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Personal statement for LO1 (including reference list) 750-1000 words
LO1 - Be able to provide information on performance management activities within an organisation.
1.1 Explain performance management policies and processes in the organisation and the roles and responsibilities of those involved with them.

(Mearns, 2014) argues that performance management commences at the start of the employment relationship. They refer to eight key components to effective performance management:

· Recruitment & Selection
· Induction
· Performance appraisal
· Recognition and reward
· Training and development
· Communication
· Managing poor performance
· Organisational culture

They emphasises that performance management should be a continuous process that links performance, motivation, individual goals, departmental drive and business objectives. 

(Trullen, Stirpe, Bonache, & Valverde, 2016) refers to effective implementation of human resource practices (HRP) provides a clear link between HRM and performance. Line managers act as linguists of HRPs to employees and play an influence role in their employees’ responses to these. HR’s role is to ensure that line managers are made fully aware and involved in the implementation of these practices. 

Recruitment & Selection

Neath Port Talbot County Borough Council’s (NPTCBC) Human Resource Section has adopted their Recruitment & Selection policy and procedure (appendix 5) which sets out its objectives in order to recruit and retain a skilled and committed workforce.  This includes adopting the relevant legislation throughout the process including the Equality Act 2010, promoting Equal Opportunities and the Welsh Language Act 2016.

(Mearns, 2014) highlights that management ability and skills are pivotal in identifying the most appropriate individuals which drives a successful organisation. Managers must have the correct knowledge and skills to enable them to identify the necessary competencies in line with business objectives.

Managing Performance Policy

NPTCBC has implemented two policies and procedures solely related to performance management. The first is “Managing Performance Policy” (appendix 1) and the second is “Performance Appraisal” (appendix 2). Other policies and procedures adopted also link into the performance management cycle.

NPTCBC recognises that the competence and commitment of its employees is fundamental to the achievement of organisational success.  NPTCBC is committed to ensuring that all employees have the appropriate skills, knowledge, competence, and aptitude to undertake their roles effectively. This policy provides guidance for those employees who are performing unsatisfactory and includes supportive measures for improving performance, which includes a performance improvement plan using SMART measures (appendix 3).  

(Rees & Tymon, 2016) refer to the importance of a performance management process in enabling an organisation to produce greater quality of product or service. Managing employees successfully provides consistency and the requirement to minimise service provision costs.

The policy highlights that it is the employee’s responsibility to take whatever action is necessary to improve performance. The Council’s formal capability stages (appendix 4) may be instigated for those employees who continue to not be able to fulfil their duties effectively. 

(Mearns, 2014) states that employees are accountable and should strive to fulfil the strategic business aims as well as personal career goals. 

Performance Appraisal

(CMI, 2011) emphasises the importance of business objectives setting out what an organisation wants to achieve. Leaders and line managers play a pivotal role in ensuring the process of setting objectives to ensure that an individual, team or an organisation work to the same values. 

They refer to SMART which outlines specific and measurable objectives and how these provide success. Setting achievable and realistic objectives help to engage and motivate individuals and timeframe objectives ensure that all stakeholders agree when it is to be achieved. 

The term SMART is now generally used by corporate directors and managers who use SMART to set objectives within appraisal and performance management systems.

NPTCBC’s performance appraisal sets out the role of the manager and employee and emphasises that the importance of a two-way discussion. Employees should take ownership of development and performance, working towards agreed standards and objectives. The manager must set objectives in line with business requirements and regularly review and tackle under-performance constructively and promptly. 


Induction process

(Rees & Tymon, 2016) argues that adopting a robust induction process can be instrumental in highlighting organisational performance standards and expectations. 

(CIPD, 2019) argues that an induction plays a significant part on an employee’s first impressions of an organisation. An effective induction can have a bearing on turnover and absenteeism rates and play an important role in team integration and job satisfaction.

NPTCBC has introduced an induction checklist (appendix 6) for management guidance and to ensure that key information is passed to all new recruits. This is a very informative, yet easy to follow checklist providing managers with precise information to follow and gives the new employee an understanding of the employer.


1.2 Explain key sources of information, including legislative information, which underpin performance management activities.

(Legislation, 2020) argues that the Employment Rights Act 1996 provides employee with the right to not be dismissed unfairly. The Act covers key aspects of employment including training, termination, as well as protection of wages and covers unfair dismissal claims. 

This Act will cover a number of performance related activities such as formal capability ensuring that management follow the correct process to avoid unfair dismissal penalties. (Personnel Today, 2020) states that before dismissing an employee, employers need to ensure that they have a potentially fair reason. These are categorised into five reasons for dismissal being; capability or qualifications, redundancy, conduct and some other substantial reason. 

HR retrieves sensitive data on a regular basis through recruitment and selection process. Such data must be stored in line with the General Data Protection Regulation (GDPR) and the Data Protection Act 2018 and it is important that the eight principles of data protection are adhered too.

(GOV, 2020) refers to the Equality Act 2010 which legally protects people from discrimination in the workplace. Discrimination due to age, disability, race, sex, etc is unlawful.

(ACAS, 2020) is an independent public body funded by Government. ACAS gives employees and employers unbiased advice on workplace rights, rules and best practice. It is important that employers adhere to the ACAS Code of Practice on disciplinary and grievance procedures when addressing conduct related performance management issues.

