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LO1 — Understand the components of a specific HR career development plan

I am currently studying a CIPD Diploma in Applied Human Resources with the
University of Wales Trinity Saint David, this is part of the Higher Apprenticeship in
Human Resource Management which | have committed to with Coleg Sir Gar.
Whilst undertaking my studies, | am a student member of both institutes, which
means | am able to utilise resources within both Coleg Sir Gar and Trinity St David.

The course is for a period of two years with the requirement to attend monthly
workshops at Coleg Sir Gar, Pibwrlyd Campus, Carmarthen. On the basis that the
course is a supported distance learning programme, it is necessary to complete
tasks and research in addition to attending the workshops.

There is a requirement to pass all assignments in order to successfully complete the
Diploma. (EV1, Managing your learning document).

The apprenticeship comprises of 16 modules, 5 of which are core modules, 6 are
knowledge based and 5 being competence based, including the requirement to
provide a portfolio of evidence. The completion of each module will enable me to
demonstrate the relevant skills and check my underpinning knowledge and
understanding of the specific topic areas. (EV2, Course Timetable).

Each module requires the submission of one assignment and/or a portfolio of
evidence with a learning plan provided for each module, see attached learning plan
in reference to ‘Developing Professional Practice in HR' (EV3, Learning Plan).
Each plan is split into learning centred around the workshops and at home/work.
The aim is to work through the plan until the next workshop and submit the relevant
tasks (evidence and formal assessments) via Turnitin on the Moodle site. Please
see below example of Moodle, which is a fundamental basis of all assignments and
communication method used during the course.




Throughout the period of study, as outlined within the Induction Handbook, the main
expectation of all learners is to treat everyone with respect. All students must
adhere to the Student Code of Conduct, which confirms the expected standards in
relation to ‘Leamning and Working’ and ‘Behaviour’. Please see details attached
‘What the College expects of you'. (EV4, Induction Handbook). In addition, on
commencement of the course, there was a requirement to complete an induction
questionnaire to ensure a fill understanding and expectations of the programme,
(EVS, Induction Questionnaire).

As a HR practitioner undertaking the Diploma, | am required to be a member of the
CIPD and as such adhere to the CIPD Code of Professional Conduct. The CIPD
states that all Members must be committed to adhering to the standards and
behaviours set out in the Code of Professional Conduct document (EVE6, CIPD Code
of Professional Conduct). The obligations are grouped under four principles:

» Professional Competence and Behaviour — Attend CIPD events.

¢ Ethical Standards and Integrity — Demonstrate sensitivity to others, don’t do
things to offend them.

* Representative of the Profession — Promote Equality and Inclusion
Stewardship — Ensure people are treated fairly.

Within my role as HR Business Partner, | am required to provide expert HR advice to
Senior Management making a contribution to the Service Specific Development
Plans. It is beneficial for me to gain an understanding of the service area to enable
me to diplomatically challenge options being considered. | actin a professional
manner and gain trust from both Managers and Employees to ensure and fair and
transparent process for all. Throughout my career, | am required to increase my
professional knowledge by undertaking research both inside and outside the
organisation e.g. CIPD, ACAS.

Whilst undertaking the Course, there are a number of key sources to consider which
will assist with the successful completion of the CIPD Diploma including the
following:

Core text
 Studying Human Resource Management — Taylor and Woodhams (2016)
* Human Resource Management People and Organisations — Taylor and
Woodhams (2016)
* Introduction to Employment Law — Kathy Daniels (2019)

Online Resources
e Student HWB allows access to a number of on-line resources and support
services available via Trinity Saint David.



Dl e

¢ Library Resources is a service available via UWTSD and Coleg Sir Gar

providing access to a wide range of resources 24/7 including e-books, e-
journals, online newspapers etc. (EV7 Libraries “The learning place”)

e Student Services is a support service, providing access to advice and
guidance both mentally and physical to enable students to study successfully.
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In addition to the above, communication is shared via social media sites including
Linkedin and Facebook, which enables the sharing of information from both
Lecturers and Students.

Support is offered from both Julie Thomas, Lecturer and Alison Williams, Assessor in
addition to the information accessible via a number of sources from both Coleg Sir
Gar and Trinity St David as outlined above.

In order to successfully complete the programme, it is advised to attend the
workshops and access the resources available to students within both institutes.






Developing Professional Practice in Human Resources

LO2 - Understand the range of HR Roles and behavioural requirements of HR
professionals

It is important for an organisation to understand the valued contribution that HR
Professionals makes to the overall aims and objectives.

HR professionals are at the centre of driving change within an organisation by understanding
and communicating the value of its employees and empowering people to thrive within their
specific roles. Providing opportunities to support all professionals to champion better work
and working lives, (CIPD, 2019).

The CIPD Profession Map outlines the activities, knowledge and behaviours required to
become a successful HR professional, (CIPD, 2015). The eight behaviours that support
good practice within professionalisms are outlined within the Profession Map below. The

level of responsibility within the role and area of work will determine what behaviour to focus
on.

Band four
Band three

Band two

Band one

: Eight behaviours | Ten professional areas Four bands of professional competence

Qi —

Linked to the behaviours are the four bands identifying career progression when structuring
HR capability within an Organisation for individuals, teams and at a strategic level. Band 1
being the start of a career in HR to Band 4 working at a strategic level and having an
influence on the organisation as a whole.

At the centre of the Profession Map sits two core professional areas, ‘Insights, Strategy and
Solutions and Leading HR’ which are applicable within any HR career whether that being
within band 1 or band 4. In addition, there are eight technical professional areas which will
link to a core area dependant on the specialism i.e. employee engagement. People are the
main asset within an organisation and therefore need to understand the contribution they
make to their work, colleagues and the organisation. Encourage good leadership and
management led from a strategic level.

All eight behaviours are required at any stage of a career within HR and allows people to be
professional within their field.

1. Curious — Needs fo be eager to learn, finding out information about the organisation,
and how HR can add value. It would be good practice to have an understanding or
the organisation, ask questions about the customers, going to speak to them face to
face to have an understanding of the product and how it sells. This would enable HR
to lead the organisation in serving those customers, HR Magazine, (2014).

2. Decisive thinker — Required to analyse data and understand information in addition

to making decisions quickly.



3. Skilled influencer - Influencing people to gain the required commitment and
support. Being ‘business savvy’ to enhance credibility within the organisation and
therefore have the ability to influence rather than react, Johns and Perkins (2016).

4. Personally credible — Providing advice and support to the Organisation, building
trust to recognise the value of HR.

5. Collaborative — Proving how working with a range of people both internal and
external to the Organisation can be successful. Undertake research to increase
professional knowledge to identify ‘new thinking’.

6. Driven to deliver — Demonstrating the purpose of HR to meet the aims and
objectives of the Organisation.

7. Courage to challenge — Have confidence in own ability to competently challenge in
confrontational situations. HR professionals are required to review their practices to
determine whether the work is or isn’t adding value to the organisation. This will
require courageous conversations and difficult decisions, People Management
(2018).

8. Role model - Act professionally in line with the CIPD Code of Professional Conduct
having an impartial view in line with legislation.

It is important to recognise that the HR function has evolved over the years from being an
administrative role to taking responsibility for strategic elements including Organisational
Development, Talent Management etc. The change of direction for HR requires different
kinds of management having varying levels of impact on an organisation, Personnel Today
(2018). HR professionals act as differentiators, making people feel valued, respected and
providing feedback so employees feel stimulated within their roles.

As a result of this change, the CIPD have introduced a new Profession Map 2018 including
three new professional values to improve workplace decisions. Two new specialist
knowledge areas to learn from: people analytics and diversity and inclusion. 14 core
knowledge and behaviour areas to develop expertise on people, work and change.

‘The new Profession Map enables HR professionals to take a fresh, critical look at people
functions within the Organisation’ (CIPD, 2019).

‘According to Lester (2010), as cited in Perkins and Woodhams (2016)’ a professional does
not need to be a member of a professional body, they are recognised as an expert with
specialist knowledge within their area of work having an independent view and making a
commitment to a set of principles.

Other professionals have a formal membership structure, controlled by a Governing Body
and are required to adhere to specific criteria’s i.e. Teaching Profession must be registered
with the Education Workforce Council. If professionals fail to meet the standards as set out
within the professional body, they will fail as a member and will be subject to disciplinary
action and required to leave.

With regard to HR, CIPD is the recognised professional body within the UK and as such,
individuals practicing in HR should act in accordance with both the CIPD Code of Conduct
and ACAS Code of Practice, which set the minimum standard of fairness that workplaces
should follow, ACAS (2019).

In addition to the above, professionalism can also be defined in relation to an individual’s
work ethic and someone who carries out their duties and responsibilities to a high standard.

According to Johns, T Perkins, G (2016), there are four elements to consider in relation to
HR professionalism:



Managing self — Ability to manage your own skills, knowledge and behaviour
Managing in groups/teams — Working with other stakeholders to resolve problems
Managing upwards — Work closely with senior managers within an organisation
Managing across the organisation — Communication skills to influence Managers,
outlining the value to be added from HR activity.

HR professionals should continue to use the HR profession map to develop professional
practice which drives at the heart of what it means to be an HR professional.
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LO3 - Be able to manage self and workload to meet performance requirements

An important factor of being a successful HR professional requires self-management in the
workplace. This including a number of skills, i.e. effective time management, project
management, problem solving, influencing and negotiating.

Time Management

With regard to effective time management, we need to ensure that time spent on certain
activities is proportionate to the required outcome and prioritise our workload accordingly. If
we are unable to complete tasks by the specified deadline, it important to communicate the
reasons as to why and also provide a solution to explain how and when the task will be
completed.

There is no specific method to be used, however we need to find the right system that works
for us as individuals.

During my working week, | am required to attend various meetings in addition to undertaking
specific tasks and meet deadlines. Therefore, at the beginning of each week | consider my
workload and prioritise by writing a list and highlighting what tasks are urgent. This ensures
| complete the work within the required timescales. In addition to this, | utilise the Outiook
Calendar and create private appointments to confirm | am unavailable to attend meetings
and therefore create time to undertake the required tasks for the week. See example list of
priorities (EVS, to do list) and screen shot of my Outlook Calendar (EV9, Screen shot of
calendar).

I also have monthly 121’s with my line manager whereby we discuss priorities from the
previous month and what priorities need to be considered for the current month. This also
outlines timescales for tasks, which is a useful tool for me to refer to during the month to
ensure effective time management, see example 121 notes (EV10 121 notes).

Project Management

Within the role of HR, we are required to be involved in a number of different projects that
can on occasions run concurrently and therefore need to have the ability to manage the
projects efficiently. Durations of projects vary dependant on the matter in hand and some
can be ongoing for longer periods. HR could be required to provide advice at different
stages throughout the project however; it is important that the organisation engage with HR
from the outset to ensure we have a full understanding of the details and therefore advise
accordingly.

Irrelevant to the scale of the project, please see below five steps that should be completed
during the process:

Initiation — Outline the aims and objectives of the project

e Planning and Design — Identify stakeholders, timescales, communication methods,
supportive requirements.

Execution — putting the plan into action, commence process.

» Monitoring and controlling ~ This process runs concurrently with the execution phase,
identifying any issues arising during the process and determine whether the
timescales set out at the planning stage are realistic.

» Completion — review of the process, consider what has been achieved and lessons
learnt.

Within my role, I am required to be the HR lead on managing redundancy processes within
Schools and Education providing advice and support to both managers and staff to ensure



the process is being undertaken in line with policies and legislation. | use a Gantt chart as a
useful tool to manage this process as | am able to outline the tasks that need to be
completed confirming the timescales that should be adhered to, see example (EV11 Project
Plan). During the initial discussions with the Manager, a request was made to commence
consultation prior to December 2019 however, when the plan was produced, it was
recognised that this was not practicable and therefore agreed to commence the process in
the New Year.

This example shows how a delay in one part of the process will have an impact on the
overall tasks outlined within the project plan.

Reviews should be undertaken throughout the process, which need to be incorporated into
the plan.

Prior to the commencement of any redundancy process, Managers are required to complete
a report outlining details regarding the five stages of the process as outlined above, which
require approval from the Corporate Management Team.

My role is to ensure that the report accurately reflects details regarding the proposals and
ensures meaningful consultation with the relevant stakeholders. See example template
report (EV12, Delegated Powers Report).

On commencement of the project, | am required to attend consultation meetings and provide
support to staff throughout outlining options that are available to them i.e. Redeployment,
Early Retirement/Voluntary Redundancy, Flexible Working, Occupational Health support.
See example email provided to staff (EV13 Redeployment Email).

Any consultation/redundancy process can be difficult and therefore it is vital to show
empathy to affected individuals and ensure clear communication channels, identify support
and provide feedback throughout the process.

Problem Solving Techniques
Managers come across problems on a daily basis and approach HR for advice, it is
important for HR professionals to work with managers to solve problems and consider

solutions.

One of the problem solving techniques often used is De Bono’s 6 Thinking Hats. This
technique allows parallel thinking, which involves looking at problems/solutions from different
perspectives. It is important for individuals to listen to the different viewpoints to reach a
successful solution but also consider a problem from other angles.

The 6 Hats are coloured and represent different thinking processes which are outlined
below. In addition, | have provided further clarify of what factors were considered when |
advised a colleague in relation to a flexible working appeal (EV14, Email).

¢ White — Consider the data available, analyse trends and consider what can be learnt.
E.g. What information has been considered, has a presentence been set within the
department regarding flexible working arrangements.

* Red - Use your emotions, think about how others could react. Try and understand
the responses. E.g. The decision to decline such request, could result in long term
sickness absence having a detrimental effect on both the individual and the team.

* Black — Look at the potential negative outcomes, why it may not work. This allows
you to consider any weakness and amend them accordingly. This will enable you to
highlight any problems in advance and be prepared for difficulties. E.g. the individual
could become stressed and therefore be absent from work which could add
additional stress to the team. The decision to decline could also demotivate the
individual and the team.



e Yellow — Think positively; consider all the benefits and the value of the decision.
When things get difficult, this hat helps to keep looking ahead. E.g. If approved, it
could increase productivity, individuals would feel valued and it would be positive to
encourage good work life balance.

e Green - Represents creativity, consider alternatives. E.g. alfernative flexible working
arrangements i.e. compressed hours, home working, increase of hours for part time
staff to accommodate the reduction.

* Blue - Consider what processes need to be followed. People who are leading on a
process would normally wear the blue hat and request advice from others. E.g.
Consider the Equality Act 2010, Flexible Working policy.

With regard to the flexible working appeal, a number of factors needed to be considered
which included elements of the 6 Hats theory.

As a HR Business Partner, | am required to attend monthly Trade Union meetings with the
Director of Education and representatives from both Teaching and Central Trade Unions.
During this meeting, a number of issues are discussed which arise within Schools and
different viewpoints provided. The Director chairs the meeting however, he listens to the all
viewpoints, which enables him to provide practical solutions to Schools. See attached
example of minutes, (EV15 Minutes of TU Meetings).

Influencing, persuading and negotiating

Within a HR profession, there are occasions where HR are required to have difficult
discussions with both Managers and Staff and therefore it is important to consider how the
message is relayed. As indicated by Yemm (2008) effective influencers have attributes
including friendliness, vision, ability to build agreements and bargaining skills.

Evidencing knowledge and expertise will enable HR professionals to answer difficult
questions and provide the necessary advice. It is important for HR to be open and honest
creating trust with both managers and staff and having the ability to listen to relevant
stakeholders. There are occasions where HR professionals are required to negotiate and
therefore have the ability to compromise in difficult situations. An example of this being
during a consultation process whereby a number of staff were in a potential redundancy
situation. Part of the consultation process was during the Christmas period and therefore
the Trade Unions requested an extension. A number of factors had to be considered
including, Teachers Terms and Conditions which outline that specific timescales have to be
met, time to consider the consultation feedback and an opportunity to communicate the
outcome to staff. Therefore, | negotiated an extension of one week which agreed by all
parties, see notes of meeting (EV16 ,Notes of consultation meeting).

