention of coaching and mentoring opportunities within the employee handbook. There is however a skills matrix that has been developed and improvement plan templates to support employees in areas such as skills, behaviours, working ways. These have often been linked to disciplinary, not general development. However I discovered that 3 managers had been issued comprehensive work plans that included areas of self-development as well as skills. 

	Getting mentors and mentees on board
	Communication of benefits, internal advertising, training, removal of barriers.
	No legacy recruitment system or identification system for mentors and mentees. I have started in 2021 to promote benefits to hopefully have an impact. Little experience as a company of coaching and mentoring. No training in place for mentors.

	Matching people up
	Ensuring fairness of selection without bias. 
	Bias in existence but not necessarily detrimental. Existing mentors and mentees are all connected by line management. All mentors are the line managers of the mentees. There is a match in their skill specialisms and in some cases a positive impact for succession planning

	Keeping the program active
	Structure, guidance, check in’s, inspiration, community feel, communications, reward and recognition.
	No, some progress check’s done in performance review meetings but no formalised calendar events to catch up with mentees and mentors. No formal connection to HR

	Measuring success and value
	Assessing success, achievements, outcomes against aims and objectives of the program, company KPI’s, individual KPI’s. Feedback system for mentees and mentors. Improvement means. 
	Limited employee recognition within the company BUT is improving. Recruitment of new Operational Manager in late 2020 has seen an improvement in employee recognition. Nothing specific however for mentees and mentors. 










Evidence 8: witness statement Sara Jones
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Evidence 9
EV9
Personal Statement LO2
In January 2021 I linked with national coaching and mentoring week and promoted it within work. I put posters up in the staff canteen and also sent communications out about it. EV10 & EV11
I also promoted it in the newly introduced management meetings from December 2020 when my new manager DD started. I have also been consistently using the term coaching and mentoring so it becomes more usual language. I did this as I realised it was perceived by some older managers as a very modern term and not familiar. They were more aware of “apprenticeships” and I often had to explain the concept. I have promoted work plans for employees who are supervisors and the benefits of this have been seen. (Covey, 2013) Hopefully these will lead on to more structure. (CIPD, August 2020)
I have also promoted the use of virtual meetings to coach and mentor remotely. The two depots now have skills in using Business Skype. I have helped the depot manager in Swansea in improving staff performance. I visited the site and set Skype up to enable better performance reviews and coaching and mentoring longer term. EV12
I have also included a new section in the employee handbook entitled coaching and mentoring opportunities (D, 2016) EV13. I am currently working on policy development and a mentoring handbook EV5
I had some enquiries following the poster and communications and I have been discussing with employees the skills, knowledge and behaviours needed by existing and potential coaches and mentors. There are also longer term plans for training as we are very much at the infant stage. EV5 
I delivered a PowerPoint presentation to the management team on the 14th April 2021 which covered how the HR function can add value to the business EV14. Within this presentation I covered the benefits of coaching and mentoring and also discussed the skills, knowledge and behaviours needed by coaches/mentors. I also discussed how we would measure success drawing on the Plan Do Check Act model explaining the importance of monitoring and evaluating leading to improvement (Deming, 1950)There is a high trust culture with leadership devolved but due to the relatively new HR function I felt I needed to demonstrate how the function can support managers and develop coaching and mentoring further within the business. (M, 2015)EV14
I have also devised supporting material for managers in dealing with employee’s development opportunities such as the formulation and development of a L1 food safety slide pack.
I am also involved with researching and booking suitable courses for employees being coached and mentored to be progressed onto after requests from their coaches/mentors.  These courses include food safety, fire safety, hgv inspection IRTEC,NEBOSH. EV15. I have asked all members of the management team to identify any role holders in their teams that would benefit from coaching and mentoring especially those that report to managers who are critical to the operation. I developed a form to assist them in pinpointing roles and or role/holders. EV16

Summary of personal contribution given by me to coachee’s/mentee’s:

	Function
	Site
	
	Coachee/Mentee ( initials)
	Coach/Mentor (initials)
	Contribution from me


	Distribution
	Cardiff
	1.
	MC
	GO
	To coachee/mentee: General HR support and guidance

	Engineering
	H’West
	2.
	RB
	SP
	To coachee/mentee: Assistance in management presentation of data and PowerPoints. Selection of suitable courses for progression. Support on college work.

