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DH Associates Ltd  

Professional Development & Performance Management Policy 

Introduction 

DH Associates (DHA) is committed to investing in the development of staff and managing the 

performance of employees. DHA holds Investors in People status and is committed to retaining this 

quality standard. This policy reflects the principles of IIP and is based on ACAS guidelines. 

Performance Management Principles 

Managing employees’ performance is a continuous process. It involves making sure that the 
performance of employees contributes to the goals of the team and the business as a whole. The aim 
is to continuously improve the performance of individuals and that of the organisation. Good 
performance management helps everyone in DHA to know:  

 what the business is trying to achieve  

 their role in helping the business achieve its goals  

 the skills and competences they need to fulfil their role  

 the standards of performance required  

 how they can develop their performance  

 how they can contribute to the development of the business 

 how they are doing  

 if there are performance problems and what to do about them.  
 
Individual Performance Management 
 
There are three aspects to planning an individual’s performance:  
 

 objectives which the employee is expected to achieve  

 competencies or behaviours that enable employees to work towards their objectives  

 personal development of employees to achieve objectives and realise potential.  
 
Agreeing Objectives 
 
Performance management starts with a shared understanding of what DHA is trying to achieve. This 
is set out in our business plan which incorporates wider long-term goals from our mission statements, 
values and strategic plans. The business plan is reviewed and updated each year and sets objectives 
for teams and business. Employees are involved in developing the business plan and understanding 
how they can contribute to achieving objectives. The business plan is based on a thorough self-
assessment of the previous year`s performance and future trends. The SAR, QIP, QAR, Learner and 
Employer survey outcomes, internal performance data, learner and employer evaluation and 
feedback are used to inform the development of the business plan. 
 
Communication of objectives and how to achieve these will be primarily through meetings with senior 
managers and at team level. The Senior Leadership Team meet weekly, and information is cascaded 
through meetings at team level, Team Meeting, Administration Meeting and Quality Assurance 
Meetings. 
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Setting Objectives 
 
Individuals and teams are often the key to increased productivity and efficiency. The person who can 
get the best out of individuals and teams is usually the person who works closest to them – their 
manager.  

Line managers are best placed to talk to employees, to listen to their concerns, to counsel and coach 
them, to check they meet their targets and to ensure they are committed to the business. They can 
help to link business goals with employee performance by putting them into the context of employees’ 
work.  

There may also be occasions where employees do not meet expectations and the line manager will 
have a key role to play in managing under-performance.  

 
Line Managers Role  
 
Line managers will: 
 

 agree objectives, competencies and development needs with individuals  

 review individual performance against objectives and competencies throughout the year  

 give feedback and discuss amendments to individual objectives as circumstances change  

 agree the most important skills and behaviours necessary to do the job well  

 help staff to achieve objectives through coaching, access to training or other opportunities  

 manage under-performance  

 agree personal development plans 

 hold an annual appraisal review with employees in collaboration with the employee.  
 
Personal Development 
 
Individuals will bring skills and competencies to a job when they are recruited. These will need to be 
continually developed and renewed if employees are consistently going to meet their short and long-
term objectives and those of the organisation. Employees’ development needs may become apparent 
in a number of ways including:  

 through discussion at a performance review  

 to meet new or changed objectives  

 to develop their career aspirations  

 to help improve the performance of the organisation  
 
Induction 
 
All new employees or new to role employees will have a planned induction. The induction plan will 
take account of the individual`s prior knowledge, experience and competence. The plan may include: 

  training in DHA processes, policies and procedures 

 shadowing of existing staff to enhance practical skills   

 mentoring by colleagues 

 external training 
Induction plans will be reviewed with the employee at the end of the first week and first month. The 
plan will be adapted or extended based on the progress and feedback from the line manager or 
employee.  
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Probationary Period 
 
All new employees or new to role employees will have a 6-month probationary period. A formal 
review of progress will be made. The probationary period can be extended where there are concerns 
about the progress and capability of the employee. If the employee has met the objectives of the 
probationary period a performance and personal development plan will be agreed until the next 
appraisal. 
 