During any period of consultation, HR professionals must understand the justification for the
proposals and ensure transparency during the process. The report which has been
mentioned in EV12, ensures successful preparation. Without such information, HR
professionals may be unprepared for questioning and as such undermined by stakeholders.
It is also important to consider the style of communication and try to maintain positive,
constructive discussions. Stakeholders need to feel that their views are being listened to
and the process is fair and transparent. Evidence of this can be seen within (EV16)

As a HR Business Partner, | am required to attend monthly Trade Union meetings with the
Director of Education and representatives from both Teaching and Central Trade Unions.
During this meeting, a number of issues are discussed and views provided which enables a
solution. The Director chairs the meeting however, he requests views from both myself and
the Trade Unions to enable practical solutions to Schools. See attached example of minutes
(EV15).



Whilst recognising from the Communications Questionnaire, (EV1 7) that my conflict style
mainly reflects ‘Accommodating’ and ‘Avoiding’, | believe this is within my immediate team
rather than Managers and staff to whom | provide advice and support. The reason for this
being a recent restructure which resulted in conflict within the Team for a period of time.
During my appraisal, it was recognised that | should relay my thoughts without having
concerns about reactions from others. However, | am also the person individuals turn to for
practical advice and knowledge as | provide a factual view of the situation. (EV18
Appraisal).

With regarding to situations outside of my team, | have recently been involved in a Senior
Leadership Team Restructure with the Director of Education and | was the HR lead providing
advice throughout the process. During consultation, | received a call from a Head of Service
raising a number of concerns to which | advised her to submit in writing and | would liaise
with the Director to arrange a meeting as soon as possible.

During the meeting, a number of issues were raised and | was required to negotiate between
both the Head of Service and the Director to come up with a ‘win-win’ solution which was
accepted by both parties, notes of meeting can been seen within evidence (EV20, meeting
notes). The outcome of the discussions has been successful and the Director and Head of
Service have agreed a supportive way forward.

As part of my role, | am required to provide HR advice to Headteachers/Governing bodies
during Disciplinary Hearings. There was an occasion whereby | received a pack to be
considered prior to hearing however, it became apparent that the relevant process has not
been followed. | contacted the Headteacher outlining the potential risks if the decision was
to proceed with the hearing as a full and thorough investigation had not been conducted and
persuaded him to postpone the hearing. My advice was justified by referring to the
disciplinary policy and welsh government guidance, email trail as evidence (EV20 email to
Dylan Thomas School).

During any communication, HR professionals are required to consider the audience and
ensure a clear concise message is relayed. Specific considerations needs to be taken
regarding the tone, context and what evidence is available to support the message being
communicated. In addition, it is important to develop a wide network of contacts, which you
can draw on for advice and information. An example of this within my role is attending the
Educational Regional Workforce meetings, see template minutes confirming attendees
(EV21 ERW Meeting Agenda).

HR can be a demanding role with the requirement to manage a number if priorities at any
one time, it is therefore important for HR Professionals to have the ability to self-manage and
put measures in place to meet the required deadlines. It should also be acknowledged that
HR need to have the ability to communicate with Managers and Employees at all levels and
adapt their communication methods accordingly to ensure the audience receiving the
communication fully understand the message being delivered.



LOA4 - Be able to work collaboratively with others, as a member of a team or working
group

HR Professionals are required to work with individuals within their immediate team as well as
individuals and groups within other areas of work. According to Johns and Perkins (2016), it
is important to recognise that poor teamwork can result in a decrease in productivity within
an organisation and lack of motivation for individuals. It is therefore important to understand
the different dynamics within group situations.

‘According to Huczynxki and Buchanan (2010), as cited in Johns and Perkins (2016)’, there
are various forms of teams within an organisation including the following:

Advice teams e.g. review committees

Action teams — e.g. negotiating teams

Project teams — e.g. planning or research teams

Production teams — e.g. assembly teams, operational teams

A team involves a number of individuals sharing knowledge and working towards a common
goal. Organisations should utilise the different personalities, knowledge and life experiences
that individuals bring to the team, acknowledging different views and approaches, which
could have a positive impact on the organisation, but also recognising that these differences
could lead to confusion and conflict within a team, Watson (2014).

HR professionals could be required to work within a number of different teams at any one
time in addition to liaising with relevant stakeholders when undertaking day-to-day duties.

There are a number of similarities between teams and groups including the requirement to
undertake different tasks, identify specific roles and mainly the fact that both are making a
contribution to the overall aims and objectives of the Organisation, Watson (2014).

Group Dynamnics

A definition cited on Mindtools Website (No date) states “Kurt Lewin, a social psychologist
and change management expert, is credited with coining the term "group dynamics" in the
early 1940s. He noted that people often take on distinct roles and behaviors when they work
in a group. "Group dynamics" describes the effects of these roles and behaviors on other

group members, and on the group as a whole.”

Two well-known theories are “Tuckman’s theory of team development and Belbin’s theory of
team roles, which are briefly explained below:

Tuckman's theory as cited on Mindtools (no date), outlines the 4 stages of team
development:

e Forming — This is the initial stage when the team is formed, individuals are getting to
know and understand each other. The Manager plays a vital role at this stage as
roles and responsibilities are unclear which results in some uncertainty within the
Team.

¢ Storming — People may have different working styles/methods, which could cause
conflict within the team. Some people may resist undertaking tasks, which could
cause stress to others.

¢ Norming — Going along smoothly, roles and responsibilities defined. Relationships
start to form building trust within the team and people willing to ask for help.



* Performing — Team performs without guidance, Manager can delegate the work and
concentrate on developing team members.

@ Resource Investigatar @ Teamworker

Uses their inquisitive nature to find ideas to bring
badk to the team.

Strengths: Cutgaing, enthusiestic. Explores
opportunities and develops cantacts.

Might b -optimistic,

Helps the team to gel, using their versatility to
dentify the: work required and complete it on
behalf of the team.

Strengths: Co-operative, parceptive and
diptomatic. Listens and averts friction.

b Can be indacisive i

Belbin's Team Roles Belbin (2020), identifies nine clusters of role behaviours required within
a high performing team as described below:

Co-ordinator

Needed to focuss on the team's objectives, draw out
team members and delegate work appropriatety.

Strengths: Mature, confident. identifies talent.
Clarifies goas,

Allowable weaknesses: Can be seen as
i d might offtoed their own share of

and can lose interest once the inftiat
has passed.

Dan'tbe surprised to find that: They might forget
to follow up on a lead.

Platt
Plat-

Tends to be highly creative and good et solving
problems in unconventional ways.

Stengths: Creative, imaginative, free-thinking,
gerierates ideas and solves difficalt problems.

Allowabl | Maght ignare inci
and may be too precccupied to communicate
effectvnly.

Oon't be surprised ta find that: They could be
absent-minded or forgatful.

Provides the necessary drive to ensure that the
team keeps moving and does not lose focus
mamentum.

Strengths: Challenging, dynamic, thirves on
pressure, Has the drive and courage bo overcome
obstacles.

Allowable weaknesses: Can be prone to
provocation, and may sometimes offend people's
feelings.

Dan't be surprised to find that: They could risk
becoming aggressive and bad-humoured in their
attempts io ge! things done.

crunch situations and tends to avoid corfrontation,

Don't be surprised to find that: They might be
hesitant ta make unpoputar decisions.

Provides a logical eye, making impantial
iudgements where required and werghs ua the
‘team's options in a dispassionate way.

Strengths: Sober, strategic and disceming. Sess.
2l options and judges accuratety,

Allawable wealuesses: Sometimes lacks the
drive and ability to inspire others and ean be overy
eritical,

Don'tbe surprised to find that: They could be
slow to come to decisions.

@ Implementer

Needed to plan s workable strategy and cany it out
as efficlently a5 possible.

Strengths: Practical, reliable, efficient. Turns idess
into actions and organises werk that needs to be
doae.

Allowable weaknesses: Can be & kit inflexible
and slow ta respond 10 new possibilities,

Don't be surprised to find thay: They might be
slow to seling tish thes pians in favowr of positive
changes,

the work.

Don‘tbe surprised to find that: They might over-
delegate, leaving themselves little work to do.

Brings in-depth knowledge of a key area to the
team.

Strengths: Single-minded, self-starting and
dedicated, They provide specialist knowledge and
skills,

Allowable weaknesses: Tends to contribute on a
narmow frent and can dweil on the technicalibes,

Dan't be surpiised to find that: They overioad
you with information,

% Completer Finisher

Meost effectively used at the end of tasks to polish
and scritinise the work for ermors, subjectingit to
the highest standards of quality control.

Strengths: Painstaking, conscientious, anxigas.
Searches out enoss. Polishes and perfacts.

Aflawable weaknesses: Can be inclined toworry
unduty, and reluciant lo delegate.

Don't be surprised ta find that; They could be
accused of taking their perfectiomsm o extremes.

Itis important for a team to understand the level of involvement required from the team
manger during the various stages.

A group with positive dynamics take accountability for decisions made within the group, they
have trust in one another and work together to reach the end result. Whereas a group with
poor dynamics, brings disruption and therefore may not agree, making the wrong choices
because individuals could not work together to explore all avenues.

According to Johns and Perkins (2016), there are a number of factors that HR professionals
should be aware of which affected the dynamic of group environments including:

Nature of individuals within the group
Leadership

Structure of the group

Power and status issues
Communication structures or processes



Groups are influenced by leaders within an organisation which can affect the effectiveness of
the group Huczynxki and Buchanan (2010). HR professionals need to recognise that people
have different agendas which will influence the decision making process.

Managers should define aim and objectives and ensure roles and responsibilities are
established from the outset so there is a clear direction for the group. Another key factor is
to discuss effective communication methods i.e. meetings, emails, shared folders to ensure
a consistent approach from all members of the group.

One of the strengths within my immediate team has always been working together and the
work ethic of individuals however, following a restructure, new roles were created and roles
downgraded with resulted in us being required to compete against each other via interview.
The outcome of this caused animosity and friction within the Team. After going through the
change process, new roles have now been defined with clear direction from Management
and the Team is at a position where relationships have been re-established and individuals
have accepted the outcome of the restructure.

Political behaviour and impact
The definition of Politics by Horn (2009) is ‘Taking a particular view or position with the

intention of personally gaining from that position’.

It is therefore important for HR Professionals to recognise that people can act in their own
self-interest, come from different perspectives, and therefore need to find out who can help
them.

According to Owen, J (2017), managers exist in three dimensions:

e EQ, Emotional — Having empathy and dealing with sensitive situations
e [Q Intellectual — Measuring Intelligence
e PQ, Political — Understanding power and political influences

Having an understanding of how power and influence works within political environment e.g.
Local Government is crucial to being successful as a HR professional as political influence is
more visible. However, this could be seen as a disadvantage as it is more difficult to
overcome the subversive and less tangible elements of political influence.

Within Local Government, political influence is never far from the surface and this can be
seen in the need to involve Unions in all areas of HR i.e. contractual policy development.

Knowing who has power and influence at a decision making level can be advantage to HR
specifically where HR doesn’t have a seat at a strategic level. Therefore, a need to develop
influencing techniques is necessary but this can also be a disadvantage as if the individual
with power may have a specific view, it is more difficult to influence and change the way of
thinking.

In summary, HR professionals require a wide range of skills, competencies and behaviours
to work in a complex environment. Power and influence are key management concepts
within all organisations whether you are a manager or a leader.
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LOS - Be able to apply CPD techniques to devise, implement and review a personal
development plan

Introduction

Continuous Professional Development (CPD) is all about improving specialist knowledge,
adhering to legislation and general awareness of development within a specialist area of
work.

It is important for HR professionals to engage with Continuous Professional Development to
ensure their skills, knowledge and abilities are kept up to date throughout their career. The
main reason for maintaining CPD is to develop yourself specifically in relation to your
professional competence and keeping a record of the progress you make. In addition, may
professional bodies i.e. CIPD recognise your CPD as a prerequisite of continued
membership.

CPD also focuses on the transferable skills gained during your career which will not only
help within your current organisation but also when considering employment elsewhere.

There are a number of learning sources to considering regarding CPD including:

Formal study — Professional programmes
Seminars — Employment Law updates
CIPD Conferences

Networking events

Work shadowing

Coaching and mentoring at work
Informal training in the workplace

Learning and development opportunities arise in your day to day work both internal and
external to the organisation. It is important to reflect on what has been experienced and
lessons learnt in order to engage in continuous learning and facilitate further training.

Continuously reflecting on your learning enables a practical approach to your professional
development and think ‘What have I learnt from this? This approach will allow you to
consider how you can use the knowledge and skills learnt within your role. A useful tool to
record what you have learnt is the ‘/earning log’ which requires a structured approach to the
record and analyse learning events.

Personal Development Planning

When considering your personal development plan, it is important to have a structured
approach to ensure the plan is achievable, needs are identified, objectives are set, learning
activities are focused and outcomes measured.

The five stages of Continuous Professional Development are:

» Identifying learning needs

¢ Drawing up personal development plans
e Embedding reflective practice

¢ ldentifying support

e Overcoming barriers

It is important to record what you do on an ongoing basis and the six steps of developing a
personal development plan include:



» Conduct a personal skills audit — Consider your experiences, where you are now,
where you need to get to and how you can get there.

*» Set objectives — When you have identified your learning needs, set clearly defined,
achievable objectives.

» Select opportunities — Identify opportunities both internal and external to the
organisation.

* Identify actions — Create a detailed plan of activities that will be undertaken over a
period of time. Provide details of what, when and where activities will be carried out.

¢ Implement and progress — Identify a workplace mentor who provide advice and
guidance but also monitor your progress.

» Assess outcome — Request for a formal impartial assessment to be carried out i.e.
line manager.

Learning logs enables you to develop a structured approach to learning activities and to
reflect on experiences within the workplace which can be used to formally demonstrate
learning and competence to current or potential employers.

As a HR professional, there may able be a requirement to keep a portfolio of evidence
providing documentary evidence and third party statements of your competence.

Successful HR professionals will recognise that CPD is an ongoing process and those failing
to engage will find that knowledge within their day to day work will be outdated which will
have significant implications on a future career development opportunities.

In line with the CIPD Processional Map 2015, as a HR and OD Business Partner, | feel | am
currently working between a band 2/3 and have outlined details of my development plan
(EV22, EV26). Whilst my role it to act as a Business Partner, the role has only recently been
defined and therefore | am still required to advise on Operational HR matters and have a
clear understanding of the evaluation process and outline available solutions.

During the period of study, my aim is to enhance knowledge and skills within the areas
identified with the aspiration to move into Band 3. Whilst working as a Business Partner
within Local Government, which leads a professional area, addressing key HR challenges at
an organisational level the medium and long-term future plans, (EV23, Job Description).

On completion of ‘My CPD Map’ (EV28) | have created a Development Plan, it has been
recognised in my appraisal (EV18) that | need to openly relay my professional views without
the concern of the reaction from individuals within my immediate team. This has also been
recognised by my Line Manager within the communications styles questionnaire (EV17,
Questionnaire) whereby | need to develop my skills with regard to communicating with my
immediate Team. Part of my development is mentoring a HR Advisor who has recently been
allocated to Education and therefore need to ensure that the information is clear and concise
but also relaying my knowledge and expertise within the area of work.

In addition to my Line Manager, | request for a Manager to complete a Communications
Questionnaire to provide feedback regarding my communication style when providing advice
and support to Departments, (EV24, Questionnaire). It is clear from the response that |
have confidence in relaying my views in a professional manner outside of my immediate
team and will continue with my approach in communicating with Departments.

As part of CPD, it is important to consider how we learn best, on completion of the Learning
Styles Questionnaire, it has identified my learning style as a Reflector. 1tend to learn best
by taking a step back, considering information and observing from difference perspectives
before coming to any conclusions.



I tend to take a step back in meeting and provide my views at the appropriate time. On
reflection of this, I have chosen

This is also reflected within the Belbin team type questionnaire, which identifies my preferred
role within a team, which is a ‘Completer’ and Implementer’. | believe that | make a
conscientious contribution to the team, searching out errors to ensure that any information is
completed to perfection. A weakness to this is that | find it difficult to delegate as | worry that
the work will not be completed to my standard, (EV27, Belbin team type questionnaire).