	Compliance
	H’West
	3.
	SH
	SJ
	To coachee/mentee: Support in rehabilitation, changing role. Loss of mentor. Behaviours and relationships with colleagues. 

	Technical
	H’West
	4.
	MD
	DD
	Support in recruitment of suitable staff to be developed both internal and external. Induction training and mandatory training. 

	Finance
	H’West
	5.
	FP
	KJ
	None to date required 

	HR
	H’West
	6.
	AO
	SJ/DD
	This is me



Support given to coaches/mentors to build and develop the knowledge, skills and behaviours required for the role.
Summary of personal contribution given by me to coaches/mentors:

	Function
	Site
	
	Coach/Mentor (initials)
	Contribution from me


	Distribution
	Cardiff
	1.
	GO
	To coach/mentor: Coaching and mentoring in employee performance and expected behaviours of employees. Guidance on delegation and enablement of MC.

	Engineering
	H’West
	2.
	SP
	To coach/mentor: Assistance in dealing with language barriers, guidance on equality and diversity behaviours.


	Compliance
	H’West
	3.
	SJ
	To coach/mentor: support in stepping back from the role. 

	Technical
	H’West
	4.
	DD
	Support in recruitment of suitable staff to be developed both internal and external. Induction training and mandatory training. Support in sourcing HACCP training. 

	Finance
	H’West
	5.
	KJ
	None to date required 

	HR
	H’West
	6.
	SJ/DD
	This is me



I have been actively involved in the coaching and mentoring of SH and I developed his work plan from December 2020 – January 2021 when his original mentor SJ left the business. EV17 The meeting that took place between us when this was issued also covered areas such as the importance of still having one to one sessions with his new line manager DD for coaching purposes but with me for mentoring.
Within my role I have a lot to put in place to formalise the coaching and mentoring program. My gap analysis has identified my work needed EV7

















Additional Evidence to support LO2
Evidence 10: Poster promoting coaching and mentoring January 2021
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Evidence 11: Comms promoting coaching and mentoring
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Evidence 12: Supportive visits

Morning Both, 
I am hoping to come up and start doing performance reviews with the Swansea staff at the start of next week. There is a large number of staff in Swansea and I won’t be able to see more than 4 a day. I will be working on their contract of employment and I am hoping to issue them to all when I come up. 
D – you are more than welcome to join me on the performance reviews if you would like. 
What I will need from both of you;
· Is to complete the document attached, it will give me more of a guide to go off. 
· I will also need you to let me know who is best to see at what time as some drivers are on the night rounds.
· Who do you want me to see first, Drivers/ Pickers etc
If you could both have a catch up on this please then let me know 😊
Many thanks
Hi Both, 
Going forward with starter packs.
When an employee starts with Totally Welsh, I will need to be kept in the loop when issuing starter packs. The reason is due to some information having to be kept confidential. If the employee knows that the starter pack could be of access to other members of staff, this could lead to them not completing it fully. 
Going forward as a 3, we need to ensure that this gap is closed, and as of when an employee starts / leaves that the 3 of us are kept in the loop. 
I am currently amending the starter pack for the drivers. So, when a new employee starts;
1. D or G Issue starter pack.
2. Make sure the employee is aware that this document will only be sent to HR.
3. Scan the starter pack back to myself.
4. It will then be kept in a secure folder on the system.
5. I will be up the following week to issue the new employee their Contract and JD
I am aware that employees can start / leave very quickly - even if there is an email sent to me so I am aware of who has started/left.
Many thanks,

Evidence 13: revised section in our employee handbook

8.	Training and Development

1. [bookmark: _Toc40778591][bookmark: _Toc177130719][bookmark: _Toc177131138][bookmark: _Toc507347254]Training and Development Policy

 The Company aims to provide training opportunities which will provide: 

· An induction programme which all staff will be required to undertake and will assist staff settling into their new role/job.