Performance & Personal Development Plan 
 
Usually these will be included in the one document. The performance plan for those out of probation 
will reflect the objectives of their role that can contribute to the achievement of the business plan. A 
personal development plan identifies the employees individual learning needs that will enable them to 
reach their objectives. The plan should include:  

 the development needed  

 how and when the development will be achieved  

 how the achievement will be measured.  
 
Performance Review 
 
Reviewing performance is a continuous process. There is a formal review annually at appraisal where 
objectives are set for the year ahead and formally reviewed and assessed at the end of the year. 

Reviewing performance typically has three elements:  

 Regular informal meetings where line managers discuss current work and development. They 
offer feedback to recognise achievement and to encourage progress and identify any possible 
problems. Often these are not recorded. 

 Formal interim reviews where employees sit down with their line managers to discuss 
progress against their performance plan. This is an opportunity for the line manager to celebrate 
achievements and offer constructive feedback where more needs to be done. Supervision should be 
recorded, and any new objectives set.  

 The annual appraisal review where the work of the year is discussed, and feedback is given. 
There is also usually a formal rating of performance for the year at this stage.  
 
Appraisal 
 
Preparing for the interview  

 

Employees should be given adequate notice of appraisal interviews. Employees will be given a copy 
of their last appraisal to record how they feel they have done in the last year. 

Time should be set aside for the interview. The seating should be comfortable and arranged to create 
an informal atmosphere. The manager should make arrangements to ensure that the interview is free 
from interruptions.  

The structure of the interview  

 

Regular informal meetings and interim reviews will ensure employees and line managers at the 
annual review will have a fair idea of how the year has gone. The annual appraisal interview is not the 
place to raise serious issues of under-performance for the first time. The interview will generally be 
carried out between the employee being appraised and their line manager. At the interview the line 
manager will explain that the purpose of the interview is to review the employee’s performance 
against their performance plan and discuss:  



 

Updated August 2021 UKPRN 10022117 Next review August 2022 

 

 how well they have achieved their objectives  

 how well they have demonstrated the behaviours or competencies needed to meet objectives  

 their progress in meeting their development plan. 
 
Employees will be encouraged to suggest ways in which their good work can continue and how they 
can achieve further improvement. Following the review of performance, the employee and manager 
will define future objectives and any development needs. 
 
If there are disagreements the manager should explain how the employee can appeal and to whom.  
It is always best to seek to achieve a resolution to disagreements informally, if this is possible. 
 
Observations of Practice 
 
DHA Observation of Teaching, Learning and Assessment Policy incorporates performance 
management principles. Observations of practice will inform line managers of how individuals are 
performing and identify any personal learning objectives and development needs. Outcomes and 
records of observations will be used to inform performance management and appraisal of employees. 
 
Any employee may be observed in their practice to assess and give feedback on their performance. 
 
Under Performance 
 
The performance management system helps managers to regularly review performance and identify 
problems early on. In most cases action can be agreed between the manager and employee to 
remedy any problems at the earliest opportunity. Support and coaching by managers will help 
employees understand possible options for improving performance and take the necessary action.  

Under-performance may have a variety of causes and some of them may be outside the individual 
employee’s control. It is therefore important to discuss any problems carefully with employees so that 
practical solutions can be agreed. An Enhanced Development Plan can be used to support 
employees. This is a clear plan over a period of two to three months with progress meetings at least 
fortnightly.  

Disciplinary action  

Where informal approaches fail line managers may need to take more formal action which could 
eventually result in dismissal if employees fail to make the necessary improvement. Where this is the 
case line managers must follow DHA`s disciplinary procedure.  
 
In cases of unsatisfactory performance, the first formal stage is a meeting with the employee to 
discuss the following:  

 the performance problem  

 the improvement that is required  

 the timescale for achieving this improvement  

 a review date and  

 any support, including any training, that the employer will provide to assist the employee.  
 