1.3 Provide timely and accurate information to colleagues regarding performance management activities.

Provided advice to a manager on an employee who is currently under performing following a return to work from leave of absence (appendix 7). Advised to meet informally with the employee to discuss concerns and set a review date to monitor. Advised that next step could require instigating formal capability procedures. 
Managing poor performance checklist given to management as guidance to ensure that all steps were taken in line with NPTCBC managing performance policy (appendix 8).
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Personal statement for LO2 (including reference list) 750-1000 words 
LO2 - Be able to support line managers to deliver performance management activities within the organisation.
2.1 Analyse the types of support line managers in the organisation need from HR, in relation to performance 

(IES, 2016) refers to ten practical tips for managers on performance management (PM) and how HR can implement these in the organisation. They are:
· Be clear about business aims and objectives
· Emphasise the connection between PM and organisational goals
· Awareness of the key steps to achieving PM
· Make the process clear and simple with no adjustments
· Stress the all-year goal of PM 
· Recognise various policies/procedures linked with PM
· Encourage ownership/approval from management
· Ensure understanding of aims and process for line managers/employees
· Train managers to manage performance consistently and hold regular discussions with their employees
· Monitor performance processes against aims and management usage.

(CIPD, 2015) employee outlook survey identified that “employees with an appraisal scored higher on clarity of the organisational goals, motivation and organisational commitment, compared with those who have never had a review or have it less often than once a year”.
NPTCBC has developed a user friendly performance appraisal review form for managers which includes a section to identify an employee’s training and development needs. This includes reviewing any requirements identified in the previous twelve months as well as setting achievements for the next year (appendix 9).
(Reid et al, 2004) argue that line managers should accept responsibility for the learning and training of their employees. This includes taking a dynamic interest in their careers, providing opportunities to improve and expand their abilities by using day-to-day tasks as well to encourage learning.
HR must be a pivotal role in ensuring management consistency through the organisation and this involves employees being treated equally and fairly. This includes management’s implementation of HR policies/practices for all employees.
(CIPD, 2019) states that line managers play a fundamental role in implementing and enacting HR policies and practices. Employee’s that feel positive about their relationship with their line managers, are more likely to have greater levels of job satisfaction, loyalty and commitment, which in turn are associated with higher levels of performance.
(CIPD, 2019) refers to there being a growing need for both HR & LD to support people professionals closely with business strategy. This approach will support line manager’s people management skills and in turn develop their responses and solutions on HR related issues. Such relationships, links people and business issues and help build a better understanding and develop long-term strategies and solutions rather than raising these with HR to manage. 
This proactive rather than reactive approach offers better support to operations and impact on the whole organisational structure.

2.2 Support line managers’ capability to deliver performance management activities. 

(CIPD, 2020) argues that skilled managers are crucial to employee engagement, organisational performance and wellbeing and developing managers is essential to enhancing their skills, abilities and knowledge.
Line managers are responsible for providing their employees with regular feedback on performance management activities, whether positive or negative. How a manager provides feedback could be crucial to employee behaviour.
(Porter, 2017) refers to the importance of proving feedback that will enable someone to improve and learn and requires careful thought and insightful construction. They refer to the following points:
· Big-picture focused
· Organisationally aligned
· Behavioural and specific
· Factual and interpretive
· Both positive and negative
· Focused on patterns
· Linked to impact
· Prioritised
Providing feedback that is useful requires care and attention than is typical invested. 
Offering guidance to managers on performance related activities including probationary periods is important as this will provide the employee with constructive feedback and what is required within a given timeframe (appendix 10).

2.3 Work in conjunction with line managers in the provision of employee performance and development reviews. 

(Mearns, 2014) refers to performance and development reviews as the main way of managing employee performance as this process should allow an honest and open discussion between the manager and employee and is essential in ensuring effective organisational performance.
It is suggested that appraisals are the most important aspect of people management and achieving organisational goals, as these provide the prospect to motivate, develop and encourage employees on a consistent basis. 
Managing employees who are under performing and fail to meet expected targets is equally important and should be addressed at the early stages. This could be for a number of reasons including lack of skill and ability or de-motivation. Addressing poor performance informally could prevent escalation and the potential for disciplinary action, which in turn could provide time consuming and have a negative impact on employee and team performance.
I attended an informal capability meeting with management and the employee concerned. No obvious reasons for poor performance were highlighted during this meeting and the employee was offered support by the means of a designated mentor and offered training and development opportunities. I have attached the informal capability meeting letter (appendix 11) .
I advised a concerned manager with poor employee performance to arrange an informal capability meeting to discuss and address concerns. I advised the manager to make accurate notes during this meeting and highlight concerns with a set timeframe for reviewing. Management were asked to identify any training needs and health concerns that could have contributed to poor performance. The employee was referred to Occupational Health following concerns raised personal issues (appendix 12).
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Personal statement for LO3 (including reference list) 750-1000 words
LO3 - Be able to assess the impact of performance management activities on organisational performance and make recommendations for enhancement.
3.1 Evaluate the organisation’s approach to performance management, including employee performance and development reviews.
(Mearns, 2014) argues that performance management should be a vital feature for any organisation, whether large or small, and therefore should be a central management task.
It starts with the skills and ability of management to identify the most fitting employees to drive organisational success. It has been recognised that attracting, retaining and effectively managing able employees can provide any organisation with a sustainable competitive advantage. 
NPTCBC’s performance management practices and other policies that link in with these activities are regularly reviewed to ensure that they remain current in line with relevant legislation etc. 
(NPTCBC, 2018) Workforce Plan 2018-2022 (appendix 13) sets out significant transformational and budgetary challenges and the need to focus resources, particularly employees, on successfully delivering corporate objectives and priorities.  
The purpose of the workforce plan is to enable NPTCBC to keep pace with the workforce implications of the Corporate Plan and set out actions to help achieve priorities and objectives. Effective workforce planning enables identification in any gaps between the workforce of today and the workforce needed going forward.

(CIPD, 2020) defines workforce planning as “a core process of human resource management that is shaped by the organisational strategy and ensure the right number of people, with the right skills, in the right place, at the right time to deliver short and long term organisational objectives”.
The Council has a clear structure in place for delivering its objectives, priorities and actions (appendix 14). This provides all members with an understanding of their responsibilities within the performance management cycle. In turn, line managers are also provided with an appraisal cycle to be adopted into performance reviews (appendix 15). This provides all senior leaders, as well as line managers with an understanding of their expected role in performance management.
NPTCBC’s Annual report on corporate plan key performance indicators (KPIs) for 2018/19 sets out how the council has performed using a traffic light coding system – red being poor, amber being moderate and green being good.
(Appendix 16) shows that NPTCBCs performance was deemed as amber (moderate) and therefore, there is potential for improvement.