As part of my CPD, it is important to reflect on the outcome of the questionnaires to apply my
learning and communication accordingly. In addition to my own learning, it is also important

My CPD Map identifies

CPD is built on a foundation of reflective practice, which enables us to reflect on our own
learning and link our development activity with practical outcomes. |t is important to reflect
on how we learn best.
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CIPD Diploma in Applied Human Resources

Managing your Learning

The CiPD Diploma in Applied Human Resources is a 90 credit qualification with a Total Qualification
Time {TQT) of 900 hours. The TQT is the number of hours it is estimated that a candidate will take to
complete a qualification from start to finish and includes guided learning hours, self-study,

preparation and assessment {CIPT, 2017) - CL}-LCLAOL ocsmank .
Guided learning hours includes off and on the job learning.

Off-the-job learning is characterised by formal or planned taught sessions (workshops) delivered by
qualified training staff plus specified activities in your learning plan;

On-the-job learning hours are those which enable the apprentice to demonstrate practical job-
related skills and to practice and apply these in the context of the job. This type of learning will take
place in the workplace and is also specified in your learning plan.

(Welsh Government, 2017)

Self-study (also referred to as self-directed learning in CIPD documentation} — this is additional
reading/other learning as chosen by you, to expand your knowledge and enable you to complete the
assessments. Reading lists are provided for each module to help you with this.

The table below shows how each module is structured in terms of credits, guided learning hours and
self-directed learning.

Module | credits | Guided Learning Self-directed Learning |
| | Hours [

Using a Research 4 20 ‘ 20

Approach in Human
| Resources . |
| Developing 8 40 | 40

' Professional Practice
in Human Resources ‘
Understanding the 4 20

‘ 20
Contemporary HR
Function ) » [ —
| Understanding the 4 ’ 20 20
| Business Context of l
R I o
| Understanding 6 30 30
| Employment Law | _ | ' N
Understanding the 4 20 ’ 20
Management of -
| Employment Relations ' | - ]
Understanding the 4 20 | 20

Link between
Individual and

| Organisational ‘
Performance | _ I | |



40

—
|

4 | 20

' Contributing to '8 40
Impraving -
Organisational
| Performance - .
Understanding 4
Employee
Engagement - ‘
Contributing to ’ 8 [
Employee
Engagement in tha ‘
_Organisation ‘ o .
Understanding the |4
Management of
}. Change S
Contributingtothe | 8
| Management of
Change | -
Understanding 4
Coaching and
Mentoring in the
Organisation
Contributing to
Coaching and
| Mentoring in the
 Organisation
Understanding
Resourcing and Talent
| Planning . | ) J
| Contributing to J 8 |
| Resourcing and Talent
| Planning in the [
| Organisation ‘
| Totals

_ Eo_hgurs

__| 90 creaits_ B

How to manage your learning:

The above means that you will need to manage your learning as follows:

4ihE>urs_ |

1. Attend the monthly workshops which form part of the guided learning hours.
2. Compiete activities in your learning plan (Z:3 houfs pei weék) which also form part of the

guided learning hours.

3. Read and prepare for your assessments (an additional 5- hours per weEk)

The Business School

12" September 2018



Timetable — CIPD Diploma in Applied Human Resources 2019-2021

Date of Name of Module | CIPD University | Submission Method of Assessment
Workshop Code Module Date of
Code Assessments
25 Induction/Using a | 5CIHR BMPD5002
September | Research
2019 Approach in HR
23 Using a Research | 5CIHR BMPD5002 | Part One - Part One - Written
October Approach in HR 18/111/19 response.
2019 Part Two — Part Two - Research
29/6/20 Report.
20t Developing 5CDPP | BMPD5000 | 13/1/20 plus Portfolio of Evidence
November | Professional submission of
2019 Practice in Human updated
Resources Personal
Development
Plan on 24/5/21
4t Understanding the | 5CMHR | BMPD5003 | 17/2/20 Slides and notes pages
December | Contemporary HR
2019 Function
22nd Understanding the | 5CBIC BMPD5001 | 16/3/20 Written report, analysis
January Business Context notes
2020 of HR
19th Understanding 5CELW
February Employment Law
2020
18t March | AM: S5CELW | BMPD5004 | 27/4/20 Written answers to
2020 Understanding questions
Employment Law
PM: Recap on
Research Report
22m April Understanding the | SKCER | BMPD5008 | 25/5/20 Written answers to
2020 Management of questions
Employment
Relations
20" May Understanding the | SKIOP BMPD5006 | 14/9/20 Slides and notes pages
2020 Link between
Individual and
Organisational
Performance
24t June Contributing to 5AI0P BMPD5012 | 14/9/20 Portfolio of Evidence
2020 Improving
Organisational
Performance
8% and 15" | Skills Workshops
July 2020 — only attend if
advised by Alison
Williams
16t Understanding 5KEEG | BMPD5007 | 19/10/20 Briefing paper
September | Employee
2020 Engagement
14th Contributing to 5AEEG BMPD5013 | 9/11/20 Portfolio of Evidence
October Employee
2020 Engagement in
the Organisation




11t Understanding the | SKMOC | BMPD5010 | 11/12/20 Slides or screen shots
November | Management of with notes pages
2020 Change
oth Contributing to the | 5SAMOC | BMPD5015 | 18/1/21 Portfolio of Evidence
December | Management of
2020 Change
13t Understanding S5KDCM | BMPD5009 | 15/2/21 Briefing paper
January Coaching and
2021 Mentoring in the
Organisation
10t Contributing to 5ADCM | BMPD5014 | 15/3/21 Portfolio of Evidence
February Coaching and
2021 Mentoring in the
Organisation
10th March | Understanding S5KRTP BMPD5005 | 19/4/21 Written answers to
2021 Resourcing and questions
Talent Planning
21t April Contributing to 5ARTP BMPD5011 | 24/5/2021 Portfolio of Evidence
2021 Resourcing and
Talent Planning in
the Organisation
12t May Developing 5CDPP | BMPD5000 | 24/5/21 Personal Development
2021 Professional Plan Update
Practice

NB: In order to graduate in July 2021, all work must be submitted by 24™ May 2021.

Document updated on 31.7.19




(o1y umo

InoA ul sy Jo piodal e desyy) &8s Bupjew-uoispap noA Buinosdwy Ul siL) sem aARoa)1e moy ‘Buiyoeod awos
noA aAeb pue yoeqpssy auy passnosip usyy pue Buuesy aoueasub e Bupiepspun noA paAlasqo Jsbeuew Jnok y
‘s|/dwexs 104 ‘spasu Juawdo|sasp 1noA 1eaL 0} uojuaniaul Bujuiea| & Jo SSBUBAIDBYS B MBIAAS — qof ayy up

mmcwco-_mco_umgov,wcm._u-cc_vcm_\wuwmovo&v_:.oo.ua_o.g\\”maﬁ
JU-I0)-pUo/SISBOP TN 05 PUID MMM/
'8}s80pOd AdID 8Y} O} usls

"(e1poopy uo sige|ieae) asreuuolsenb S9|A)S uonesUNWWOo) e ejojdwon

“(slpoopy
UO) S|IINS UOREDIUNLULLOD INOA uo alleuuonsany ssausAldayg uonedjunwwo) e ejejdwos o) snbeajjoo e ysy

"(a1poopy uo s|gejieAR) aaeULOlSOND sa1f)s Buiwies e ayejdwog
*(alpoopy uo sjgejeae) aneuuonssnb $9|4)s J01U0D e ajeidwon
‘Jualusbeuew jasfoid uo (500z) uioH 40 94 Jejdeys peay :papuswiwiossy

‘sles} Jo sapijod ay uo (600z) UIOH 40 0z -6 L | Sabed pesy :papusuiwoday

WO UIISq"MMM — $80.n0S81 10} PooB Alan SI alisqom uigeg oy "sessaueam s|gemole snid sejos pauajasd
InoA Jo sagsueloRIEYD BY) JNOQE pESI pUE (8ipooyy uo sjqejieae) asreuuoysanb adAk; sjos ugieg e e)sjdwon

‘(102 '19ussiay pue uosien) UONEJUNLILIOY pUe SI0OMWES | BAIIOS))T, UO BPOO|A U Jaydey) sy peay
‘(4a3deyo s|dwes o} ajpooyy uo Mull) spom pue ay| BuisiuebiQ, uo (6002) woH Jo | Jeydeyo pesy

“Yuow A1dAs piodal Juswdojaasp snok a1epdn pue Jabeuew oA yyum ued wawdojersp
SIU} mairsy “ueyd Juswidofeasp JnoA sonpaud o) Jopio ulJeBeuew 1nok yym synsel ay) ssnasiq - gof ayj ug

mg\vao\cgmw_\x:.oo.nn_o.>>>>>>\\_m35

'suondp
Juswdojaneg

‘uonNjossy
JoIu0D

‘Buinjos-ws|qo.ig

‘dew uojssajoug

‘ue|d Juswdojsasp
leuosiad e malnsl
pue juswajduw
‘as1Aep 0) sanbiuyse)
ado Adde

0} 8|qe og :G0O

‘dnoJb

Bunjiom 1o weay e jo
Jequiaw e se ‘sisy)o
Uum AjoAleloqe||oo
oM 0] 8|qe oF 01

‘sjuawalinbal
soueunousd
Jeaw o} peopiom
pue yos abeuew

o} sjqe g €0

‘sjeuo|ssajoud

HH Jo sjuswalinbai
[einolaeyeq pue
$98J04 YH Jo abuel
8y} puejsiepun 207

=]
"deyy uoissajoid ad1o sy Buisn Juslussasse-jjas & aje|dwon adio syl “swwesboud
N uswdojansp
n_mE-co_@oﬁtmEmo\Emm_\v_:.ou.ua_o.>>>>\s\\”mmqﬂ anjeA mc_uu< isa1en yH oyioads 6102
:dey uoissajoid adio ey jnoge peay — € JO sjusuodwoo AON
(9102) sweypoom g Jojkey i g pue  Jajdeys) peey | Juolssesse ayy | S PUSISISPUN 1LOT w0¢C l
ajeq
‘MOJoq paysy| osfe St Sty 104 BUIPLROS popUBUILIOSDL BUIOS ‘(SINOY Of) S1UBWSSISSE INOA swoNNQO Buiwes = o uojsseg

919)dwoa pue abpaymouy inoA uo RiNq 0} 48pio uj Butuies| pajdsimp-gjos UMO ok BYBLIBPUN O} POSU OSIE M NOA :GN

Bujusea) pre o3 ssejo TVES TG
Urpaioaod soido) | Juswssessy = gy
*Bujuies| pie o} syseybuipess Aiojepuepy (sanoy p1)
(sinoy 97) A3UINID YNOMWIWOH | QIHINTD  SSVT1D iSPJEpUE}S anpow o}
- ONINY¥VI] d30IND | - ONINNYIT a3AIND | Paleies Juejuos uoissag
¥n'oe’psymn@sewoyy-ayn| :jews | LEOE X3 00018F 26.1L0°191 61ZSY :Wooy | :sjiejsp 1oe3uoy

"L20Z Ae iz p10d9Y pue Ueld ‘uonospay — depdn

020z Adenuep ye| :a)ep anp juawubissy

SBWOY] 9N :JaanjoaT

$82JN0S3dY UeWNH Ul 8d)3oeid
leuojssajoid Buidojpasq :einpop

S :Apmig Jo joAaT

ewojd|q ajeipswiaul :awweiboig

S83Inosay UeWNH ul ool [euoissajold Buidojersq :qdio ojelpaulialu]




[MBIQINN™OBPSIMN MMM/TZTY (18 8|qejlEAy "S80In0osay Buiuiee pue Aleiqi dsIMN

A" 00’aUIZEBBULILMMA//:GTY Je e|qejieny ‘auizebely yH

/WO ABPOYSUUCSIST MMMW/THY (18 ajqejieny "Aepo] [auuosiod

WIOO">HOMIOJSOUSIOS MMM :8)ISASM YIOAA SO} 8oUSIDG

"(diysiequisw qd1o 1nok yum 93} — Adoo piey pue suj-uo) Juswabeuep sidoay

sseulsnq ui sanssi Alesodwajuoo Jnoge ssjofue Bupsaisul J0 S]0] pul{ — maIASY ssaulIsng pieAleH
SN 00 pdID MWW

'sepinb snouea - §5900Ns-DUNESIS/BUNSI/ /W0 8BedUeB oy MMM/-SaTY

'$3]0J Wea) Jo Aiosy) s,uigjeg UO UoleuLIOMI 1O — WS UIg[eq MMM

"Buinjos-wisjqoud Buipnjour soidoy ysow uo uoljewojur 1oy — oS SIO0]PUILL MMM

:(sanoy of) Bujusear payosnp-jjog Joy uopewlIoju| JO S83IN0S JaY}0
‘abed ueboy :uopuoT up3 ¢ Buirog Ww8|qoid pue Bupiep uoisioaq (91.02)  ‘Jlepy
(s)00q-1x9)) Buipesy pspuswiwooay

"(8lpooyy uo sjqejieae) | seydeyo Ajeoyioadg
"ddIO:uopuoT yooqpuer sjiys sseuisng ey (600z) N ‘WOH

‘uojjeunojul Ingesn apiaoid osje siejdeys Joyio Jnq ‘8|Poojy uo s|qejieAe ‘g tsjdeyo Ajfeoyioadg

'adlID :uopuoT "ups .z “diys1epea sssuisng Joj SiyS Buidojensq “(¥10z) 'S “ueussiay pue 'O ‘Uosiepn

"9 pue § sieydeyo Ajjeoyioedg

'adID :uopuoT "ups pug ‘Juswabeueyy 90.inosay uewng buifpms -(9102) "D ‘sweypoopp pue -g ‘I0jAe|

:(s)ooq-)xay) Buipeoy Aioyepuepy

‘ueld juswdojensp
leuosiad e maiaal
pue juswaidun
‘as1Asp 0) senbjuyse) | 1202

'81 02 J9qWISAON Ul psyoune ‘spJepue)g [BUOISS8}0Id (d|D MBU aly) majrey
“UORO3|eI U UOHRULIoMU BI0W J0) (91 0Z) SWEYPOOA g JojAe 1 0 JZ1-9L1 sabed ysinay

‘uoloByey

ado Aidde
0} 9|qe a9 GO

Aep
wel

$82IN0say UewnH ul sojoeld [euoissajoid Buidojeasq :qdio alelpawla)y|




What the College expects from you

The main expectation of all learners who come to college is that they treat everyone with
whom they come into contact, with respect. The college also expects learners to

respect college property.

The college has a Code of Conduct which sets out how you are expected to act when
you are.in college. This includes times when you are travelling to college, taking part in
educational visits or taking part in other college activities such as work placement.

The main Code of Conduct is set out below.

Student code of conduct
All learners must sign up to the Student Code of Conduct.

Learning and Working
You are expected to:

e Aim for excellence in all you do;

¢ Attend all lessons [that is achieve 100% attendance];

¢ Report any absence by phoning your campus office and training adviser
before 10am on each day of absence;

* Be on time for all lessons;

o Take part fully in your course including tutorials, careers guidance, visits,
work experience and any additional support arranged for you;

e Be equipped for all lessons with paper, pens and relevant materials ;

e Have your Student ID Card with you at all times when at college;

¢ Complete all your work by the agreed deadlines;

» Make progress against any targets agreed and set;

¢ Work together with other learners to achieve your goals;

e Attend all examinations that you are entered for;

» Only use the IT facilities as outlined in the IT Acceptable Use Policy;

¢ Discuss with your tutor and training adviser any intention to change or leave

your course;

Behaviour

You are expected to:

o Treat and talk to all staff, learners and the local community with respect;
e Not participate in any act or threat of violence, bullying intimidation or verbal

abuse;
e Behave in an appropriate and reasonable way at all times;

24




Not use offensive language;
Value the college environment by not dropping litter;

Not damage college fumniture or buildings;

Smoke only in designated smoking shelters;

Respect the coliege’s commitment to equality and not discriminate against groups
or individuals;

Switch off all mobile phones in learning areas [i.e. classroom or learning resource
centres] unless agreed by the tutor and only use your mobile in an appropriate
way in student common areas;

Abide by the rules for behaviour on college transport, education visits and public
areas such as libraries and canteens ;

Avoid wearing clothing with offensive slogans or logos;

Never bring drugs or alcohol etc onto college premises or be under the influence

of drugs or alcoho!;

What will happen if things are not going as well as the college
expects?