· A progressive training and development scheme to enable staff to develop relevant skills and acquire knowledge to underpin their current role and career aspirations.
[bookmark: _Toc40778592][bookmark: _Toc177130720][bookmark: _Toc177131139][bookmark: _Toc507347255]Personal Development Planning

1. [bookmark: _Toc40778593][bookmark: _Toc177130721][bookmark: _Toc177131140][bookmark: _Toc507347256]Introduction

The Company promotes personal development planning. The aims and purposes of the are:

· To help managers and staff to make effective arrangements to identify and meet learning needs

· To develop the skills, knowledge, values and behaviour that staff need to do their current jobs well 

[bookmark: _Toc40778594][bookmark: _Toc177130722][bookmark: _Toc177131141][bookmark: _Toc507347257]PDP - The Process

There are 3 stages in the process:

· Preparation – where you and your manager/HR prepare separately for an appraisal interview using the appropriate documentation.
· The discussion – where a personal development plan is agreed by you and your manager/HR.
· Monitor & Review – the method and timescale for monitoring should be agreed at the discussion stage and implemented throughout the year.


Coaching & Mentoring

We do offer opportunities for employees to be coached and mentor and for employees to become coach and mentors. 

The benefits of coaching and mentoring include: 

 Providing well timed and structured learning and development opportunities based on the specific needs of the employee and delivered at their own pace; 
 It can improve confidence and self-esteem; 
 It can motivate 
 It can develop your own understanding of Totally Welsh and the processes. 
 It can develop new insights and ways of working; 
 It can provide an opportunity to receive safe and supportive feedback; 
 It can provide an opportunity for employees to reflect on and plan their career development.

If you feel that this may benefit you at any time during your employment with us then please contact HR. 






Evidence 14: Presentation to the management team
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Evidence 15: Evidence of supporting progression onto courses.

IRTEC
Hello B, 
Hope you are well, 
I was just enquiring for details about the Irtec license and some potential candidates. Would you be able to give me a call by any chance please?
My number is 07 – A
Hi A,
 
Here is the application form for the IRTEC accreditation. Please fill it in and get it back to me tomorrow, along with the H&S policy and the covid 19 action plan. 
 
In section 2 route applied for please put
 
LCV inspection technician
 
Any other questions just give me a ring. 
 
Cheers
 
Ben
  
Hi B, 
Hopefully this is everything you need! Give me a bell if you require anymore information.
Thanks A,
I'll get him registered today, I'll be with you for 7am on Friday.
Cheers
Hi B, 
Perfect! I’ll see you at 7am Friday morning
Hi B, 
Have tried to call earlier put couldn’t get through. Looking forward to see you tomorrow.
The guys in the workshop were just trying to plan their day around tomorrow. One question they wanted to know was, will the pit be used tomorrow for the assessment?
COVID-19
Totally Welsh are in line with all COVID-19 guidelines. Therefore, please ensure you bring a face covering with you and ensure it is on before you enter the building. If are you exempt from wearing one, please inform us when you arrive.
There are sanitising stations before you enter the building.
I will meet you in the morning just for covid screenings! 
Many thanks





















Evidence 16: Identifying potential coachee/mentee’s form given to managers

	Coaching and Mentoring




	Name of person



	Job role



	Your name





	Brief summary of why you feel they would benefit from coaching and mentoring, for example:


Need upskilling?

	

Need to deputise?



Ready to take on more?



Not working at their best or full capacity



Has more potential 



Other









Evidence 17: Workplan to self develop for SH
SH work plan October 2020 – December/January 2021
COVID
	1.
	Look into what we should be doing surrounding identification of vulnerable people
	This is an area that we have not addressed fully within our COVID risk assessment and therefore are in breach. Scott needs to research thoroughly what approach we need to follow. He needs to put out comms to all employees asking if they believe they may fall within a vulnerable group. They don’t have to tell Scott and ask them to email a confidential HR email address. HR need to know who they are so we can contact them individually and in confidence to arrange for them to be written risk assessed. 