3.2 Assess the extent to which performance management processes support high performance working (HPW) and contribute to sustained organisational performance. 


HPW is defined by the UK Commission for Employment and Skills as ‘a general approach to managing organisations that aims to stimulate more effective employee involvement and commitment in order to achieve high levels of performance. (Belt & Giles, 2009) state that these are designed to enhance the discretionary effort employees put into their work, and to fully utilise ... the skills that they possess’.
A ‘system’ comprised of a coherent bundle of high-performance work practices creates a synergetic effect whereby the impacts of the system exceed those resulting directly from the individual practices being used. The presence of a HPWS is associated with increased profits, sales and profitability; employees report higher job satisfaction, motivation, involvement and commitment and greater opportunities for innovation and creativity, alongside lower staff turnover (Stone, Braidford, Houston, Bolger, 2012)
(Skilbeck, 2019) argues that organisations need to be able to keep their workforce engaged and motivated in order for them to remain efficient and effective in the workplace, to feel inspired by their work, believe in the organisation, feel connected to its vision, values and objectives and become part of high functioning workplaces 
Continuous performance management practices allow managers to recognise when employees meet the expectations of their role and assists them to track their progress against the organisation’s aims and objectives.  Continuous performance management facilitates an ongoing dialogue between the employee and the organisation which develops trust, support and encouragement, allows exchange of feedback, strengthening the relationship (Hearn, 2018).  
Organisations who only carry out performance appraisals on an annual basis may find the employee is not connected to the organisation’s aims and objectives, the employee is disengaged, their morale is low, productivity may be low, and the organisation’s aims and objectives are not being achieved.  Performance management processes, however, can fail due to lack of communication, setting ineffective and unrealistic goals, managers not engaging in the process and organisations collecting the wrong data (Hearn, 2018).

3.3 Recommend ways for developing performance management processes to enhance their impact on organisational performance. 

In order to develop the performance management process, it needs to be aligned with other HR Systems in the organisation to ensure they are the same that are used for other HR policies including recruitment, staffing and training. This not only ensures that employees are being recruited, trained and appraised on a consistent set of critical job requirements, it also sends a strong message, internally and externally, about what is valued by the organisation (Pulakos, 2004).

In order for the performance management process to be effective, the highest level of the organisation must be persuaded and encouraged to use it properly.  Effective implementation of the performance management process is dependent on the top level or management’s commitment, those who have established clear expectations around the process, those who model the process, and those who make the performance management process a priority. In some organisations this may necessitate educating the executive team about the vital role performance management can play in the organisation’s effectiveness and their role being critical in leading the effort (Pulakos, 2004).

A new or revised performance management process should be communicated at the launch of the design process with managers and staff being given a clear and simple explanation to the advantages and rationale for the new process.  Opportunities should be given to managers and staff to have an input and provide feedback on desired system features, with comments being addressed or responded to in order for any process to be received positively.

Automating the process can greatly facilitate the performance management workflow and significantly reduce the paperwork associated.  Research shows that evaluations of automated performance management processes are viewed positively by managers and employees, decreases workload, ensures widespread access to performance management tools and provide a standardised, structured approach to collating and storing performance data.  Decisions regarding the extent of automated performance management processes should consider time, resources, development and maintenance costs as well as information security, archiving and records management.

One or the most crucial factors in ensuring successful implementation, is to pilot the process in a small number of teams prior to roll-out to the whole organisations.  Pilot testing indicates if the system functions smoothly and efficiently, whether managers and employees understand.

Effective training for managers and employees enables users to be motivated to use the performance management process effectively.  The training format can be flexible, however formal classroom training sends a message of the importance of performance management and if the training content requires hands-on practice or interactive discussions that not easily achieved with other training formats.  This can include training managers and employees on how to provide and receive feedback effectively as it allows managers and employees to understand, practice and grow comfortable with their roles in the feedback and development process. 

Evaluating feedback is crucial to effectively evaluate and continuously improve the effectiveness of the performance management process. This can include:

Track completion of performance management activities – ensure all documentation is submitted to HR to be signed electronically and stored in the online filing systems, alleviating the requirement to generate and retain paper copies as well as ensuring the performance management process is being conducted with all employees.

Management review – ensures the narrative description match the ratings and they are not positively or negatively biased, they have been properly justified and the evaluation criteria is being systematically applied to supervisors and employees.

Feedback from users – surveys or focus group information can be collected periodically to assess user responses to the process and to modify the system that are more acceptable to users.  An effective strategy that gathers useful information as well as promote feedback is to survey managers and employees on the level to which they are seeking, giving and receiving quality feedback.  (Pulakos, 2004) believes that reporting these results back to managers and employees can increase the frequency and quality of the performance feedback over time.
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1201

_ Soariasian Ceciaiad Fevieied reguiryfor rese rdhicusls and feedback gien o the ndhicus!
S Performance Appraisalz ) {an thair mploying aganey f soproprte).
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Paragraph 5

No formal action will be taken against an accredited trade union representative under
this Policy until the regional trade union officer has been informed.

10. FORMAL ACTION

Where the manager believes that a more serious capability issue exists or where
persistent poor performance has not been adequately addressed by the informal
action, he/she should speak to their HR Officer before pursuing formal action. Almost
invariably, without the completion of the documents referred to in Section 9, formal
action will not be considered.

Where it is agreed that further formal action is required, a letter inviting the employee
to attend a formal meeting with their Line Manager will be issued. This letter will be
sent by HR on behalf of the manager at least 7 calendar days in advance of the
meeting and will include:

% The reason for the meeting.