If the Code of Conduct is not followed then the college has a Disciplinary Procedure
which can result in warnings or exclusion from college.

The disciplinary process consists of the foliowing levels:

Stage 1 Cause for Concern Notes — for recording minor breaches of the Code of Conduct

Stage 2 First Written Warnings — for recording more serious breaches

Stage 3 Final Written Warning — for recording serious and substantial breaches

Stage 4 Exclusion - for dealing with matters judged to be “gross misconduct”

Itis important that you understand this procedure. Re-read it carefully and
discuss any aspects you are unsure of with your tutor.

When you are sure you understand, sign and date the following statement:

| confirm that i understand and accept the college’s Code of Conduct

25



Induction Qy_estronna:rg

Diploma in Applied Human Resources

|

September 2019
[ {Queston _ _ [answer ]
i 1. | When, where and at what time will the course will be !"3:- alco@f r'
| delivered? P el Coxeponn |
T et - T .uﬁﬂ_jﬁa_bslt--g:_:_ﬁ'gc}.%‘l‘::\fflsapm
2| Ho_\A'_n:a_nv._m_o_dgiss__f%fngﬁefme_p_ro_grammfz__ — 1. 5 |
[ 3. | When are the workshops this term? Teire - J:_..n_._ |
J ' {C,,sou._.\.\- Y Eopm - e ednaded
e —_ N — —d . Onece e Mo n il :
4. Whatis Moodle? B = v [ Gooomeson Lhn
.I Al Cian _c,:‘_":\i: - C:)h_{;n.g_ F_ aldlcrn\

5. .r What js Em;arr_l? o
|
| |
i fr—— —_T———————--——-——-———————- —_—t — — {
6. I|' What is Turnitin? . {{ s uf,{c,“! .cjob'—uY\JJ\tl
I = — e_bf_*_.glc.}_p_rp__—-' C/(Aeé’ f;u.-.---'-'lu:_ ok + Ao o _,'.
2+ Do you know when you are required to dinwork?_Jygg . ]
8 | What are the core texts for this programme? 134310( ord boedha e (}ZO!“

| ffmpi.,,w A L«—é{_s{nu.ala Zoi"

ron [ s Jaskd i
| 10. | Do you know who t0 8o to if you have a question/concern | YES ~ Solke 72, - II
| about the course? el '

la. ﬂtD-_o_yc_JT_J?rZo{fv HthBéchﬂiméuéi I

|11 | What is the name _o?tTmT_ irain%é_ﬁ_lq_\_/is_e_r?__

| 12. | What js the name of the_Cour_se_L_egtgrer? ] Solie ﬂomwa_; o
13. | Will you be expected to complete work Outside lessons? | %ESs . o
. 14. | Do you need to he member of the CIPD? _IYrs
15, | VV!;'-zt_s_upport_is available for study skills? - hdd AT
| A pport .'

16. Do ybt] k?mw where the ﬁre~5cfts and first ajg poin—ts_:;re ES J
. | for the building? o — Sy, S

17. | How many credits is the programme? 7 o
[18. ] What is the length of the programme? i :_/

_19. ' Have you been given access to the siudgnf Flandbook and _f )_/,;5 - ] o

fk pometabler _
120. | What academic level is this qualification? LIV el S

Name: I&@AW K’:‘-‘-{f\.t {«
Signed:/é J “?‘?\u'

[ .
cieD Membership Nuniber (to be added when available):

Signature of Lectyrer- (722&
Date: ZE/”/’C)






CIPD

Championing better
work and working lives

membership and require all of our members to adhere to the standards and behaviours (‘obligations’) set out in this

1 Professional Competence and Behaviour 3 Representative of the profession
Members of the CIpD shall: Members of the CIPD shall:
L1 maintain professional knowledge and competence 31 always act in a way which supports and upholds the
through continuing professional development, to reputation and values of the profession,
ensure they provide a professional, up to date and 3.2 uphold thejr responsibilities as professional people

nsightful service towards the wider community

12 seek appropriate support if business needs require 33 comply with prevailing laws and not encourage,

involvement in New areas of activity . . .
“ 7 assist or collude with others who may be engaged in
1.3 accept responsibility for their own professional unlawful conduct, taking action as approptiate,
actions and decisions - .
34 exhibit Personal leadership as g rele model for
14 apply professional high standards of relevance, Maintaining the highest standards of ethical conduct

accuracy and timelinece In the intermation and

advice they provide to stakeholders. be mindful of the distinction hetwoen acting in a

personal and professional capacity,

_w
tn

2 Ethical Standards ang Integrity 4 stewardship

Members of the CIPD shall Members of the CIPD shall
21 f;gat%ﬁbhlmfratflcndafkdfﬁv;’ﬁﬁ}iu?rrle;sm drespect 41 demonstrate ang Promote fair and reasonapie
>iPE based on canfidonce, trust espect standards in the treatment of people who are

2.2 exhibit and role mode| professicnal and personal Operating within thejr sphere of inflyence
Integrity and honesty at al times 4.2 challenge others if they suspoect unlawfyl or

2.3 demonstrate and promote sensitivity for the unethical conduct or behaviour, taking action as
customs, practices, culture ang bersonal beliefs of appropriate
Others 4.3 ensure that their professional judgement is not

2.4 champion employment ang business practices that Compromised nor could be perceived as being
Promote equality of opportunity, diversity and Compromised becauyse of bias, or the undue
inclusion and support human rights and dignity influence of others

2.5 safeguard all confidential, commercially sensitjve 4.4 promote appropriate people Management and
and personal data acquired as a result of business development practices to influence and enable the
relationships and not use it for personal advantage achievement of business objectives
or the benefit or detriment of third parties. 4.5 ensure those working for them have the appropriate

level of competence, supervision and support,

Ref: 7460 January 2020 @CIPD 2020






You will need your Coleg Sir G&r ID card,

You can renew online, in Person, by phone or emall, provided that the item
is not required by someone else, You can reserve an item online using the

catalogue, in Person, by phone or email.
FE learners: 4 items for 2 weeks

HE learners: g items for 2 weeks

Fines are charged at:
FE learners: 10p per item per day HE learners. 20p per item per day

]

Ammanford

08.45 - 17.00
08.45-18.00
08.45 - 16.30

‘Monday to Friday
(Closed daily 12,30 - 2.15)

Graig 08.45 - 17,00

0B.45 - 18.00
08.45-16,30

‘Monday and Thursday
Tuesday and Wednesday
Friday

Quropening hours may change at shot notice, this inclyde lunchtimes. Please contact your
library before setting outon Your journey, particularly during holidays,

Libraries

"The learning place”

vaa\@no_nmm_.ﬁm»..mn.:v,

Fllger ®CsGLibrary on Coleg Sir Gar Library

Ewittery facebaok s
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Monthly 121 Form - 2019/2020

Name:

Stephanie Rayner

Date:

5t December 2019




Key Activities for
this month:

Mandatory Training — Complete ASAP
Safeguarding Adults

Safeguarding and Protection of Children
Cyber Security

Online appraisals

Arrange fortnightly meetings with CM/KF
First meeting arranged 18.12.2019

Restructures/Reviews

Meeting with Linda to discuss project plan 12.12.19

ALN Restructure — Initial meeting arranged 09.12.19, Consultation commencing
January 2020 - CM allocated

EWS — Consultation ended 04.11.2019, review meeting arranged 11.11.2019. KP to
collate feedback responses and communicate with staff regarding final structure
CMT approved - slotting and matching January 2020

Education Service Review — Consultation ended 08.11.2019. NW considering
consultation feedback. Expressions of interest January 2020

EOTAS — Start of process — consultation timetable and documents provided to AT.
MF allocated. Consultation to commence January 2020

EMAU - Consultation meetings 10.12.19 — AS allocated

HR Surgeries — Arrange with Central Education
Casework

Disciplinary Schools
No issues to date — continue to monitor
Inconsistent information being inputted onto the buckets, raise with HRA's.

Sickness Management - Ongoing
KF/AP regular meetings with Catering and Cleaning
Continue to monitor on a monthly basis — report to Director

HWB
Disciplinary documents uploaded

Policies

Assist with School policy reviews

Disciplinary — Draft complete — awaiting Legal advice — review date 12.12.2019
Flexible Working

Redundancy — Draft complete — NR and SR to review

Harassment — LP drafting

ERW Capability — Review meeting 17.01.2020

ERW Performance Management Policy — next to review

Crug Glas — Ongoing Monitoring and Support

Workforce Planning — On Hold




Redeployment Portal — Ongoing monitoring

Key Issues from
last month:

I - PAsM 29.11.2019 - AS Allocated
_ — Absent due to personal reasons — continue to liaise with Manager
TUPE FAQ's complete — with Wyn for checking

MF to continue to support in the short term, handover to KF and CM
Headteacher Training — 25.02.2020
Governors Training

e Disciplinary — 14.01.2020

e Redundancy —13.02.2020

e MOA-23.03.2020

Progress Against Team Critical Behaviours (as reflected in Oracle)

CM 4.3 - Identify and Implement Improvements to service delivery, engaging people in the change

process and encouraging them to contribute ideas.

Regular discussions with BP’s to ensure a consistent approach
Requested ideas from HRA’s regrading support BP’s can provide

M. Introducing Change and New ways of working (relating to the HR Operating model)

BP’s have oversight of case management — Initial meeting to discuss way forward and offer any advice

and support to HRA’s
Sickness management — Review of sickness within Catering and Cleaning — Continue to monitor and

support

V. Working Together

Best Practice Meetings with HRA’s to discuss processes and procedures — Lessons learnt/Good news

stories

Develop Future People

Support to Swansea Council in developing Future

People

Support to the HR Function in developing Future
People (including line management responsibilities where

appropriate).
Personal Development Activities HR Diploma — Commencing on 25™ September
(achieved and identified for the future). 2019

Progress Against Objectives and Success Criteria
Objective 1: Team Objective High quality HR advice provided to Education,
Delivery of HR service to time, quality and cost Schools and other Departments as and when

100% delivery against KPls required.




Objective 2:
Work with own team and others to maximise
resources and share experience and knowledge

I will always encourage working together as a Team
and supporting each other to ensure individuals
engage with any improvements/changes.

Whilst | continue to develop my knowledge within
Education and Schools, I will support the Team
with any queries.

Objective 3:

Build strong working relationships. Communicate
well with colieagues, internal and external
stakeholders

Continue to build effective working relationships
within a new area of work and within my role.
Effective communication with Managers and
Schools building trust and confidence to ensure a
high quality HR service.

Continue to communicate effectively with
colleagues to encourage engagement as a team
going forward.

Objective 4:
Trust work colleagues to carry out their work
effectively

Overview of Case Management has enabled me to
review the cases and offer advice and support.
Removing myself from the operational procedures.
Sickness management — Arrangements of regular
review meetings with HRA’s to ensure progress.
Restructures — Allocate HRA from the outset and
determine their role throughout the process.

(All information saved on the shared drive so | am
able to monitor any progress being made).

Objective 5:
Adapt, improve, try, learn

| feel I have adapted and embraced the new ways
of working introduced within the Team and the
requirements within my role as HR Business
Partner through a challenging period.

My knowledge and experience within Education
has provided me with new learning and
development opportunities.

I acknowledge that there are areas that | need to
learn and improve which hopefully will be gained
through further development.

Objective 6:
Introducing Change and New Ways of Working

| have embraced the new ways of working

within the Team and try to encourage others when
introducing news systems and processes.
Continue to monitor the Redeployment Portal.

The changes within the Business Partner

role have at times been challenging however, | feel
I have continued to participate with introducing
changes and improvements to the HR service




provided.

I am willing to provide my view in relation to the
changes and continue to have a positive work
ethic.

Comments on New Ways of Working Pilot

Do you consider yourself to be more productive?

No change

Has your work life balance improved?

Yes — More flexibility

Would you want to revert back to the previous
arrangements or continue with the new
arrangements?

Continue with new arrangements

Has your daily/ work travel changed, reduced or
increased?

No Change, | attend meetings as and when
required by the Service Area.

Do you believe that working relationships have
changed and/or improved?

Changed within the Team however, | believe that is

also as a result of the restructure.

Any Other Comments:

Line Manager Comments:

Council Desired Behaviours

Lead by example
Have a 'can do' attitude

Work as a team
Focus on the future

Respect and value everyone
Be honest and trustworthy
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Cyngor Abertawe
Swansea Council

f
Resources Directorate

Director’s Delegated Powers — Staffing

DECISION YES | NO

Creation of new post(s) v

Revision of existing structure

Regrading of existing post(s)

Restructure (i.e. change to more than 5 posts)

Posts been evaluated by Job Evaluation Team

ok IO =
2l |2 ||

Does this post undertake a business support function?
If yes, then the post will be highlighted and will be considered as part of the

Business Support Programme

7. | If the post has been highlighted - has the Job Description been assessed \
against the agreed Business Support Model?

8. |Ifapostis to be advertised, it is to be advertised externally? \

9. | Ifthese are additional posts, has Corporate Property Services been consulted
to consider any asset implications?

10. | Need to go to CMT v
11. | Other — please state. v
Report Title:

Summary:

If this is a review of an existing structure, the current and proposed structures should be included
at Annex A and B.

The justification for these changes should be stated in this summary box.

Finally, the financial information should be set out as shown in Annex C.

Recommendation[s]: That the above proposal is approved.

Prepared by: Joe Bloggs | DATE: 28" April 2017

Details Of Consultation Undertaken Yes | No | Signature Date

Equality Impact Assessment Screening undertaken and
assessed by Access to Services Unit

For Head of Human Resources Agreement
Job Evaluation Manager [if ~
applicable] Post(s) evaluated”
Finance Budget Available?
Head of Service Agreement
Director Agreement

Head of Financial Services &

Service Centre Agreement

CMT approval (if applicable) Agreement

Dec 2017



Annex A

Current Structure

Dec 2017



Annex B

Proposed Structure

Dec 2017



Financial Information

Annex C

|Name of Section/Service Area/Directorate T T ]
I
Current Structure S N I R -
SN S NS—— SR __
Cost Code o #_ ]
Name _ PostTie ' |PostNo.| Weekiy  Grade | scp | Salary
L o o Hours ) i _ _ Per Annum
) Senior AdminAssistant | 1234 | _ 185 7 . 30  £13441.00
) Admin Assistant ) 1235 37 6 25  £22/658.00
. e _ o PPN
Total Lo | | £36,099.00
|On Costs 135.5% £12,815.15 |
i Total Salary Costs | £48,914.15
Propdsed Strdéturé i ! .
CostCose 1~
TR S| S S —— -
Name "Post Title . PostNo.' Weekly Grade scp Salary
N o Hours B ~ Per Annum
77777 1 Office Manager 1234 185 8 32 £14,242.50
Assistant Office Manager 1235 37 7 29 £25,951.00
Total” ) £40,193.50
{On Costs 135.5% £14,268.69
.Total Salary Costs ! £54,462.19
£ 5,548.05

Additional Salary Costs or Savings (including on costs)

Dec 2017
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Hi [

Further to the meeting held on 6t March 2017 in relation to the situation regarding your current post, |
wish to advise you that due to the situation within Cultural Services Car Parks you are currently ‘as
risk’ with the Authority.

Please see attached information regarding the redeployment process.
The link below will direct you to the vacancies which are currently available to redeployees:
www.swansea.cov.uk/redeplovymentjobs

Username — Redeploymentjobs
Password ~ CCSRed17

If you want to express an interest in any vacancies please complete the attached redeployment form
which will be sent to the manager for consideration. The main ruling with redeployment is that you
can apply for posts two grades above and two grades below your current grade. If you are
successful in obtaining employment below your current grade, you will receive an element of pay
protection which is outlined in the attached guidance notes.

In addition to the redeployment process, you were advised that there are current Car Park Attendant
vacancies within Cark Parks which can be considered as suitable alternative employment.

| have arranged a meeting on Friday 10" March 2017 at 11.00am at the Guildhall to discuss the
redeployment process in further detail, please can you confirm your attendance at the
meeting?