	2. 
	Identify those if any that could be working from home on the reasonably practicable argument. 
	The Government is likely to go back to wanting this so we need to examine who can home work. If they cannot we need to be able to substantiate why not. Scott needs to consider all roles at all sites and come back to us with a list.

	3.
	Ensure that everyone is briefed on the possibility of an initial phone call from the HSE and prepare for call
	A script needs to be written outlining all the actions and controls that have been taken by us for managing the risk of COVID. Call handlers need to know to direct the HSE to Scott or in his absence any of the managers who will have the script also. Cardiff and Swansea sites need to know also. If we are prepared for the call the outcome will be better.

	4.
	The COVID training presentation needs to now include the symptom checker designed by WHO and also a slide on the risk of dermatitis from sanitiser. New staff need to be trained on induction. 
	Scott needs to review the training pack regularly and update it. Scott also needs to inform managers of any additional training points as they come up through phone calls or emails to management.

	5.
	Scott needs to prepare an outbreak contingency plan and communicate it.
	There are examples that can be viewed on the internet. A simple flow chart would be ideal for what we must do if we have more than 2 members of staff test positive.  We are better to have a plan for damage limitation if the scenario happens. 

	6.
	Keep up to date
	Daily review the GOV.UK Wales Coronavirus web page and inform management of any updates. 
Continue to report on cases and trends.
Continue to report on our compliance status and COVID issues throughout the business. 




HEALTH & SAFETY

	1
	Set Wednesday mornings from 8:30am on for training
	Scott is to Facetime SJ on Wednesday mornings for a focussed half an hour training session on a key safety topic to widen his knowledge. He is to let me know which topics he wants to go over in a prioritised format. This is to strengthen his competency and support his reading revision to prepare for an exam.

	2
	Study towards his safety qualification
	Scott needs to read around subjects that we discuss within the training sessions ready to sit L3 H&S at the end of November. To act as your “competent person” under the Management Regs he needs to attain something formal.

	3
	To carry out a gap analysis of welding
	The HSE put out new info on welding two years ago and I don’t believe we are compliant at all. The other point of this is to enable Scott to have a go himself at conducting a gap analysis identifying law from guidance, drawing an action plan from it with SMART objectives and then making recommendations based on the reasonably practicable concept. It will also improve his knowledge of engineering tasks. 

	4
	To develop and facilitate a L1 H&S general training pack and then specific pack for occupational safety involved with driving
	The intention here is for all staff to receive L1 H&S training facilitated in a similar way as the L1 Food safety was accomplished but to have 2 packs – one general and 1 for drivers. It needs to cover areas captured within the HSE Guidance document “Driving at Work, managing work-related  road safety.” Such risks as fatigue, falls from vehicles, musculoskeletal, refuelling etc.

	5.
	Completing COSHH
	Some time back GO started a COSHH assessment but never finished it in entirety. Scott needs to revisit it and see where we are with it and liaise with Leighton on what we are currently holding and why. 



FOOD SAFETY
	1
	To design an audit system for hygiene audits for Haverfordwest. The system to include audit checklist = gap analysis = result report = corrective action plan (CAP)
	To bring in regular audits of H’west to drive standards higher. 

	2
	To identify those staff who need L2 Food Safety training. To then design a Dairy L2 training pack and deliver it.
	To make sure we meet the legal training requirement of training should be “commensurate with the level of the work activity” This training needs to be benchmarked against industry packs and meet the L2 learning outcomes and assessment criteria.

	3
	To set up an audit plan against the clauses of STS and carry out a 6 monthly audit of all 3 sites against the standard. 
	To become the assurance side of our accreditations. This will involve creation of an audit plan, dip sampling a selection of clauses on a rolling sampling basis, reporting on the findings to SJ and John and forming a CAP that must be monitored and closed out.



FIRE
	1
	To carry on with the intention to bring in fire drills
	This is on track

	2
	To train fire marshals and carry out practical fire extinguisher training
	This needs to be in a purposeful session giving marshals the chance to ask questions. They need ideally to have visible hi-vis vests OR fire marshal armbands. 