“ The name of the manager who will conduct the meeting.

%+ The employee’s right to be represented by a trade union representative or work
colleague who may speak on their behalf.

% Copies of any documentation to be used at the meeting.

A copy of the Capability Policy setting out the process that will be followed.

4 Where dismissal or demotion is contemplated, then the employee must be

reminded of this.

The employee has the right to be represented by a trade union representative or work
colleague at all formal stages and the Line Manager should actively encourage the
employee to take up their right to representation.

Where the work performance of an employee is considered substantially below the
standard required, then the Procedure can be entered at any stage. Please refer to
point 9 for summary dismissals (Gross Incapability).

Nesth Port Talhot County Borough Council Page9ofs3
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FORMAL CAPABILITY STAGES

These are as follows:-

First stage meeting — Written Warning

Second stage meeting — Final Written Warning
Third stage meeting — Dismissal or redeployment

NB - All warnings will be live for a period of 12 months after the date of issue. In
exceptional circumstances, warnings maybe issued for a longer period.

When a warning is issued, the letter wil state (see templates in appendices):

% The sanction to be imposed.

% The areal(s) where improvement s required.

“ The level of improvement required and/or required standard to be achieved.

4 The measures that will be made available to ensure that the employee can
reach this level, (for example, training, or supervision).

%+ Any other action that will be taken by the manager or employee to help resolve
the situation.

% The consequences if performance does not reach a satisfactory level within the
stated review period.

% Confirm that the employee will not receive an increment whilst the warning is
live.

% The right of appeal (see Section 14).

Once a warning is issued, management must invoke the Sustained Performance
Period, outlined in Section 13

FIRST AND SECOND STAGE MEETINGS

Nesth Port Talhot County Borough Council Page 10053
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- The meeting will be attended by the Line Manager, employee, HR Officer and trade decision as to whether to dismiss the employee. In exceptional circumstances the

union/work colleague representative if requested. At this meeting the manager wil manager may consider an alterative sanction, including downgrading. Such an option
- & Confirm the requirements of the post. will be particularly suitable where a promoted employee fails to make the grade.
o % Set out the standard of work performance expected from the employee in the

Managers should consult with their Human Resources team about the appropriate
area(s) under consideration. course of action. If considering downgrading you must be sure that the employee
“ Explain how the employee’s performance has fallen short of what is required would be successful at the lower grade and that there is a post available.

and the impact this has on service delivery.
% Confirm all informal measures taken to date and how these have failed to Down-grading will normally be managed within a service area. Should there be a
rf o the level " suitable post, which can be created through promoting someone else, the promotion
improve performance to the level required. and downgrading arrangements can be ring-fenced, following consultation with

% Provide the employee with an opportunity to explain and/or give reasons why relevant trade unions.

- the manager should not consider their performance to be unacceptable.

% Discuss the way forward and ensure suitable targets and action plans are drawn
up that specify the review period, additional training or supervision, changes in
working arrangements or practices, provision of equipment or facilties, referral

@ to another or other agencies or any other measures being taken to support the Managers chairing stage 3 meetings must ensure that the employee has been

employee to improve their performance. informed that their case is under consideration of various sanctions, including

dismissal and downgrading.

Should the employee’s performance remain unacceptable, in the new post, then the
manager can address this underperformance at a stage 3 meeting, providing it is
within 12 months of the downgrading,

% Set a review date (normally monthly and no longer than every three months)
which allows for regularly updating the employee on progress being made and
eularly upaziing ployee on prog & 11. GROSS INCAPABILITY
gives the employee a reasonable period of time during which the required
fmprovements must be made. In the unlikely event that someone is 5o incompetent that we cannot as an employer
% Inform the employee that if they fail to reach the required standard during the allow a repetition and allowing an opportunity for improvement would involve too
course of the review period, further formal action may be taken, which may great a risk, then an employee can be summarily dismissed for their incompetence. In

ultimately lead to dismissal or demotion. such circumstances, the reason for the dismissal will be ‘some other substantial
reason’ as opposed to capability. Whilst there should be the right to appeal against a

The manager should make a note of the mesting (see Appendix 3). Copies of this and dismissal (or demotion if this is practical) in such circumstances, this issue s separate

the Performance Improvement Plan should be signed by the employee at the end of from the capability policy and should be discussed with a HR Officer, before deciding

the meeting to evidence that they agree to the content of the notes and the objectives on any action

set out in their action plan. Copies of this documentation will be sent to them

immediately following the meeting Asummary dismissal maybe appropriate where the consequences of the individual's
incompetence are so substantial that they are likely to lead to an excessive risk. For

Should the employee refuse to sign and agree the documents, please refer to Section example, a teacher mishandling chemicals in a laboratory or a manager completely

o mismanaging their budget.

s After the meeting, the manager must confirm with HR, the action to be taken (e.g. 12. INABILITY/REFUSAL TO ACCEPT A CAPABILITY ISSUE EXISTS

= level of warning to be issued) and HR will confirm the outcome of the meeting with the
3 employee, normally within 7 calendar days. See Appendix 10 for any warning letter In some cases, the employee may not accept that a performance problem exists This -

Page 12 of 53 14077 words  [[%





image9.png
H ©9-0 -

hr_recruitment_and_selection_policy_141218 [Read-Only] [Compatibility Mod... Tl

Insert Design Layout References Mailings Review View iDocs  Design

Copy
Paste o

Clipboard

2
B
2
2
2
B
8
3
E

1241,

Page 10f34 7747 words

.« Format Painter

n

Times NewR <[22 ~ A A Aa-

B 7 U-aex, X'

Font ] Paragraph ]
2‘\‘1‘\% B ‘\‘Z‘\‘3‘\‘4‘\‘5‘\‘5‘\‘7‘\‘8‘\‘9‘\1[)\l]ﬂll\l}\14\15\16\'\18\19\

En

‘Neath PortTabot
Gastell nedd PortTalbot

Recruitment & Selection Policy
& Procedure

Human Resources

APPROVED BY

[ seo 2018
EDITION/VERSION
REVIEW DATE

o]

Q Tell me what you want to do...