The employee should be informed if the meeting is the first stage of a formal procedure, equivalent to 
a written warning. The employee should be informed of the action required to improve performance 
and what will happen if they fail to improve. For example, the next stage may be a final warning 
and/or dismissal.  
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Records of the minutes should be kept, and a plan agreed to enable performance to be monitored 
and reviewed within a specified timeframe. 
 
 
 
 
 
 
 
 
 
Professional Development & Records 
 
Each employee will have a training plan agreed with their manager as part of appraisal and this will 
be reviewed as needs change. All training needs identified will be funded by DH Associates. All 
employees will be able to access external training relevant to their role particularly CPD provided by 
awarding bodies, Sector Skills networks, EPA organisations, Ofsted, AELP, Manchester and 
Liverpool Provider networks 
 
Training may involve any of the following: 
 

 Relevant qualification. 
 
 All employees will be supported to achieve appropriate qualification for their role or to develop in their 
role.  
 
MI staff will be supported to achieve a business administration qualification and customer service 
qualification. MI staff will be able to access external training on funding rules, MI system, audit 
compliance and any other relevant training. 
 
Trainers must have training and qualifications in teaching and training. They must achieve the 
appropriate trainer or assessor and can progress to the quality assurance award and learning and 
development qualifications at level 4. Trainers involved in functional skill delivery will be supported to 
achieve level 2 in each area of delivery.  
 
Senior Managers and middle managers will be supported to achieve a management qualification 
 

 Continuous Professional Development  
 
All trainers attend monthly sector occupational meetings to improve the delivery of teaching and 
assessment. These enable the sharing of best practice, current practice, sector updates and 
resources. Team managers attend sector updates by awarding bodies, EPAOs and through provider 
networks. 
 
Trainers must keep records of their CPD and must attend quality assurance and standardisation 
meetings for the occupational area they deliver in. All trainers will do back to the floor days in their 
occupational area. 
 
Observations of teaching and learning, deep dives and work scrutiny will all be used to identify 
trainers` current performance and any improvements to practice. Action plans to improve practice will 
be agreed and appropriate training planned. 
 

 Mandatory Training Updates 
 
Trainers must have training updates on occupational expertise. This can be through external training, 
internal training, quality/standardisation meetings, independent reading and research. 
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To monitor training needs a database for mandatory training will be maintained by line managers; 
prevent, safeguarding, health and safety, managing loads, fire safety and first aid. This will ensure 
update training is planned and provided. 

 
 
 

 Knowledge and Skills Mentoring 
 
All new employees and those changing role will have a mentor to support the transition. Sharing of 
knowledge and skills across the team by experienced employees promotes consistent practice. 
Mentoring can also be used to support trainers on performance plans. 
 
 

 Support Groups 
 
A trainer support group has been introduced to develop the trainers` skills in e portfolios and e 
learning. Trainers are able to pose questions and get advice. This has been very successful in 
upskilling trainers and sharing best practice. 
 

 Champions and Leads Training 
 
Champions and leads in priority areas will have access to external training and regular updates with 
the aim of ensuring trainers have access to specialist advice and training from team members. These 
areas are mental health, prevent, British Values and safeguarding. 
 

 Strategic and Operational Leadership 
 
All Leaders and managers will be able to access external training relevant to their role particularly 
provided by awarding bodies, Sector Skills networks, EPA organisations, Ofsted, AELP, Manchester 
and Liverpool Provider. Active membership of networks ensures sharing of good practice and 
learning from other providers.  
 

 External Consultancy 
 
External experts will be used to evaluate the quality of service and agree action plans and training; 
experts with inspection experience, audit experience, compliance, teaching. 
 
Records of Training 
Records will be kept of all employee development in the employee personnel file. Copies of 
certificates will be placed in personnel records. 
 
 
 
 
 
 