Personal Development
	1
	To attend coaching sessions routinely to gain a formal health and safety qualification
	

	2
	To renew L3 food safety qualification
	

	3
	To become a member of IOSH
	Scott will be able to access free training and webinars 

	4
	To complete 1st Aid course and sort 1st aid out on sites
	

	5
	To work on communication skills by using spell checker in all email correspondence. To slow speech on the telephone and take telephone into quieter environment when discussing staff.
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Welsh milk, from Welsh cows, bottled in Wales.
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8lys has worked hard on developing coaching and mentoring in my business. T
write this as there is no documents or systems she can submit yet as we are
very new to coaching and mentoring.

We have people supported in work so they can get on more and a lot of it is due
to legal requirements that I have to comply with. I took on a guy who did not
disclose his convictions until sometime. We kept him on and have coached and
mentored him and it's worked out really well for both sides and it's something I
would not have thought my business would have been involved in but it's
opened my eyes. Alys has played a big part in this taking over from her mother
when she retired.

Other staff receiving support has helped loads with succession planning and
retirement, especially in the finance team. At the depot in Cardiff the guy being
supported can now run the depot if my Ops manager is off.

I have seen her encouraging members of the management team to develop their
staff more in things and she has supported them in finding suitable courses for
their staff to go on or complete. She has also helped the 2 depots a lot in
managing staff from an ACAS point of view.

She helped me a lot with finding the right IRTEC course for my HGV
maintenance man. This has been a big help.

I .do know as well that she has helped a lot of people with computer work and
how to do presentations. She also helped the finance manager a lot in
supporting the recruitment of our trainee accountant.

I can state that 8lys is currently working on some structure or framework to
coaching and mentoring and is going to go over it with the management team
when finished. I am happy to support its development but at a gradual place as
the business is under pressure at the moment and it's not my priority. I also
state that she has talked at length to the people currently being supported and
the people who are helping them.
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I can also state that she monitors progress as she conducts performance reviews
and keeps an eye on managers and supervisors performance as well as those
they line manage.

Mark Hunter
MD

Mark Hunter Ltd, T/A Totally Welsh
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I can witness that in November 2020 Alys first investigated where we were on
the coaching and mentoring front in Totally Welsh and went through all of the
HR policies and procedures that were in place. We didn't have anything formal

and Alys quickly discovered that there is a gap and it linked to another gap we
had in learning and development policies in general.

The HR function in the business was non-existent until late 2019 and there has
been a lot of progress done initially be myself but since my exit wholly by Alys.

Alys did find that some people were in reality being coached and mentored but
not on a specific program other than [N T know that Alys spoke to
them all at length and assessed how they had been doing and how both the
mentee and mentor felt how things had gone and the impact on them and the
wider business. Surveys were done as well and I had to complete one.

Since I have left the organisation Alys picked up with my mentee _
and ensured that he coped ok with my departure and has informally coached and
mentored him since in times of need.

When T was the mentor for [l T coached Alys on how to be a good mentor.
She attended many sessions with me and - and also saw the structure of
his work plans and targets. It was an amazing opportunity for Alys and an insight
into the rehabilitation of offenders and also equality and diversity. Alys wrote
the work plan for [Hll following my retirement.

I'm also aware since my departure that Alys has done much more on the
coaching and mentoring side having promoted it and supported employees to
further themselves through achieving qualifications. I can witness this as some
of the qualifications have been through my own training company. For the first
time as well she has been coaching depot managers on ACAS and fair process
and how to deal with things at site level,

T also know that she has been very involved with assisting people in how to
behave, communicate and present info in management meetings that have been
introduced by the new manager from December 2020.

Sara Jones

T
s T




image13.emf
Totolly Welsh 7+

Coaching and Mentoring

The difference between Coaching and Mentoring

Coaching is more performance driven, designed ) ¢ -

to improve the professional's on-the-job _..;’f_':'#""""-’;i_: _ "
performance. Mentoring is more development L

driven, looking not just at the professional's wwms s seeomr  success

current job function but beyond, taking a more
holistic approach to career development.

shutterstock.com - 527832004

Who is coaching and mentoring for?