Styles

8 91 4aBbCcI AaBbCI AaBbC AaBbCcl 4aBbCcL AaBbCcl AaBbCcl

=R ;Q. < B Emphasis T Heading 1 T Heading 2 T Heading 7 1 Heading 8 1T Heading 9

Jodie Barnett Q. Share

Contents
Introduction

Polcy Statemen

sims

New Jobs and Job Vacancies

Prior Consideration and the Recruitment Process
Job Deseription

Person Specification

Post DetalsForm

Advertisng the Vacancy

Weish Language Act 2016

The Applcation Pack

Processing Applications

Selecting the Panel

Shortisting

Criminal convicton decaration ltters
Arrangements for Inerviews
Interviewing

Making adecison after interview
Feedback

Pre-employment checks
Appointment

Induction and probation)

Record Keeping

Related Polices and Procedures

Modern Siavery Statement

O Find ~

b Replace

< Iy Select~
n|  Ediing ~

20:14

)

07/09/2020




image10.png
H ©-0 hr_recruitment_and_selection_policy_141218 [Read-Only] [Compatibility Mod...

=

Insert Design Llayout References Mailings Review View iDocs Design Layout ) Tell me

vhat you want to do... Jodie Barnett Q. Share

L Find ~

- . A A . A
Calibri 12 A A Al 20 1| 4aBbCcI AaBbCcI AaBbC AaBbCcl AaBbCcL AaBbCcL AaBbCel . gl
Paste . 2 ay . A . . —
= ¢ Format painter B 1 U ~be X: X WA FH Emphasis 1 Heading 1 1 Heading 2 1 Heading 7 1 Heading 8 Heading 9 | fNormal | =/ [\ Select -
Clipboard [ Font [ Paragraph [ Styles 5 Editing ~
L Z‘\‘l‘\g‘\"E‘\‘.‘\‘4‘\‘5‘\‘5‘\‘7‘\‘E‘\‘9‘\10\‘ll‘\‘12\13\1.\‘15\16\'\18\19\ -

Neath Port Talbot Councilrecognises that achievement of its goas and the securing o ts
2 Post Details Form 15 welbeing objectives are dependent on the recruitment and the retention of a skiled and.
committed workforce. This policy and procedure sets out our approach to this.

3 Business Case for External Advertising 1920
- 4 Shortisting Guidance Note: 228
s Intenviewing Guidance Note 238

2. Policy Statement

Al recruitment and selection activites will be carred out n a far, consistent, effective and
professional manner. An effective recruitment process contributes directly to the continuing.
Success of the organisation and i additon, it s the responsibiliy of the Head o HR to ensure.
that ths policy and pracedure complies with al relevant egisative and other related policy
reguirements.

The organisation is committed to applying is equal opportunities in employment poliy at all
stages of recruitment and selection. Shortisting, inerviewing and selection will ahways be carried
out without regard to gender, sexual orfentation, marita satus, colour, ace, nationaity, ethnic
or national origins,religion of belie, age or trade union membership, unless lawfuly allowed for
certain specfic posts.

Allappointments must be made in accordance with this policy and must, therefore, be subject to
agvertisement and interview. The Head of HR must approve any exceptions n advance of formal
appointment.

Financial pprova for the establishment of a new post orthe filng of 2 vacancy must be
Obtained before the recruitment process commences and a post detals form completed by the
recruiting manager.

It s the organisation’s praciice to/ seek two written references (one from the current or most
ecent employer, this will Inlude 2 verbal reference for posts working with children. Wealso
ask for documentary proof of qualiications, eligiiity to work in the United Kingom, gaps in
employment information, a pre-placement medical questionnaire and a Disclosure and
Barring Check (where required). Any offer of employment will be conditional on these being
satistactory to the recruiting manager.
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Fri 11/09/2020 17:12
Jodie Barnett
RE: Miss J Confidential
To Amy Hutchings »~

Dear Manager

That’s a shame to hear that Miss J's performance has not improved since her return, she seemed so positive about her return to work.

You will need to speak to her informally about her performance in the first instance, arrange a meeting in an appropriate location and explain to her what aspects of her performance are not to
standard specifically, and also what improvement you expect to see, with a deadline.

You need to find out if she needs any support or if there are any issues preventing her achieving her performance which you/the Council can help with.

Arrange a review at a set date and time to review the performance as you have outlined to her.

Unfortunately, if there is no improvement with no good reason, you may then need to come back to me and initiate the formal capability procedure
Kind regards

Jodie Barnett

Assistant HR Officer / Swyddog Adnoddau Dynol Cynorthwyol
ELLL sickness taskforce
Neath Port Talbot County Borough Council/ Cyngor Bwrdeistref Sirol Castell-nedd Port Talbot Tel/ Ffén: 01639 763563

We welcome correspor\der\ce in Welsh and will deal w\th Welsh and Engl\sh ccrrespondence to the same standards and timescales.
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Fri 11/09/2020 17:12

Jodie Barnett

RE: Miss J Confidential
To Amy Hutchings ~

From: Amy Hutchings <a.hutchings@npt.gov.uk>
Sent: 11 September 2020 16:47

To: Jodie Barnett <j.barnettl@npt.gov.uk>
Subject: Miss J Confidential

Hi Jodie

| hope you can help me with this issue, if you remember you advised me previously regarding Miss J's sickness absence. Since Miss J has returned, unfortunately her performance is not at the
standard it used to be, and although | have given many chances, it is now 6 months since she returned from her period of sickness absence and if anything her performance is becoming worse. | am
now at the point where other employees are being asked to take on additional elements of work because Miss J cannot meet the deadlines and managers are beginning to complain.