If you have any queries please let me know

Thank you, Steph

Stephanie Rayner
Partner Busnes AD a DS
HR and OD Business Partner

/ Cyngor Abertawe & 01792 636098
Swansea Council stephanie.rayner@swansea.qov.uk

—— stephanie.rayner@abertawe.gov.uk







Hi Ang

Having considered the attached, there are a number of things | have noted which | would consider
when advising the RO as below:

e Who is covering her reduction of 2 days which has been in place since 2017? If no-one has
been covering, it would a benefit for her to increase her hours to 4 days

e Need to consider her medical situation and if she was to increase to 37 hours it could result

in an increase to her sickness absence and a detrimental effect to her wellbeing
e Have the options at the end of the report been considered by the employee i.e. condensing
32 hours into 4 days?
e Could they consider a trial period of 4 daysi.e. 3 months
e Could they consider an option and review following the restructure when they understand
the impact to the service?

The other things to consider is that have the policy been adhered to specifically in relation to the
timescales regarding flexible working requests. Have they considered all options prior to declining
the request? It seems that a number of alternatives have been included in the report however, |
would have thought these should have been considered prior to the appeal.

If you are free in the morning let me know and we can discuss in further detail
Hope that helps

Thanks, Steph

e —

P X (/ Stephanie Rayner
/. k & Partner Busnes AD a DS
- 2\ \ HR and OD Business Partner
~

Cyngor Abertawe & 01792 636098
\ 2, ~_—— ss,/"gnsea Council 04 stephanie.rayner@swansea.cov.uk
- stephanie.rayner@abertawe.gov.uk

== - f

From: Angela Edwards <Anczela.Edwards@swansea.zov.uk>
Sent: 28 November 2019 13:14

To: Stephanie Rayner <Stephanie.Rayner@swansea.cov.uk>
Subject: FW: FLEXIBLE WORKING APPEAL HEARING

Thank you so much

Ang

From: Price, Anne <Anne.Price @swansea.cov.uk>

Sent: 19 November 2019 14:06

>; Angela Edwards



<Angela.Edwards@swansea.gov.uk>; Jackie Turner <Jackie.Turner@swansea.gov.uk>
Subject: FLEXIBLE WORKING APPEAL HEARING

Hi Karen and Matthew,

A date and time has been arranged for the Flexible Working Appeal Hearing for 3.30 pm on Wed 4
Dec 2019 at the Civic Offices, room 2.3.7.

I attach the Appeal Hearing Report with appendices. 1also forward across a letter confirming the
arrangements.

The Responsible Officer will be Deborah Reed supported by Angela Edwards — HR Business Partner.
Please confirm your attendance.

Regards and many thanks

Anne Price
HR Adviser
Regards
Anne
Anne Price
Ymgynhorydd AD a DS
N (/fa_ HR & OD Adviser
/ - \\ K
/i 2019 <)
B e~ B2 N = 01792 636098
B 5 B ; ~ anne.price@swansea.gov.uk
“CE* Cyngor Abertawe < anne.price@abertawe.gov.uk

Swansea Council

f
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Consultation Meeting Trade Unions
Date 10" December 2019

Present Lynne Berezanski - NEU
Hayley Steel - NEU
Andrea Jones — NASUWT

New delivery model implemented January 2019, School improvement and pupil
support

1 FTE Teacher (2 people)
5 Part time BTA's
Admin Assistant

Contracts issued with temporary contracts until 315t March 2020, extended for
Teachers until 30t April 2020

Welsh Government strong indication that they were not going to deliver the funding.
Policy direction for the next financial year that there will be funding put in place,
review where we go from April 2020. Amount of funding has not been confirmed,
distribute more evenly across Authorities in Wales.

Potential reduction in funding, last year had 14% and this year considering 7.8%.

Schools finding more sustainable strategies.

Question

Documented evidence, not taking up through centrally doesn’'t mean they are having
a better service. If people feel it is not available they may be getting on and not
providing for the individuals. Are there documents to evidence they are delivering a

proper service?

Response

Last Spring — evaluated provision within the Schools, 21 schools have bulk of
devolved funding, ensuring they have the right strategies in place within the
classroom, action plans in place. Autumn term, evaluating provision with another
layer of schools.

Schools were getting a small amount of support so already taking responsibility.
Annual cycle to evaluate schools

Network meetings, training, model is starting to embed. All school with the main bulk
of funding, have to do spend plans and account to where the money has been spent.
Actions, output and outcomes.

Question
How have you measures the impact on pupils?

Response
Attainment, overall outcomes at the end of the key stages which didn’t show any

difference.



Evaluate in the 21 schools, also undertake learning voice to triangulate the
information being received from schools.

Decision to devolve funding, schools have to submit a spend plan, terms and
conditions in line with Welsh Government.
Ensure every school participates in the evaluation process.

A number of schools have employed staff or provided secondary employment to staff
who are currently employed within the Central team.

Ensure we build off schools improvement work, staff understand their role and
provided with the relevant training.

Question
New Model — who would be doing the training?

Response

PC and Education Improvement Consultant. Building in school to school support.
E.g. TA’s working in schools providing support to TA’s with lesser experience and
knowledge.

Network meetings - Identify practices within Schools and share with other schools.
Ensure consistency and sharing practices.

Protect the funding being devolved to schools to protect the staff undertaking the
roles within Schools.

Proposal

Delete Teacher post

Create Education Improvement Consultant post
Delete the BTA Posts

Retain the Admin function

Confirmed consultation from 10% December 2019 until 6t January 2020.
Stakeholder consultation will be consulted during the same period.

TU’s requested to extend the consultation process, end of term so difficult to receive
the relevant feedback/comments from stakeholders.

Consider the request to extend consultation - ACTION

Swansea been raised for its Gypsy and Traveller Unit.

Cefn Hengoed are aware of this situation, they are already planning for the
consultation. Estyn recommendation that Unit shouldn’t be in place for all of Gypsy
Traveller. Also receiving a disproportionate amount of funding.

Grant amalgamated for Gypsy Traveller and Ethnic Minority.

Options for staff

ER/VR

Redeployment

Expressions of interest for new post — Teachers only

Consultation commences today 10t December 2019 until 13t January 2020



Important for staff to engage with consultation process, provide comments/feedback
throughout.

Assimilate to the closest point on the Soulbury pay scales

Email sent to staff providing details regarding redeployment, option to request an
individual meeting to discuss process in detail.

Individual Meetings

Employee

Trade Union

Temporary contract until 315t March 2020, indication that the funding will be available
next financial year.

Review of the Job Description to reflect other proposed changes - Implementation st
May 2020

No changes to your current working hours, term time only.

Employee

Trade Union

New model of support January 2019 — contract until 30" April 2020

Contract issued based on the welsh government funding at the time, intention to
cease funding. However, Welsh Government indicating they are considering
continuing the funding, which has given us options to review the service.
Specialist teacher post — delete the post — create an Education Improvement
Consultant post on Soulbury Terms and Conditions.

Question
Would the new contract be issued on a permanent basis?

Response
Dependant on the funding, | would need to escalate to the Head of Service.

Reassured we can continue to provide support to the Schools, appreciate it is a
difficult time.

Employee

Trade Union

New model of support January 2019 — contract until 30" April 2020

Contract issued based on the welsh government funding at the time, intention to
cease funding. However, Welsh Government indicating they are considering
continuing the funding, which has given us options to review the service.
Specialist teacher post — delete the post — create an Education Improvement
Consultant post on Soulbury Terms and Conditions.

SR outlined options

Requested details regarding Soulbury T's and C's
Employee

Trade Union
New model of support January 2019 — contract until 30™ April 2020



Contract issued based on the welsh government funding at the time, intention to
cease funding. However, Welsh Government indicating they are considering
continuing the funding, which has given us options to review the service.
Proposal to delete BTA post — contract until 30t April 2020

SR outlined options

Employee

Trade Union

New model of support January 2019 - contract until 30th April 2020

Contract issued based on the welsh government funding at the time, intention to
cease funding. However, Welsh Government indicating they are considering
continuing the funding, which has given us options to review the service.
Proposal to delete BTA post — contract until 30t April 2020

SR outlined options

Employee

Trade Union

New model of support January 2019 - contract until 30th April 2020

Contract issued based on the welsh government funding at the time, intention to
cease funding. However, Welsh Government indicating they are considering
continuing the funding, which has given us options to review the service.
Proposal to delete BTA post — contract until 30t April 2020

SR outlined options

Employee

Trade Union

Requested for a colleague to attend however, advised not appropriate as she is
affected as part of the proposals.

Contract issued based on the welsh government funding at the time, intention to
cease funding. However, Welsh Government indicating they are considering
continuing the funding, which has given us options to review the service.
Proposal to delete BTA post — contract until 30t April 2020

SR outlined options

Employee

Trade Union

Requested for a colleague to attend however, advised not appropriate as she is
affected as part of the proposals.

Contract issued based on the welsh government funding at the time, intention to
cease funding. However, Welsh Government indicating they are considering
continuing the funding, which has given us options to review the service.
Proposal to delete BTA post — contract until 30t April 2020

SR outlined options

Full Staff Meeting

Mark Sheridan — Head of Service (HOS)
Pam Cole — Head of EMAU

Stephanie Rayner — HR

Lynne Berezanski — NEU

Hayley Steel - NEU



John Austin - Unison

Manager presented information outlined within the presentation

Devolve additional funding to schools, share practices, future sustainability.
Question - Going forward, still work to be done, self sufficient within the Schools,
amount of funding is still to be confirmed.

Why not enable schools to be better established until the end of the academic year,
surely that is more beneficial for pupils and staff.

Response — | would advise that is included as part of the consultation. BTA’s feed in
and try to build capacity within the Schools, 15 referrals for next term.

Response — At some point a decision has to be made in relation to an
implementation date. Consider request as part of consultation.

Cefn Hengoed been expecting the deadline to end some time ago and it seems to
continue, a decision needs to be made.

Question — Working in line with Schools, unlikely for schools to put something into
place prior to September 2020.

Response - Communications to be issued via Rhodri Jones, staff will be issued with
the presentation and relevant documents.

Question - Sense that a lot of Heads don't feel it is worth referring as they don’t
believe they are supported.

The council has made everything so hard people won't apply for it.

HOS — Outcome data from GCSE'’s, reductions in support hasn’t had a massive
impact on Schools.

Question — Yet, not enough data currently.
Question — If | was to take ER/VR | would have to wait 6 months, | think that is unfair.

SR — | did explain this within the individual meeting, explained previous decision, |
would advise that is discussed outside of this forum.

Question — What is the new post?

Response — The new post, ring fenced to the Specialist Teacher’s

HOS — Soulbury Scale post, Education Consultant Level, specific Job Description.
Question — Back to the original consultation, only want to keep the Head and one

other member of staff, because of the Stakeholder consultation, 3 BTA posts were
created, it's like a conspiracy.



HOS - | think that point should be noted as part of the discussion

Question - Make the process for requesting BTA's to be so difficult. Will you still
ensure that Schools will be making the devolved funding correctly?

Response - Yes, | will continue with ensuring the Schools are utilising the funding
accordingly.

Question - If we all don’t exist in a few months’ time, will Schools have more money?

Response — We don't currently know how much funding is going to be received,
believe we will start to receive reductions. When the 21 Schools received the
funding last year, Headteachers were informed they need to work towards a
sustainable model because we can't guarantee the funding.

Union - Few restructures currently, should be meaningful, week before Christmas,
week after Christmas when people return, would like to see comments from other
Stakeholders.

SR - The Trade Unions did request an extension to the consultation, it was agreed
to extend until 13" January 2020. There are tight timescales due to Teachers Terms
and Conditions.

Union — When do you think the information will be issued to the Schools?

Response — | will issue the relevant information to Rhodri and request for it to be
sent to schools tomorrow.

Union — Cefn Hengoed, did you say it was £5000 per pupil? Someone in post to
ensure the monies to Schools is proportionately distributed.

Response — Yes, we have that information available from last year, it will be a fair
formula.

SR confirmed communication going forward
Manager to send email confirming details of consultation



1.

COMMUNICATION EFFECTIVENESS QUESTIONNAIRE

I maintain good eye contact and give people my full attention

Rarely

Occasionally

Sometimes

Frequently

Always

X

2. | smile warmly at people when they appear to want to talk to me

Rarely Occasionally Sometimes Frequently Always
X
3. | let people finish what they are saying without interrupting
Rarely Occasionally Sometimes Frequently Always
X
4. | show genuine interest when people are talking to me
Rarely Occasionally Sometimes Frequently Always
X

5. | encourage people to speak their minds openly and share concerns

Rarely

Occasionally

Sometimes

Frequently

Always

X

6. 1appear in the right frame of mind for all important discussions

Rarely Occasionally Sometimes Frequently Always
X
7. My body language is conducive to attentive listening
Rarely Occasionally Sometimes Frequently Always
X
8. | listen enthusiastically and positively
Rarely Occasionally Sometimes Frequently Always
X
9. |do not trivialise the ideas or views expressed by other people
[ Rarely Occasionally Sometimes Frequently Always

X




10. I am calm and patient in conversation and discussion

LRarely Occasionally Sometimes | Frequently | Always
X
11.1 am well prepared for meetings
| Rarely Occasionally Sometimes Frequently | Always ]
X

12. | avoid making the other person feel as if they are being interrogated

'jjarely Occasionally | Sometimes Frequently Always i;
X
13. | communicate feelings as well as ideas and facts
Rarely Occasionally Sometimes Frequently | Always
X
14. 1 speak up when | am confused or unsure
| Rarely [ Occasionally | Sometimes | Frequently Always %
X

15. 1 summarise what | have heard to make sure | have understood clearly

| Rarely

Occasionally

Sometimes

Frequently

| Always

X

16. | give people time,

across

attention and encouragement so they can get the message

Occasionally

| Sometimes

| Frequently

Always

Farely

|

X

q

17. | communicate clearly when giving information and instruction

[ Rarely
L

| Occasionally

Sometimes

| Frequently

| Always

X

18. 1 openly demonstrate that | appreciate feedback from other people

Occasionally

Sometimes

Frequently

Always

[Taarely

X

q




19. 1 do not insult or demean the other pa

rty when offering critical comments
Rarely Occasionally Sometimes

Frequently | Always
| —
20.1 am able to get complicated ideas across clearly
Erely ’[ Occasionally Sometimes | Frequently Always :J
X
21. | deliver my communication at a pace and way that is comfortable for others
[ Rarely | Occasionally | Sometimes ]| Frequently | Always j
X

22. | demonstrate that | am helpful and genuine in conversations

L}arely %Occasionally Sometimes | Frequently Always
[ X

23. My written communications are clear and concise

X

24. | keep everyone informed where appropriate

I Rarely Occasionally | Sometimes { Frequently Always

Please provide any further details on what I do well:

You are an excellent communicator and can adjust the way you 1
communicate depending on the situation you are in.

FRarely Occasionally | Sometimes Frequently l[ Always
|

L

Please provide any further details on what | could do better:

——

You are currently supporting a new team and will need to cater your
communication skills to the different personalities in the team, to ensure
that we get everyone working as we need them to in Education.