Coaching and mentoring is for all employees its great for helping staff to learn
new skills or enhance current skills while increasing their confidence, too. It
doesn't matter who the employee is, there's something they can learn.

Do you need a coach and mentor?

w/r ,,-»fg A  mentor can provide a much broader
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Does this sound good to you?

If you feel you'd benefit from coaching and
mentoring or feel like you would like to coach and
mentor someone please contact Alys in HR on

hr@totallywelsh.co.uk
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VALUES &
BEHAVIOURS

PRESENTATION BY

Alys Owens
HR Officer
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Rules

Mobile phones on silent.

No chewing gum.

Questions at the end of the presentation.

Everyone to be respectful of each other

One person to talk at a time.
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Vision

Our vision is to be the milk product supplier of choice and the
family favourite. Our strategy involves growth and exceptional
product.
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Introduction/ Aim

1. How the HR function will implement and maintain the 4 core
values and behaviours into the business.
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Totally Welsh 4 Core Values & Behaviours

People Development & Respect

People development, learning, respect and support for each other are fundamental
in achieving individual, team and organisational goals.

Innovation & Continuous Improvement

We see challenges as opportunities and constantly strive to do things better,
harnessing creative ideas and agility, in a quality driven environment.

Result Orientated

The willingness to take personal ownership and accountability to deliver against
assigned goals.

Customer Focused

The consistent focus on Customers as the key priority, providing quality products,

value, and service that meet their expectations. TMQ {,} CV\ / p')gb
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How the HR function will implement and
maintain the 4 core values.

1. Visualisation
2. Advertisement
3. Interview
4. Inductions
5. Job Descriptions
6. Performance Reviews
7. Team Briefings
8. Coaching and Mentoring

9. Recognition and Reward
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1. Visualisation

New design - Logo of our 4 Values and Behaviours
To have a display board within the company of our values

Newsletter

Headed paper oor Va‘ue’

PEOPLE DEVELOPMENT & RESPECT

INNOVATION & CONTINUOUS
IMPROVEMENT

RESULT ORIENTATED
CUSTOMER FOCUSED
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2. Advertisement

Recruitment / Advertising for
employment
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3. Interview

Do you know what our core 4 values and behaviours are?

Interview Question
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4. Inductions
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5. Job Descriptions

Personal Specification - Qualfications, Knowledge, Experience & SKIls:
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= Dairy, food manufacturing or pharmaceutial

(

'Values & Behaviours
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6. Performance/Probationary Reviews
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7. Team Briefings

* Monthly team briefings with
different departments on the
values and behaviours
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8. Coaching and Mentoring

To coach and mentor the whole management team in achieving these
goals.

Monthly, meetings on coaching and mentoring

Moﬁvanon Advice s,,
N
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Recognition & Reward

Totally Welsh believes that successful performance is a combination
of WHAT colleagues are expected to do, i.e. achieving KPI standards
and delivering against objectives and HOW colleagues go about
achieving them, i.e. the behaviours that are demonstrated.

* Recognise when an employee knows the values and behaviours

* To reward and praise

T i/},??” o) xl'):;h\y )




image30.png
Hierarchy

Coaching
) ) Job Performance Team
Advert Interview Induction and
Description Reviews Briefings
Mentoring
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Languages

+ Totally Welsh have a diverse workforce.

* To ensure that the 4 core values and behaviours are EQUALLY
promoted and to translate and display them as well as the English
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How will we measure?

Sign off sheets

Regular testing of knowledge. Referring back to the 4 tables with
the examples.

Reward employees and make note of it.
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Plan, Do, Check, Act,

ACT
Implement the
est Solution
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To Conclude

1. Visualisation
2. Advertisement
3. Interview
4. Inductions
5. Job Descriptions
6. Performance Reviews
7. Coaching and mentoring
8. Team Briefings

9. Recognition and Reward
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