Any advice on this appreciated — oh and her performance appraisal is due in 2 months.

Thanks

Amy Hutchings

HR Manager/Rheolwr Adnoddau Dynol

20:07
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Human Resources

The following checist i for reference only. Managers may find it helpful o refer to for
appropriate action at each stage of the process.

Please note that this document does not replace any published policy or procedure which
should be referred to atall times.

Managing Poor Performance Checklist

Action Tick | Date

Stage 1

7 [ Has the employes been made aware of poor performance prior 10 the

policy being applied?

7 [ Prior 1o Stage 1 meefing — send invile Iefer o empioyee (Model
Letter 1)

+ State date, time, and location of mesting
+ Inform employee of right to be accompanied.

+_Provide 7 calendar days’ notice of the meefing
3 [Hold Stage 1 meeting:

+ Consider any new evidence which the employee may provide.
« Inform the employee how they will be informed of the decision
ifit 5 not possible to do so at the meeting iself
7 [ After Stage 1 meeting - Provide a wiitlen letler {0 he empioyee
within 7 calendar days of the meeting, clearly stating
+ The decision taken
+ Anote of the meeting
I a warning is being issued (Model Letter 2), also include:
+ The improvements required from the individual
+ The support availabl to the individual
+ Thelength of the review period

+_The date of the review meeting.
5[ Hold regular performance discussions dunng e review period

& Prior to Review mesting, send reminder {o empioyee (Model Letter
3 v
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1161

State date, time, and location of meefing.
+ Inform the employee of thei right o be accompanied.

Provide 7 calendar days’ notice of the meeting

* Include a report on the employee's work during the review
period and any additional relevant information

If the employee's performance has clearly not improved during the
review period, it may be appropriate to move directly to step 11—
stage 2

7~ [ Hold the Review meefing:

« Inform the employee how they will be informed of the decision
ifit 5 not possible to do so at the meeting iself.

& Afier the Review meeting — Provide a viiten lefler (o fhe employes.

within 7 calendar days of the Review mesting, clearly stating:

+ The decision taken.

+ Anote of the meeting

+ If a decision is made not to move to second stage, the length
of ime sustained performance is expected (12 months)

If performance has improved issue Model Letier 4

If the decision is made to move to the next stage, issue Model Letter
1

9 [Irawaming & not issued, continue to monior performance hroughout
the Sustained Performance Period.  If performance remains
acceptable issue Model Letter 5

70 [Ensure_all notes relaiing 1o the employee are securely and
- confidentially maintained in line with departmental policies

Stage 2

%

w

1 [ Prior fo Stage 2 meeting, send invie letier 1o employee (Model
Letter 1)

+ State date, tme and location of meefing.

+ Inform employee of right o be accompanied.

+ Provide 7 calendar days' notice of the meeting

« Inform employee a potential outcome of the process is
dismissal

°
8

If the employee’s performance has clearly not improved during the
review period, it may be appropriate to move directly to step 20 —
stage 3

77 Hold Stage 2 mesting:

252412312212
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+ Consider any new evidence which the employee may provide.
« Inform the employee how they will be informed of the decision
ifit 5 not possibe to do so at the meeting iself
73 | Affer Stage 2 meeting, provide a willen letier (o the empioyee within
7 calendar days of the meeting, clearly stating

+ The decision taken
+ Anote of the meeting

I a warning is being issued (Model Letter 2), also include:

+ The improvements required from the individual
+ The support availabl to the individual
+ Thelength of the review period

+_The date of the review meeting.
@ 4| Hold regular performance discussions dunng i review period.

75 | Prior o Review meefing — send reminder o employes (Wodel Letter
3)

State date, time, and location of meefing.

+ Inform employee of right to be accompanied.

Provide 7 calendar days’ notice of the meting

* Include a report on the employees work during the review
period and any additional relevant information

76 [ Hold the Review meefing

« Inform the employee how they will be informed of the decision
ifit 5 not possible to do so at the meeting itself
77 [ Afier the Review meeting - provide a writen letter (o fhe employes.
within 7 calendar days of the Review mesting, clearly stating:

+ Anote of the meting

+ The decision taken.

+ Ifa decision is made not o move to final warning, the length of
time sustained performance is expected (12 months).

If performance has improved issue Model Letier 4.

If the decision is made to move to the next stage, issue Model Letter

1

78 | Ifawaming s notissusd. confinue ©o monitor performance throughout
the Sustained Performance Period.  If performance remains

acceptable at the end of this period issue Model Letter 5.

19 | Ensure_all_noles relafing 1o fhe employee are_securely_and v
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State date, time, and location of meefing.
+ Inform employee of right o be accompanied.

Provide 14 calendar days' notice of the meeting

Include notes of previous discussions.

« Inform employee a potential outcome of the meeting is
dismissal

27 [ Hold Stage 3 meeting

+ Consider any new evidence which the employee may provide.
«_Inform the employee how they vill be informed of the ecision.

22 [ After the Stage 3 meeting

+ Consult HR for advice on consistency with similar cases,
partcularly f a decision is taken to dismiss

« Reflect on whether your decision is proportionate 1o the
performance demonstrated.

+ Provide a writen letter to the employee, normally within 7
calendar days of the meeting, clearly stating

* The decision taken.
* The right to appeal

* How to submit an appeal
* Anote of the meeting

Nodel Letters 7 or & may be issued depending on the sanction
decided

73 [Ensure all noles relating ©o the employee are securely and
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To..

=1

Send

Ce..
Bcc...
Subject | FW: Probationary period
From: Manager
Sent: 30 April 2020 17:11

To: Jodie Barnett
Subject: Probationary period and COVID 19

HiJodie
I hope you are well and staying safe.

1 am writing regarding EMPLOYEE NAME who is employed with us as an POST TITLE. | was discussing her probationary period with SENIOR MANAGER. EMPLOYEE went straight on sick leave when she started with us last
September and started a gradual return to work in December 2019.