L

Thank you for your time






Appraisal For

SRAES Rayner, Miss Stephanie Louise
Worker Details
Employee name Rayner, Miss Stephanie Louise
Assignment Number 885741
Manager Reid, Mrs. Nicola Jayne
Department HR and OD
Job ICCS Non School

Appraisal Details

Appraisal Template 2019/2020 Grade 8-9 A profile posts
Appraisal Purpose Annual Appraisal Review

Period Start Date 2019-04-01

Period End Date 2020-03-31

Initiator Reid, Nicola

Main Appraiser Reid, Nicola

Appraisal Date 2020-04-01

Next Appraisal Date

Competency Details

CE1.1 Work with own team and others to maximise resources and share
experience and knowledge

Appraisee

Name Rayner, Miss Stephanie Louise

Performance Rating 3-Meets standard required for the role

Comments




Appraisal For

ORACLE . . .
Rayner, Miss Stephanie Louise
Main Appraiser
Name Reid, Mrs. Nicola Jayne

Performance Rating

3-Meets standard required for the role

Comments

Essential part of the role within the team due to working across all
reas. Steph has provided support to collegues on previous

epartment and colleagues have provided support to Steph on
Education. Starting monthly BP meeting and best practice meeting with
HR Advisors,

CE3.3 Recognise and respect both their own strengths and weaknesses
and the strengths and weaknesses of their collegues

Appraisee

Name

Rayner, Miss Stephanie Louise

Performance Rating

Comments

Main Appraiser

Name

Reid, Mrs. Nicola Jayne

Performance Rating

Comments

CE3.4 Listen carefully and actively to gain an understanding of what is
important to colleagues, internal and external stakeholders

Appraisee

Name

Rayner, Miss Stephanie Louise




ORACLE

Appraisal For
Rayner, Miss Stephanie Louise

Performance Rating

Comments

Main Appraiser

Name

Reid, Mrs. Nicola Jayne

Performance Rating

Comments

CE3.5 Provide practical and moral support to colleagues, sharing and
helping to solve problems

Appraisee

Name

Rayner, Miss Stephanie Louise

Performance Rating

IComments

Main Appraiser

Name

Reid, Mrs. Nicola Jayne

Performance Rating

Comments

CE4.1 Promote the most effective way of delivering a good quality and
sustainable service to internal/external stakeholders

Appraisee

Name

Rayner, Miss Stephanie Louise




Appraisal For

CRACLE Rayner, Miss Stephanie Louise

Performance Rating

Comments

Main Appraiser

Name Reid, Mrs. Nicola Jayne

Performance Rating

Comments

CE4.2 Take an innovative approach solving problems. Look creatively
inside and outside the organisation for new ideas, actively share good
practice

Appraisee

Name Rayner, Miss Stephanie Louise

Performance Rating

Comments

Main Appraiser

Name Reid, Mrs. Nicola Jayne

Performance Rating

Comments

CE4.3 Engage with other departments and organsiations to plan together
for the future

Appraisee



Appraisal For

CRACLE Rayner, Miss Stephanie Louise

Name Rayner, Miss Stephanie Louise

Performance Rating

Comments

Main Appraiser

Name Reid, Mrs. Nicola Jayne

Performance Rating

Comments

CES5.1 Be open and transparent in all work activities

Appraisee

Name Rayner, Miss Stephanie Louise

Performance Rating

Comments

Main Appraiser

Name Reid, Mrs. Nicola Jayne

Performance Rating

Comments

CES5.2 Be consistent. Treat everyone fairly with consideration and respect
for their views, opinions and beliefs

Appraisee



Appraisal For

ORACLE Rayner, Miss Stephanie Louise

Name Rayner, Miss Stephanie Louise

Performance Rating

Comments

Main Appraiser

Name Reid, Mrs. Nicola Jayne
Performance Rating
Comments

CE5.3 Trust work colleagues to carry out their work effectively

Appraisee

Name Rayner, Miss Stephanie Louise

Performance Rating 2-Developing - needs some support to develop

Comments

Main Appraiser

Name Reid, Mrs. Nicola Jayne

Performance Rating 2-Developing - needs some support to develop

Comments
Steph finds it difficult to pass on work to the HR Advisors and she has
assured the manager/headteacher of what will be done and can't then
control how that is done when it is passed on. Steph prides herself in
her standard of work and carrying out what she has said she will do.

CE5.4 Accept the consequence of own actions and learn from mistakes.
Do not blame others.



Appraisal For

ORACLE . . .
Rayner, Miss Stephanie Louise
Appraisee
Name Rayner, Miss Stephanie Louise

Performance Rating

Comments

Main Appraiser

Name

Reid, Mrs. Nicola Jayne

Performance Rating

Comments

CE1.2 Build strong working relationships. Communicate well with
colleagues, internal and external stakeholders

Appraisee

Name

Rayner, Miss Stephanie Louise

Performance Rating

4-Exceeds required standard for the role in this area

Comments

| feel | have built effective working relationships within a new area of
work and a new role within a short period of time. Communicating
effectively with Managers and Schools building trust and confidence to
ensure an efficient and effective HR service. Continue to comminucate
effectively with colleagues to encourage engagement as a team going
forward.

Main Appraiser

Name

Reid, Mrs. Nicola Jayne

Performance Rating

4-Exceeds required standard for the role in this area




Appraisal For

ORACLE Rayner, Miss Stephanie Louise

Comments
teph has work well engaging with a new service area, building trust
nd confidence with central education and schools. Al whilst learining
ew sets of T&C's.

CES5.5 Carry out work as entrusted and make every attempt to deliver what
they say they are going to do.

Appraisee

Name Rayner, Miss Stephanie Louise

Performance Rating

Comments

Main Appraiser

Name Reid, Mrs. Nicola Jayne

Performance Rating

Comments

CEG6.1 Be open and willing to try new ideas and ways of working

Appraisee

Name Rayner, Miss Stephanie Louise

Performance Rating

Comments

Main Appraiser

Name Reid, Mrs. Nicola Jayne T




ORACLE

Appraisal For
Rayner, Miss Stephanie Louise

Performance Rating

Comments

CE6.2 Adapt, improve, try, learn

Appraisee

Name

Rayner, Miss Stephanie Louise

Performance Rating

3-Meets standard required for the role

Comments

| feel | have adapted and embraced the new ways of working
introduced within the Team and the requirements within my role as HR
Business Partner through a challenging period. My knowledge and
experience within Education has provided me with new learning and
development opportinuties. | acknowledge that there are areas that |
need to learn and improve which hopefully will be gained through

further development.

Main Appraiser

Name

Reid, Mrs. Nicola Jayne

Performance Rating

4-Exceeds required standard for the role in this area

Comments

Steph has gained a significant knowledge in Education in a very short
space of time, she has adapted to the NWOW and BP role and is

contunially bettering herself and her knowledge.

CE6.3 Be resourceful and encourate others to focus on the solution not the

problem

Appraisee

Name

Rayner, Miss Stephanie Louise

Performance Rating




ORACLE

Appraisal For
Rayner, Miss Stephanie Louise

‘Comments

Main Appraiser

Name

Reid, Mrs. Nicola Jayne

Performance Rating

@mments

CE1.3 Engage with internal and external stakeholders as much as possible.
Seek to understand and act on their input wherever appropriate

Appraisee

Name

Rayner, Miss Stephanie Louise

Performance Rating

Comments

Main Appraiser

Name

Reid, Mrs. Nicola Jayne

Performance Rating

Comments

CE2.1 Act as positive role model; focus on solutions, encourage others to
do the same. Address those not demonstrating positive behaviours

Appraisee

Name

Rayner, Miss Stephanie Louise

Performance Rating




ORACLE

Appraisal For
Rayner, Miss Stephanie Louise

Comments

Main Appraiser

Name

Reid, Mrs. Nicola Jayne

Performance Rating

Comments

M: Employee Conduct

Appraisee

Name

Rayner, Miss Stephanie Louise

Performance Rating

Comments

Main Appraiser

Name

Reid, Mrs. Nicola Jayne

Performance Rating

Comments

M: Equalities

Appraisee

Name

Rayner, Miss Stephanie Louise

Performance Rating

Comments




Appraisal For

ORACLE . . .
Rayner, Miss Stephanie Louise
Main Appraiser
Name Reid, Mrs. Nicola Jayne

Performance Rating

@mments

M: Health and Safety

Appraisee

Name Rayner, Miss Stephanie Louise

Performance Rating

Comments

Main Appraiser

Name Reid, Mrs. Nicola Jayne

Performance Rating

Comments

M: Introducing Change and New Ways of Working

Appraisee

Name Rayner, Miss Stephanie Louise

Performance Rating 4-Exceeds required standard for the role in this area




ORACLE

Appraisal For
Rayner, Miss Stephanie Louise

Comments

| have embraced the new ways of working within the Team and try to
encourage others when introducing news systems and processes. | led
on the introduction of the New Redeployment Portal which is starting to
prove successful and has been benficial to the Team, Employees and
Managers. The changes within the Business Partner role have at times
been challenging however, | feel | have continued to participate with
introducing changes and improvements to the HR service provided. |
lam willing to provide my view in relation to the changes and continue
to have a positive work ethic.

Main Appraiser

Name

Reid, Mrs. Nicola Jayne

Performance Rating

4-Exceeds required standard for the role in this area

Comments

The team has been through a signifucant change over the last year
and Steph has embraced this change as well as leading on the

redeployment portal. Steph is also part of the NWOW pilot.

M: Welsh Language

Appraisee

Name

Rayner, Miss Stephanie Louise

Performance Rating

Comments

Main Appraiser

Name

Reid, Mrs. Nicola Jayne

Performance Rating

Comments




ORACLE

V: Innovation

Appraisee

Appraisal For
Rayner, Miss Stephanie Louise

Name

Rayner, Miss Stephanie Louise

Performance Rating

Comments

Main Appraiser

Name

Reid, Mrs. Nicola Jayne

Performance Rating

Comments

CE2.2 Be accessible and communicate clearly, face to face where possible;
appreciate that effective communication is two-way.

Appraisee

Name

Rayner, Miss Stephanie Louise

Performance Rating

Comments

Main Appraiser

Name

Reid, Mrs. Nicola Jayne

Performance Rating

Comments

V: People Focus



Appraisal For

ORACLE . . .
Rayner, Miss Stephanie Louise
Appraisee
Name Rayner, Miss Stephanie Louise

Performance Rating

Comments

Main Appraiser

Name

Reid, Mrs. Nicola Jayne

Performance Rating

Comments

V: Working together

Appraisee

Name

Rayner, Miss Stephanie Louise

Performance Rating

3-Meets standard required for the role

Comments

| will always encourage working together as a Team and supporting
eachother to ensure indivdiuals engage with any

improvements/changes however, | acknowledge that there are times

here | may not provide my true thoughts due to the personalities. |
believe my strength is building relationships with people and believe
hat the Departments within the Authority need to work together to
chieve outcomes.

Main Appraiser

Name

Reid, Mrs. Nicola Jayne

Performance Rating

3-Meets standard required for the role




ORACLE

Appraisal For
Rayner, Miss Stephanie Louise

Comments

teph works very well with the rest of the team and is already
upportiing them with Education queries, the team are now starting to
iscuss things with Steph before taking the query to PBP. Steph

understands her weakness with giving her honest opinions due to
ome personalities within the team and is going to work on being more
onfident is giving an opinon.

CEZ2.3 Set high performance standards for themselves and meet them

Appraisee

Name

Rayner, Miss Stephanie Louise

Performance Rating

Comments

Main Appraiser

Name

Reid, Mrs. Nicola Jayne

Performance Rating

Comments

CE2.4 Speak positively about the Council

Appraisee

Name

Rayner, Miss Stephanie Louise

Performance Rating

Comments

Main Appraiser




Appraisal For

ORACLE Rayner, Miss Stephanie Louise

Name Reid, Mrs. Nicola Jayne

Performance Rating

Comments

CE3.1 Value and respect the roles and views of colleagues and partners,
regardless of their place within the organisation

Appraisee

Name Rayner, Miss Stephanie Louise

Performance Rating

Comments

Main Appraiser

Name Reid, Mrs. Nicola Jayne

Performance Rating

Comments

CE3.2 Appreciate and Acknowledge the work and contribution of others

Appraisee

Name Rayner, Miss Stephanie Louise

Performance Rating

Comments

Main Appraiser



ORACLE

Appraisal For
Rayner, Miss Stephanie Louise

Name

Reid, Mrs. Nicola Jayne

Performance Rating

Comments

Over All Competency Information

Total Score

NA

Comments

NA

Objective Details

Budget Proposals Delivery support Directorates in the delivery of the
2018/19 proposals and plans in place for 2019/20 proposals

Name

Continue to build good working relationships with the Education
Department and Schools.

Name

Delivery of HR service - To time, quality and cost with delivery against

KPls.

Name




Appraisal For

ORACLE Rayner, Miss Stephanie Louise

Embedding new ways of working and new structure

Name

Provide support to the allocated OD implementation plans. - To time,
quality and cost

Name

Provide Workforce Planning support - Ensure that Directorates have robust
and consistent Workforce plans by 31 March 2020

Name

Review Education Policies (Ongoing)

Name

Sickness Absence - Ensure Directorate compliance with sickness policy
and supporting Managers in the earliest resolution of sickness absence
cases.




Appraisal For

SIRAEES Rayner, Miss Stephanie Louise

Name

100% Completion of all mandatory training, monthly 121s and appraisals

Name

Overall Objective Information

Total Score NA

Comments

NA

Overall Rating

Total Score 4-Exceeds required standard for the role in this area

Comments
Steph has made every effort to pick up as much Education

knowedge as possible over the last year and is already
competatnt and confident in giving advice.




Individual Consultation Meetings
26" November 2019

Director
Stephanie Rayner - HR

Feedback following the consultation process and next steps

Consultation responses — majority in favour to go straight to two direct reports at Tier
2 who report to myself. Some caveat's, risks which | recognise, CMT approved
proposal.

Re-allocating responsibility to HOS’s as my direct reports.

Change to job titles to reflect Teams not Units.

New role — Head of Performance Team, evaluated at a Grade 12 (requirement to
review JD)

Provide options for individuals to attend EDSLT but no obligation for them to attend.
Part 2 - report to Cabinet advising of a change to the Education Directorate.

Manager

Q - Why not implemented from January 20207

A - Always the proposal to implement from April 2020.
Q - What will happen from January until April?

A - | will confirm further details regarding that

Family Resources Manager to report to Head of Primary Team
Music at Tier 3 — Head of Music fo report to Head of Secondary Team
post will also reduce to Tier 4.

Kate’s area — move to Brian’s area.
— | disagree with that entirely, irrational decision.

— Clear link between elements of school support around admissions, capital and
funding teams.
Il oversees admissions, alongside the School support team.
Recent inspection has raised it as a flaw in the system, doesn’t collaborate the
areas.
B - | will reflect on your comments and they are noted, ultimately it is my decision
and whilst | recognise the points raised it is my decision as the Director of Education.

Spring Term — Secondary Phase and Primary Phase to report directly to me.

Il - Negative impact is delaying the inevitable. 1 have provided a list of requests
of what | needed for support, | have not received a response in relation to that and
you haven’t shared with Brian as you said you would. Reciprocal support from
yourself.



== Apologies for that, it has slipped my mind, | will consider your request and
provide a formal response.

Bl - One of my fears is that | will be left to get on with it, on the basis that you
haven’t responded it doesn’t give me much confidence that | will be supported.

It is lawful in employment law regarding merging the both posts. Precedence within
the directorate, individuals have stated no, if | said | would not take on the additional
role what would be your comeback to that?

- — Confirmed it doesn’t not have to go to cabinet for approval. Consideration is
being taken in relation to your JD.

I - Don't think | have the personal capacity to double my workload and it would
be negative on my wellbeing.

SR — | think serious consideration needs to be taken in relation to the support that
has been requested and what can be provided if HMR took on the new role.

B - Budget savings | understand however | believe the decisions are short term,
ultimately | don't have the skills and knowledge.

SR ~ Formally if you did not accept the role, effectively you would be resigning.

B - Reduced workload for a term, | could take on Primary and Secondary as a
phased approach, sit in on meetings in relation to ALN and PRU. Alternatively,
concentrate on ALN. Offer support to take on direct line management for a term to
free up capacity.

Bl - That is what | responded to in writing that would be acceptable but | wouldn't
want to lose it forever. Keen to take on the role on a good day provided there is
support there, losing in the interlinks with Kate’s Team would be bonkers, that
relationship is key.

- — Are you saying it is a negative impact and therefore you would rather have that
for the rational reasons?

Il - Yes, | would rather continue with a direct report. Very skilled individual in
Kate, links with Brian skill need to be strong but the rapports that have been built it
would be retrospective to go back. The work is interlinked.

B - 1 will respond to your email regarding support to be provided and provide
options to you. | apologise for not responding formally and will do by the end of the

day.



From: Rayner, Stephanie

Sent: 23 September 2019 09:12

To: Frew, Rosina <Rosina.Frew@Swansea-edunet.gov.uk>
Cc: Fisher, Mathew <Mathew.Fisher@swansea.gov.uk>
Subject: RE: FAO S RAYNOR

Hi Rosina
As part of the investigation process_ should have been invited to an investigation meeting
whereby the details of the allegations would be outlined and she would have the opportunity to

respond. This meeting should be conducted by the Investigating Officer and formal notes taken
which would be sent to the employee to sign and confirm they are a true record of the meeting.