Under the current COVID 19 restrictions EMPLOYEE has been working at home. In relation to her health this has enabled her to rest her leg. Unfortunately she was due to have a scan of her ankle just before we went into
lockdown and this was therefore postponed. EMPLOYEE is not therefore aware whether she will need further surgery at some point.

1 would like your advice regarding the possibility of extending EMPLOYEE probationary period. SENIOR MANAGER and | had discussed today that EMPLOYEE is not currently able to fulfil the role of a generic POST TITLE due
to the COVID 19 situation. Would it be acceptable to extend the probationary period until we are back and EMPLOYEE is able to practise fully as a generic POST TITLE? Before we went off EMPLOYEE was still on reduced
duties.

I would welcome your advice.

Many thanks

10:45
=]
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To..

=1

Send

Cc..

Bec..

Subject | FW: Probationary period

Morning MANGER,

I don’t think there’s an issue with extending the probationary period in this instance if for entirely legitimate reasons assessing performance hasn’t been possible. The primary purpose of the policy is to support the

individual and based on EMPLOYEE's period of absence and current circumstances | assume you have not been able to provide the support and guidance that you would have normally?

Looking at the relevant clause below, there is scope to extend beyond 9 months though this would be extremely unusual. | don’t think you are likely to have many more exceptional circumstances however:
Probationary periods can be extended for a maximum period not normally exceeding 3 months beyond the initial 6 months.

Whether or not having a 15 month duration is another matter.

The purpose of the Probationary Scheme is to enable the Council to determine whether a new employee to the Authority’s service is suitable, in terms of conduct, work performance and attendance, for the post
to which he/she has been recruited.

If you believe that you haven’t been able to assess performance and that is supported by both SENIOR MANAGER and HEAD OF SERVICE, | think the probationary period could reasonably be extended further than the
norm. | would suggest initial extension of 3 months and with this in mind, does this take it to the middle of July? After this date you will then be able to decide whether there’s a reasonable assessment. | wouldn’t advise

that you extend further at present as it might become apparent by that time that the assessment needs to be undertaken d\'fﬂeren(ly and the job becomes different.

1 would encourage you to arrange review assessments with EMPLOYEE during this extension and If you have any queries in relation to any performance concerns (as opposed to not being able to evaluate performance)
please contact me, to discuss as well as sending a copy of the probationary review assessments to support any such concerns.

Kind regards

10:48
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Dearx,

RE: INFORMAL CAPABILITY MEETING

T refer to the meeting held on (insert date) with (insert attendance list) you were
accompanied by trade union representative. The meeting was to discuss your
nsatisfactory standard of work in your post as (insert)

01.9.

Tssues discussed were:

(inser)

You were asked if there was any reason why you felt you were unable to satisfy the
required standard. You confirmed that you could not think of any reasons. You were
offered additional training, and appointed a mentor of (insert name).

Tt was discussed that this meeting was to confirm the end of the informal process and.
that during the month of September there is an expectation that you are able to meet the
1equited standards of work. A further review meeting will be arranged on the (maybe
25 October) to discuss your progress and consider your performance during this
period.

During the meeting it was stated that if you required additional support during this time
to contact your mentor (insert name) and that depending on circumstances, it would be
considered if you would be required to be monitored for a longer period of time. If
however, there is continued unsatisfactory standards of work then it will be considered.
for the matter to consider to proceed fo the formal stage 1 Capability Process in
‘accordance with the schools Capability Procedure.

As discussed your manager wishes to support you and continue your employment and.
hope that you are able to improve and continue 2 satisfactory standard of work. If you.
wish the manager are able to offer you a referral to the Occupational Health Unit for
‘additional support should you want to consider this offer please contact (insert)

If you have any queries please do not hesitate to contact (insert name)

Yours sincerely

Line manager

V127126125 124123122121120 119118117116 115114 11311211
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The Council has a clear structure in place for delivering its objectives, priorities and actions as set out below:
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Appendix A - The Appraisal Cycle

Human Resources Appendix B

70 BE COMPLETED IN ELECTRONIC FORMAT AND PRINTED FOR SIGNATURE PURPOSES
'TEIS DOCUMENT IS ALSO AVAILABLE INWELSH
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1 Preparing for the ammual performanc sppraisal. i
Manager and employee prepare by relcting on the
pravious year's performanca asd hiking shesd to the coming i
- vear's bjecives and development needs
Buset s ‘ Department
Business
Plaming Payroll Number
2. The smnual pesfornance sppraisl - Review Period
A conversation where e manager nd employe:
Line Manager
+ Review the previous year's performance e

« Review whethar bjecives have been met
« Agres on the work objctives ud competancis o b developed
+ Agree any support requred and complete the ppraisl form

Section 1 Looking Back
Employee's objectives for the last 12 months
(To be completed by the manager in advance of the appraisal meeting and emailed/handed to the
employee)

Managers to complete with the objectives from the previous year's appraisal —f applicable. Ifno
‘appraisal was undertaken in the previous year, ither leave blank and go to Section 5 or include
detals of tasks undertaken during the period)

Objectives

3. Regular oneto-ome  supervision mestings
o smonitr progressand desl with dy-to-day seues s they i, I
o racogaise progres and achievements

o]
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|cP/083 - PAM/020 - Percentage of A roads in poor condition

INeath Port Talbot County Borough Councilis responsible for the maintenance of a road network approximately 850 kilometres in length. The network is subject to a comprehensive
range of technical surveys and/or inspections each year and the resultant information is evaluated, including annual consultation with local members, to produce a prioritised list of
|schemes within available resources, 2 process designed to help ensure that limited finances are spent to best effect. Individual components of the highway should not be considered in
isolation as the overall outcome may result in NPT being worse by comparison with the all Wales figure in one classification and better by comparison in another, asis the case. The
higher classifications of roads, including all A and B roads, are generally subject to a higher level of survey including ‘SCANNeR' technical surveys that are conducted in one direction
leach year (i.e. 50% of the road) with the results of these surveys being reported via the Performance Indicator returns. These technical surveys assess road condition considering 4 main
factors: rut depth; longitudinal profile variance (= proxy for ride quality); cracking, and texture depth (required for skidding resistance) which leads to an overall condition value with
those road subsections consider by the automated analysis system as in poor condition being flagged ‘red'. These subsections are mainly located along two A roads, i.e. the A4107 Afan
|Valley Road north of Pen y cae, and A474 through Pontardawe to Lower Brynamman. The main roads are typically the most expensive to maintain and, in taking an overall risk based
land value for money approach, it would not have been sensible to focus all the council's limited resources on these two roads. In particular, whilst the works programme development
process ensures that safety issues are dealt with on all roads, ie. deterioration leading to loss of skidding resistance or other irregularities that might lead to loss of control for example,
lwe do not prioritise as a matter of course road sections which are safe and look fine but which SCANNeR surveys ‘flag red" by virtue of longitudinal profile variance. Dealing with such
issues over other areas on lower road classifications where there are higher priority skidding resistance or other safety issues would not be appropriate and would draw criticism. If the
|Council had sufficient funding however to deal with desirable issues in addition to essential matters it would gladly do so.

|All Wales data for 2018-19 is 3.9%. Neath Port Talbot Council ranked 20th across Wales.

|cP/084 - PAM/021 - Percentage of 8 roads in poor condition % . @Eo

Please refer to comment for CP/083 (above) - Percentage of A roads in overall poor condition
|All Wales data for 2018-19 is 4.5%. Neath Port Talbot Council ranked 3rd across Wales.

|cP/085 - PAM/022 - Percentage of C roads in poor condition

Please refer to comment for CP/083 (above) - Percentage of A roads in overall poor condition
|All Wales data for 2018-19 s 14.0%. Neath Port Talbot Council ranked 3rd across Wales.

4 Governance and Resources (cross cutting) - To ensure the business of the Council is managed to maximise the long term benefit for the citizens of
Neath Port Talbot

|cP/085 - PAM/001 - Number of working days lost to sickness absence per employee - Sickness FTE days lost 9.93 9.47 979 aa»

Amber

[Managing sickness absence continues to be a [days. Neath Port Talbot Coundil
ranked 7th across Wales,
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|cP/087 - percentage of eligible people registered to vote

Perf. RAG

Green

Target achieved. Following the completion of the Annual Canvass process the percentage of eligible electors registered via our online channels, post or through a personal
visit has enabled us to be slightly above target for this year.

canvasser

|CP/088 - Number of statutory recommendations made by the Counci's external auditors on strategic and
loperational planning arrangements

Green

ffor improvement and recommendations, deriving from local and national work undertaken by the Wales Audit Office and inspection work undertaken by Estyn. These proj

|statement - Improvement Action Plan, which is monitored periodically by the Cabinet/Cabinet Scrutiny Committee and the Audit Committee.

[The Wales Audit Office Annual Improvement Report (AIR) 2017-2018 made no formal recommendations for the Council. However the Auditor General did make a number of proposals

posals for

improvement and recommendations are a key input into the Counci’s corporate governance arrangements and where necessary are incorporated into the Council's Annual Governance

|cP/089 - percentage of key performance indicators (National Public Accountability Measures) that were either at
maximum performance or which improved compared to the previous year

Revised data set therefore no target or comparable data for this measure.
[This measure reports performance on the previous year's (2017-18) national set of Public Accountability Measures.
17 0f 18 of 2017-18 comparable measures have improved.

For 2017-18, no measures achieved maximum performance.

|showing a reduction in performance. However, performance compared to other local authorities has declined across a range of indicators.

|cP/090 - Percentage of local residents that are satisfied with their local area as  place to live

[The Council has maintained performance across the areas covered by the national indicators compared to 2016-2017, with a small number showing improvement and a small number

New measure. No comparable data or target. This will be measured via the NPT Citizens Panel when established during 2019-2020.

|cP/091 - Percentage of complaints at stage 1 that were upheld/partially upheld 24.06|

Full Year data: 46 of 136 for 2018-19 and 24 of 114 for 2017-18.

satisfaction going forward.
[The target set for the year was to decrease the percentage of stage 1 complaints upheld.
[More detail was reported to relevant Cabinet Boards during July 2019.

Despite  small increase in the number of recorded complaints and bearing in mind the extent of whole authority responsibilities, no systemic failings could be attributed to a particular
|service area from the instances reported. Where the complaint was upheld/partially upheld the lessons learned from the investigation are taken into consideration to improve customer
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3 CIPD Candidate evidence matrix (CEM1)
Candidate name: Jodie Barnett CIPD Membershiplregistration No.:
2224083X
Qualification title: CIPD Diploma in Applied AR Unique Learner No. (ULN):
Unit. Unit title Assessment Evidence description Evidence [ Assessor IV initials if
Z code criteria no. reference | initials sampled
number
Z AIOP | Contributing to Improving i1 Managing performance policy (first couple of | Appendix 1
" Organisational Performance pages of policy)
- 1 Performance appraisals (frst couple of pages | Appendix 2
of policy)
11 Performance plan Appendix 3
_ 11 Formal capability procedure Appendix 4
B Bl Recruitment and selection policy and proce- | Appendix 5
dure (first couple of pages of policy)
11 Induction checklist ‘Appendix 6
13 Email to management providing PM advice | Appendix T
- 13 Managing poor performance checkiist Appendix &
- 21 Performance appraisal review form ‘Appendix 9
< 22 Management guidance/advice on extension of | Appendix
- probationary period 10
w» Candidate declaration:
ottt e e st o sy o
© e o o ey s i oy e e st 1o
; *  lunderstand that the workievidence submitted for assessment may not be retumed to me and that | have retained a copy for my records.
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