This information would form part of the pack to be presented to the Governing Body.

We also have a template report which outlines full details of the investigation which is considered by
the Headteacher who will determine whether the allegations are within the remit of Misconduct or
Gross Misconduct.

On the basis of the above, | would advise that the hearing arranged tomorrow, 24t September 2019
is postponed pending a full and thorough investigation being undertaken.

If you have any queries or wish to discuss the process further please let me know
Thank you, Steph
Stephanie Rayner

Partner Busnes AD a DS
HR and OD Business Partner

Cyngor Abertawe & 01792 636098
Swgnsea Council stephanie.rayner@swansea.qov.uk

— — < stephanie.rayner@abertawe.gov.uk

———

From: Frew, Rosina <Rosina.Frew@Swansea-edunet.gov.uk>
Sent: 20 September 2019 14:50

To: Rayner, Stephanie <Stephanie.Rayner@swansea.gov.uk>
Cc: Fisher, Mathew <Mathew.Fisher@swansea.gov.uk>
Subject: RE: FAO S RAYNOR

Hi Steph

Paul Davies (head teacher) had a meeting with - where he explained the allegation to her and
how the hearing would work. | was present and made some brief notes which !'ll copy and make
available to governors, yourself & - At this meeting he handed Angela the letter which
contained details of the hearing and the allegation, which | believe Mathew had seen and approved.
(Again, I'll make sure the copies are available). At that meeting - said that she didn’t belong to
a TU and we encouraged her to bring someone for support, perhaps a colleague who may



understand her role at the school in greater detail. Angela received the pack 7 days before the
hearing.

Would you like me to get this additional documentation to everyone before Tuesday?

Have | covered everything you needed to know?

Thanks
Ros

Rosina Frew

Dylan Thomas Community School

School Business Manager & Clerk to Governors
® 01792 610306
rosina.frew@swansea-edunet.gov.uk

X frewrl@hwbmail.net

From: Rayner, Stephanie [mailto:Stthanie.Raxner@swansea.gov.ukl

Sent: 20 September 2019 14:15
To: Frew, Rosina

Cc: Fisher, Mathew

Subject: FW: FAO S RAYNOR
Importance: High

Hi Rosina

Following consideration of the attached, | am concerned that there are a number of documents that
have not been included within the pack being considered by the Governing Body.

Please can you confirm if the following documents are available:

e letterissued to - inviting her to attend an investigation meeting outlining the
allegations being investigated. ®  Notes of the investigation meeting with

® Lletterissued to - informing her that the matter is being referred to a Governing
Body Hearing outlining the allegations being considered_ should also receive a
copy of the pack that is being presented at the hearing.

*  During each stage of the investigation, should be afforded the right to be
represented at the meeting by either a work colleague or Trade Union.

If possible, please can you request for Mr Payne or Mr Davies to contact me on 07471 145371 to
discuss the matter further

Thank you, Steph

Stephanie Rayner
Partner Busnes AD a DS
HR and OD Business Partner

4 'j__-' Cyngor Abertawe
Swansea Council 2 01792 636098



o< stephanie.rayner@swansea.gov.uk
54 stephanie.rayner@abertawe.gov.uk

From: Frew, Rosina <Rosina.Frew@Swansea-edunet.gov.uk>
Sent: 19 September 2019 14:19

To: Rayner, Stephanie <Stephanie.Rayner@swansea.gov.uk>
Subject: RE: FAO S RAYNOR

Hi Steph

Governors will be here at 2.45 pm ready for a 3.00 pm start
Regards

Ros

Rosina Frew

Dylan Thomas Community School

School Business Manager & Clerk to Governors
& 01792 610306

= rosina.frew@swansea-edunet.gov.uk

X frewrl@hwbmail.net

From: Rayner, Stephanie [mailto:Stephanie.Rayner@swansea.gov.uk]
Sent: 19 September 2019 10:30

To: Frew, Rosina

Subject: RE: FAO S RAYNOR

Hi Rosina
That’s great, thank you

| will be available to meet with the Governors prior to the hearing should they have any queries

Thank you, Steph

Stephanie Rayner
- (/ Partner Busnes AD a DS
< HR and OD Business Partner

4 = 01792 636098
e < stephanie.rayner@swansea.gov.uk

~= Cyngor Abertawe [ stephanie.rayner@abertawe.gov.uk
= Swansea Council

= f From: Frew, Rosina <Rosina.Frew@Swansea-
edunet.gov.uk>

Sent: 19 September 2019 10:23
To: Rayner, Stephanie <Stephanie.Rayner@swansea.gov.uk>
Subject: RE: FAO S RAYNOR

Thanks Steph
| did think it would be too much for them to take in while the hearing was taking place!
I've got packs here ready, I'll post governors today and I'll scan one and send it to you but I'll also

have a hard copy ready for you on Tuesday.



Thanks
Ros

Rosina Frew

Dylan Thomas Community School

School Business Manager & Clerk to Governors
® 01792 610306

D4 rosina.frew@swansea-edunet.gov.uk

X frewrl@hwbmail.net

From: Rayner, Stephanie [mailto:Stephanie.Rayner@swansea.qov.uk]
Sent: 19 September 2019 10:21

To: Frew, Rosina

Subject: RE: FAO S RAYNOR

Hi Rosina

The information being presented by the Headteacher should be provided to both myself and the
Governors prior to the hearing for consideration.

Whilst | appreciate the policy states that the report should be given at the start of the hearing,
Governors need to prepare any questions for clarification to all parties during the hearing and
therefore | would advise that the report is provided to myself and the Governors a few days prior to
the hearing.

If you wish to discuss further, please give me a call on 07471 145371
Thank you, Steph

Stephanie Rayner
Partner Busnes AD a DS
HR and OD Business Partner

= 01792 636098
stephanie.rayner@swansea.qov.uk
Cyngor Abertawe stephanie.rayner@abertawe.qov.uk
Swansea Council
— From: Price, Anne <Anne.Price @swansea.gov.uk>
Sent: 17 September 2019 11:17
To: Rayner, Stephanie <Stephanie.Rayner@swansea.gov.uk>
Subject: FW: FAO S RAYNOR

Hi Steph
Email for your attention below.

Thank you



Anne Price
Ymgynhorydd AD a DS

( (A HR & OD Adviser
N\

@ 01792 636098

s anne.price@swansea.gov.uk
Cyngor Abertawe

e [Xanne.price@abertawe.gov.uk
Swansea Council

—— Lo Frew, Rosina <Rosina.Frew@Swansea-
edunet.gov.uk>

Sent: 17 September 2019 11:04
To: HRandOD <HRandOD@swansea.gov.uk>
Subject: FAO S RAYNOR

RE: MEETING AT DYLAN THOMAS COMMUNITY SCHOOL

Hi Stephanie

Paul Davies (Headteacher) tells me that you are coming to the governors hearing about an allegation
of gross misconduct next week. | note that the policy says that the Headteacher's statement should
be given to the panel at the start, does this refer to a verbal statement or his written
documentation? | had intended to give them the written report 10 minutes before starting so that
they could get their heads around it before the hearing started. What are your thoughts?

Thanks

Ros

Rosina Frew

Dylan Thomas Community School

School Business Manager & Clerk to Governors
® 01792 610306

b< rosina.frew@swansea-edunet.gov.uk

4 frewrl@hwbmail.net
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Date: 29" November 2019
Time: 10:00am
Venue: Y Liwyfan

Agenda

. AOB

. Apologies

. ERW Pay Policy

. WG Disciplinary and dismissal procedures for school staff.
. EWC Web Development

. Recruitment Shortages

. Capability Policy
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~ S
Cyngor Abertawe

Swansea Council
/
| Job Description |
e —_________________———————-_-—_———'
Directorate: Corporate Services
Service Area & Section: Human Resources & Organisational Development
Unit Manager: Strategic HR & OD Manager
Post Title: HR& OD Business Partner
Job Family & Role Profile:
Post No: Grade
Summary of Role
Reporting to: Principal HR Business Partner

Purpose of the Post: 1. To support the Principal HR Business Partner in providing
generalist strategic and operational HR & OD support and
internal HR consultancy to specific business areas within the
Authority.

2. To work in partnership with line managers to proactively
identify and meet the HR & OD needs of the business,
assisting the Authority in achieving its organisation goals.

3.  To support the HR & OD function to successfully deliver
credible, customer focused, cost-effective and innovative
solutions using a range of techniques.

The post holder is 1. To be responsible for the management of employee relation
responsible for the cases, including disciplinary, grievances, in line with and
following: leading on policy.

2.  To advise managers in the implementation of robust
recruitment and selection, performance management and
employee relations processes to faciltate shared
responsibility for the management of people issues and case
management.

3 To assist the Principal HR & OD Business Partner and
managers in the development and modernisation of services
and related workforce requirements to include: organisational
development, innovation, effective workforce utilisation, role
design, workforce restructuring, skill mix and management of
change in line with innovative best practice, policy and
procedure

4. To seek to continuously improve the quality and value of the
HR & OD service provided to the Council in order to develop
the ability to deliver commercially focused HR services and

initiatives.

March 2018



10.
11.
12.
13.

14.

To maintain and develop specialist expertise and
professional contacts, cascading knowledge and sharing
best practice and legislative change throughout the Council.
To provide responsive, high quality specialist advice
supporting managers on all aspects of the human resources
function. Will be required to provide professional HR advice
and guidance to Responsible Officer.

To advise on pay and grading issues including grading
assessments and job evaluation.

To participate in negotiations and consultation on corporate
and service area employee issues. To promote good working
relationships with the trade unions.

To assist managers in achieving effective performance
outcomes.

To manage employee relations caseload.

To provide interface to Occupational Health Service.

To act as a champion for HR & OD best practice, enhancing
the reputation of the service throughout the Authority.

To monitor legislation for new developments and bring them
to the attention of the Principal HR & OD Business Partner.
To deputise for the Principal HR & OD Business Partner
where appropriate.

Job Working
Circumstances

The post holder will be

i

Office based but will be required to travel to other locations
both within and outside the boundary of the City & County of
Swansea;

Expected to have considerable PC use on a daily basis:
Expected to deal with sensitive/emotive issues and difficult
situations;

Expected to work in a flexible manner across tasks and
locations

March 2018




Cyngor Abertawe
Swansea Council

[

Directorate: Corporate Services
Service Area & Section: Human Resources & Organisational Development
Unit Manager: Strategic HR & OD Manager
Post Title: HR & O D Business Partner
Job Family & Role Profile:
Post No: Grade
Role Criteria No.1 Education, Qualifications & Training
Essential Candidates should hold or be studying for a full Membership of the
Chartered Institute of Personnel Development or have significant,
relevant experience in human resource management.
Desirable
Evidence All certificates to be provided at interview for validation.
Role Criteria No.2 Skills /Technical / Professional Competence
Essential Candidates must have a high level of technical competence in the areas
specified in the Job Description.
Candidates must have sufficient generalist experience as a HR
practitioner in a service focused environment
Up to date knowledge of employment law and best practice HR policy
and practice
Desirable
Evidence Valid certification and/or registration/CPD
Role Criteria No.3 Experience
Essential Candidates should have relevant and sufficient experience of:
1. Experience as a general Human Resources practitioner
2. Experience of producing and analysing management information
3. Experience of advising and supporting managers on complex
disciplinary and grievance investigations/process and sensitive
issues
4. Experience of assisting with policy development and
implementation
5. Experience of employee and organisation consultation
6. Experience of working effectively and in co-operation with a wide
range of internal customers and Trade Unions
7. Experience of managing organisational change including
restructures and service review changes
8. Experience of assisting with the delivery & development of OD
strategies & functions
Desirable
Evidence At interview, then in post ,
Role Criteria No.4 Competencies & Abilities
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Essential

Candidates for this post should already have a number of key skills and |

abilities which will enable him/her to carry out the duties effectively:-

1. The ability to integrate as an effective team member.

2. An understanding and appreciation of the roles of Members and
the Officer/Member working relationship.

3. Good interpersonal skills with the ability to develop and sustain

relationships with a variety of people both within and external to

the organisation.

Strong planning and organisational skills.

Good communication skills, both oral and written.

The ability to assist in the development of corporate and

departmental policies.

7. A high degree of flexibility with a capacity to adapt to changing
priorities.

8. Good analytical skills with the ability to solve work problems
logically, and make decisions appropriate to the level of the post.

9. The ability to contribute to the process of change by persuading
and influencing individuals to adopt new working practices, ideas
and corporate initiatives.

10. The ability to respond positively to changes in the working
environment and to deal effectively with work pressures when
they arise.

QoA

Desirable

Evidence

At interview, then in post

Role Criteria No.5

Commitment to Equal Opportunities

Essential

Candidates will demonstrate that all activities are undertaken in
accordance with the Equalities Act 2010 and the City and County of
Swansea’s Equal Opportunities Policy and Procedures.

All employees and managers must be aware of the Equality Act so that
it is considered in their work, where relevant, to ensure compliance with
legislation.

Desirable

Evidence

At interview, then in post

Role Criteria No.6

Current Driving Licence

Essential

Use of own car:

Should the post holder have a disability and/or be unable to drive, then
they may seek alternative means of transport/assistance, which must be
an effective and cost effective method of travelling

Desirable

Evidence

Evidence the post holder is appropriately insured for business purposes
to be provided annually

Role Criteria No. 7

Compulsory Requirements for Introducing Change and New
Ways of Working

Essential

1. Demonstrate commitment to the Council's new ways of working,
providing a positive and supportive environment that initiates and
enables innovative and sustainable working practices that deliver high
quality services for our citizens.

2. Embrace change through actively and flexibly participating in and
adapting to new ways of working with our citizens, as agreed through
formal consultation with Trades Unions and HR Policies and
procedures

Desirable

Evidence

At interview, then in post

| _Role Criteria No. 8

Other Requirement (1)
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Essential The postholder may be required to attend certain meetings outside of
normal office hours.
Desirable
Evidence At interview, then in post
Health This post will require the post holder to take part in health surveillance
Surveillance and and monitoring procedures.
Monitoring:

Safeguarding:

The authority is committed to safeguarding and promoting the welfare
of children and young people and expects all staff and volunteers to
share this commitment.

Welsh Language

The Authority is committed to delivering an equally high quality service in Welsh and English and

will support staff in providing this.

Assessment of Posts

All posts have to be assessed in respect of the Welsh Language requirements. The evidence of
which has to be retained and available for (a) audit trail and (b) inclusion in annual report figures.

Requirements for this post
(See attached Welsh Language Skills Assessment)

Understanding Level: 0 Speaking Level: 0
Reading Level: 0 Writing Level: 0
Based on the above, requirement for this post is as follows:
Essential Desirable
To be learned Not required \

Disclosure and
Barring Service
(DBS):

This post requires the postholder to have the level of DBS
disclosure as indicated below:

Standard DBS Enhanced DBS No DBS Disclosure
Disclosure Disclosure Application
Application Application

N

Review/
Right to vary:

This Person Specification is as currently applies and will be reviewed
regularly according to the Employee Performance Management Review
Policy and the Performance Development Review and Appraisal process.
The Job and Person Specification may be subject to other Variance within
the remit of the Role Profile.

Sign off

Line Manager:

Date:

Post Holder:

Date:

March 2018



8102 yosep

abueyoxs 1o [enpiAipul ue ypm
UOIBSISAUOD HOYS B pjoy Ue) «
ysjom Buiyiawos op noA yse
Ul UOISSSS 10 UONBSISAUOD aJjud s|doad usym puejsiepun uen «
Juswjuiodde ue sbuedse o) 9y} }oNpu0d 0] 8|qk Jou Jnq |essuab ul jes) Ay moy ‘op
[leW-8 10 Ja)s| Yoys e sjum uen « [eNpIAIpUI 8Y) yum asiseydwa 0} yl] pjnom Asy; Jeym ‘Bujop
Bunesw e pue 0} 196 0} ysjapn osn uen « usaq aAey Asy) Jeym Jnoqe
40 8oe(d pue swy ‘69 ‘Buiyowos ebesssw e uo ssed o0} nok yse [ENPIAIPUI UE WOJ) uolewOU Bunie) ‘uoneuuoyu |jeuosiad
Buiurejdxs ‘wiyay Bunjuey; 10 1sanbau e exew yoym ssoy | alinboe 0} ‘60 ‘suonsanb Buipinoud -6's ‘suonenys
‘uosanb e Bupjse anbes|joo ‘B0 ‘sjlew-s 10 s1ay9| urepos uowiwiod yse 1o uoneuwlojul AepAlisas Jnoge Amos yeads
B 0} sbessaw Hoys e sum uen < pue sbessaw Hoys pes. uey « 8|dws ajeojunwwos uey « 8|doad usym puejsispun ue) «
Bunup Buipesy ~ Bupjeadg ~ Bulpue)sispun

'S80US)USS LIOYS Ul UBHLM pUE Senss] Jejjie; Buiquosap sjiew-s 1o sieyo) Uy sabessaw pealJ pue sjum ued -ainjny oy |
10y ueyd sidwis ‘psusddey sey yoiym Buiyiewos -Buljesy 1 uosiad € moy ssnosip ‘69 ‘uoljewlojur premiopybiess sbueyoxs Jo UIejqo 0] SUOBLIOS YJIM
UORESISAUCD diseq E pjoy Ue) uoeuuoyul Ajiwey pue |euosiad sjdwis ‘6-s ‘suogenys AepAiors Inoge e} 8jdoad usym sesusjues puejsiopun uen

(A LI
"P8Jjed sey yans pue yons ‘6'a ‘Bunesw e
‘llews-s 10 Jaded uo enbes)jjoo 9802 pue uado 1o uonesisAuod
e 0} abessaw sjdwis e ajum uep « B 8800 pue uado uep «
sa|)1} qof ‘seweu SWwLIo} Uo uofjewoyu auoyds|a) ay) Jano 10 ey 99s 0] saysim uosiad ayy oym
9oe|d ‘saweu |euosiad ajum uen « o|dwis ‘swa}l epusbe 0} 828} sjenplalpuj 19816 ue) « ‘awleu Jay/sly ‘SsAl| SUOBWOS
FENE)) ‘suogonysul ejdwis ‘subjs oiseq "A[}08.1100 saweu jeuosiad pue alaym '6°9 Isjieysp uonewuoyul
10 |lew-8 ue 3500 pue uado uey « ‘Be ‘sousjuss poys peas uen « Seweu sde|d sounouoid uey « | jeuosiad 9|dwis pue)sispun uey «
~ Bunup ~ Buipesy ~ Bupjeadg ~ Bujpuejsispun

‘llew-9 eiA b's ‘1senbal piemiopybiens
B 9)ew Jo sbessaw sjdwis e uo ssed ued -Buiop sy Aay) Jeym “SOAI| BuOBwWos alaypy ‘Be ‘uojewLiojul oiseq BuipieBay suolisanb temsue pue
Se Ued pue sIsy)o pue jjasinoA 8onpoul uey “disy o) Buifm si pue Auesio pue Amols syjjey Jeyeads ay) )1 seseiyd Aephions diseq puejsispun ue)

L 19A87
pauiuepi payjuspl Juswannba. Payiuspl Juswaiinbal paynuspi
Juswauinbai sbenbue| ysjep oN <« abenbue| ysiop oN « abenbue| ysjapp oN « Juswauinbas sbenbue| ysjopn oN <
BunLm Buipesy Bunjeadsg Buipueysiapun

PSSIADE S| 8s1n03 sseualeme abenbue) ysiopn oy; Jo uone|dwiod pue
SpJepueys abenbue| ysjep ay; Jo syuswainbai sjesodios Ul JO sJeme 8q pinoys spnJoai |je Inq —jsod sy 4oy Palpuapi Juswalinbai ebenbue) ysjepr oN

0 [9AT

domauweld s|yg abenbue] ysjap



8L0¢ yolen

“pie
DIU04}08@ JO JojIpa ue Jo uoddns “Jeljwesun sl Jajew
YIM 8injeia)l| pue Sjuswnoop ‘s|ielop “IX8JU0D HIOM B 108[qns ay} JI usas sanbeajjod Jo
‘spodas poys ‘sadAy e pul} 0} S)x8) Buo| ueos pue ui sbBunsaw [eula)xs pue jeussyul S|enpIAIpUl YUM SUOISSNOSIp pue
JO @ouspuodsalioo aonpoid ue) « | 92UBPUOISBLIOD JSOW pedl ue) <« 0} A|aAlloays 9)Nguiuod ued) « SUOIJESIOAUOD JSOW MOJ|0} UBD «
Bunumm ~ Buipeay Bunjeedg Buipueysiapun

‘Aj@yeandoe puodsail pue
}Jom 0} Bupelas suodal a)uM pue swioy 93e|dwiod ue) ‘sjielap puly 0) SIx9) Buo| ueds ued pue AJBUONDIP € JO pie 8y} YIMm siayeads jusnjj 1oy papusiul
spodas pue sepiue Jadedsmau ‘@ouspuodsaliod JSow puejsiapun Ue) S[ENPIAIPUI UM Suolen)is auo-0}-suo 1o sbunssw uj ‘6'e ‘soldo) jessush
noge AjaAisus)xa yje) pue ‘uoissnasip ul Jed aye) ‘uoiuido ue ssaidxa ue pue ‘yiom 0} Buielas s13[gns Jeljiwe) Jnoqe sieyeads jusnjy Yyum Apuapluod
jlel uen -juedoe Jeljiweun o Buons e sey Jeyeads ay) ssajun ‘sojdo} JeljiBjun U0 USAS ‘SUOISSNOSIP 4O SUONESISAUOD JSOW MOJ|o) Ajjensn ue)

P 19A37]
"@dusiphe sy} Ins 0}
abenbue Jo ajA1s ay) 1depe ue) «
‘paainbal ‘'SuLI9) Jsijeroads
SE US|\ UOoljeuLIojul JO 19|1e9) ‘leusjew usjum Joj} ysi|bug o} uaAal 0} psau ‘uol}estanu09 AepAiaas ui o
uoljewojul yoys e Buiyeip uaym 10 sadA) auizebew Jo Jadedsmau g Bunasw e 0} 8JNQUIUOD UBD « | uoljen)is Jeljiwe} e ul senbes||0o
Ajo1einooe A[aAlje|al ajum ued « B Ul 9|o1e piemuopybiens "uoew.Iou pue s|enpIAIpuUl puBlsiapun ued «
"JuaAe ue asiuebio Jo ajdoed ‘o|dwis e peal ue) « psemsopybiens AjpAaneal “Jeljiwey
B)IAUI ‘uoiens 10 sousuadxe “Jeljiwe; si 109lgns Buibueyoxa 1o [enplAlpul s| 109lgns ay; J Bupssw e
ue aquosap ‘uoneue|dxs By} JI IX8Ju0d Uo paseq piom ue YlM UONEBSISAUOD B plOoY UBD <« | )e UOISSNISIP e puejsiapun ued «
ue apiroid ‘Buiylowos e Jo Bujuesw sy} ssenb uen « "|B21UYOS] 0} J0U S| AlejngeooA “Jeljiwe} s| joalgns sy} H
1senbai 0} Jopio uj so1do} Jsow “ylom Aep 0} Aep ay} J suejd pue }Jom noge ‘sueld Buissnosip 10 uoijewlojul
noge anbes||0d 10 ‘enplalpul Buluisouoo siaya)| Jo sabessaw sanbes||0d Y)IMm SUOIIESISAUOD BuiBueyoxs usym sanbes||od
ue 0} |lew-a 10 I9)}9| B ajum ue) <« [lew-9 1SoW puejsiapun ued <« 1sow ul ped ayej uen « | PUE S|enplAIpul puelsiapun ue) <«
Bunumm Buipeay Bunjeadg Buipuejsiapun

"Jusaa ue buisiuebio Jo Apogawos BuniAul ‘uonewiopul buipinodd (Buiyiawos Bunsenbal "B°a ‘sjoslgns jsow Jnoge sjiew
-9 10 SIB)I8| S)UM ue) "s1o3fgns |essusb Jnoge sjlew-e 1o s1a)e| ‘sojoiue peal ue) ‘sueld pue suojuido 1o} Suoseas pue suoneuejdxe 8siouod aplaoid
pue SJUSA® pue seousliadxe aquosap ue) “Jom Aephiana BulnjoAul S109[gns Jeljiwe) Jnode siayeads juan|y YIMm SUOIIESISAUOD papusixe pjoy ued
‘Bunesw dnoJb |jews 10 uonesiaAuod e Buunp 69 ‘sjoalgns Jeywe} Jnoge Bupjje} si 9nbBes||02 1o |enpIAIpUl UB usym sjulod urew 8y} puejsiapun ued

€ [9A97]

‘'SuLI9) )sielnads
Jo} ysi|bug o) poAsl o0} pasu

INg ‘Bunesw e 0} SINQUIUOD UBD «
uonewuojul

plemiojjybies Ajpaneal %




8102 udiep

[ “eouUspyu0od yum pue Ajgleinooe ‘leusiew
Sjuswinoop jo abuel e ajum uen « | uspum J0 sadA} )sow puejsispun
‘Pasinbai se ysjepp uedo  pue sjlejep jueAs|al "@aousipne
[BULOUl Jo Jeuuoy sjum ue)d « | puy o) Sixe} Buoj peas uep « |ay; uns 0} abenbBue| i1nok jo -abenbue| jo souenu pue
‘spile ‘Ajleuoisesno J181s16a1 pue sjfs ay; 1depe ued « | Aunbique sy} puejsiepun uen «
abenbue| ojuonooje JOo Uoddns Meuopoip e o Bullsyel "sanss| xa|dwoo ‘'senbes||0o
3y} yum sepeau ayj o) sjeldosdde ‘AYnoip Inoyum sjxa) uspum e Buissnosip usym usns ‘leysp 10 S[enpIAIpul Yum  suoissnosip
S|A}s Jes|o e u| spodal aum UED <« |ISOwie puejsiapun pue peas ue) « ur Ajng yesinoA ssaidxo UED <« | PUB SUOPBSISAUOD |le MOJ|0) uB)) «
Bunup Buipeay Bupjeadg Buipueysispun

‘@dousipne sy} uns o} sbenbuej ayj bundepe ‘sjiejap ui pue Ajuany;
Ul pue Ajjeso) ssoinos Juasayip WwioJ} uojeunojul esuewWNS uey
noIp Bujuesaid ‘senssi xa|dwoo Jnoge AjgAisusixe ey uey -

‘Alsnosuejuods SOA|esway) ssaidxs ue) ‘Aem
"SuoIsSsnosip xajdwod Jo papusixa ssueWWNS
ples Buleq s| jey) buiyifians puejsispun uen

G [9A8]

"W0} [einbojjoo 10 jewoy Lo

B U} usyum sso|un ‘sjxa)} Jayjo
pue sjaAouU puejsiapun uey «

‘Areuoolp e 4o pre sy} yym

spodai pue sepoiue Jadedsmou
JSow puejsiapun ue «

‘Ajuspyuos
Jieyd ayj wouy suolsanb
lamsue pue sBuysswu Jieyo uey «
"@seo ol1vads
€ Jsujebe pue 1o} anblie uey «
‘paiinba. se uopewou
abueyoxs pue sjenpiaipu
Yim A|qepojwios 8s1eAu0D uey «

"Jos|elp pue 1g)sibal
Ul S80USJalip puejsiapun ue «




Disclosure and Bar?ing Service (_DBS-)

‘ - i _Dis_clos_t_lrec_heclis - J

The DBS was established under Part V of the Police Act 1997 and was launched in
March 2002.

The DBS enables organisations in the public, private and voluntary sectors to make
safer recruitment decisions by identifying candidates who may be unsuitable for
certain work, especially that involve children or vulnerable adults.

The DBS can issue 5 levels of Disclosure Certificates, depending on the position
applied for, namely Standard, Enhanced, Enhanced with ISA check (children),
Enhanced with ISA check (adults) and Enhanced with ISA check (children and adults)

Prospective applicants should be aware that before any offer of appointment is
confirmed the successful candidate will be required to complete an online application
form for the appropriate level of disclosure. Proof of the successful candidate’s
identity will also be required in the form of the following: Passport, Driving Licence,
Birth Certificate and Ultility Bills.

The Authority actively promotes equality of opportunity for all existing employees and
prospective applicants. Candidates are selected on the basis of skill, qualifications
and experience, and their match against the Person Specification. A criminal record
will not necessarily bar applicants from working with the Authority. It will depend on
the nature of the position and the circumstances and background of the offence.

The Authority has a written Policy on the Recruitment of Ex-offenders, which complies
with the DBS Code of Practice, and undertakes to treat all applicants fairly.

The following information is available from the Employee Services Helpdesk, Room
323, The Guildhall, SWANSEA SA1 4PE; Telephone 01792 636098, email
emplovyee.serviceshelpdesk@swansea.qov.uk.

> DBS'’s Code of Practice;
» Authority’s Policy on the Security of Confidential Disclosure information;
» Information on the Rehabilitation of Offenders Act 1974

Further information about the Disclosure Scheme is available at
www.homeoffice.qov.uk/agencies-public-bodies/dbs/.

March 2018
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Delivering a successful and sustainable Swansea

Our ambitions and commitments to residents — our well-being objectives
We have prioritised five well-being objectives. These are:

Safeguarding people from harm

Improving education and skills

Transforming our economy and infrastructure
Tackling poverty

Transformation and future council development

VVVVYY

Our Values

Our plans will be built on three clear values which will guide the way that we work, how we
develop as an organisation and our decision making through the years ahead.

>  People Focus
We will focus on community needs and outcomes and on improving the lives
of the people who live and work in Swansea. We will also respect, value and
support our employees and demonstrate the highest standards of integrity.

>  Working Together
We will promote a whole partnership approach, working across services to
maximise resources and knowledge and joining forces with others outside the
Council to ensure we prioritise our resources and get the best for our

communities.

>  Innovation
We will promote and support a culture of innovation. We will think and work
differently to improve our ability to deliver and to meet the financial,
demographic and societal challenges we face. We will share learning across
the Council, as part of our Innovation Programme.




1.

COMMUNICATION EFFECTIVENESS QUESTIONNAIRE

I maintain good eye contact and give people my full attention

Rarely

Occasionally

Sometimes

Frequently

Always

X

2,

I smile warmly at people when they appear to want to talk to me

Rarely

Occasionally

Sometimes

Frequently

Always

X

3. 1let people finish what they are saying without interrupting

Rarely Occasionally Sometimes Frequently Always
| X
4. | show genuine interest when people are talking to me
Rarely Occasionally Sometimes Frequently Always
X

5. | encourage people to speak their minds openly and share concerns

Rarely

Occasionally

Sometimes

Frequently

Always

X

6. | appear in the right frame of mind for all important discussions

Rarely Occasionally Sometimes Frequently Always
X
7. My body language is conducive to attentive listening
Rarely Occasionally Sometimes Frequently Always
X
8. | listen enthusiastically and positively
Rarely Occasionally Sometimes Frequently Always
X
9. | do not trivialise the ideas or views expressed by other people
Rarely Occasionally Sometimes Frequently Always

X




10.1 am calm and patient in conversation and discussion

| Rarely Occasionally Sometimes Frequently | Always
J X
11.1 am well prepared for meetings
[?arely Occasionally | Sometimes Frequently Always ||
X

12. 1 avoid making the other person feel as if they are being interrogated

Rarely Occasionally Sometimes Frequently | Always q
X
13. | communicate feelings as well as ideas and facts
Rarely ] Occasionally Sometimes | Frequently Always %
[ X
14. | speak up when | am confused or unsure
l_]?arely Occasionally Sometimes Frequently Always f
X
15. | summarise what | have heard to make sure | have understood clearly
LRarely Occasionally Sometimes Frequently Always
X
16. | give people time, attention and encouragement so they can get the message
across
Rarely | Occasionally Sometimes Frequently | Always T
X

17. | communicate clearly when giving information and instruction

Rarely

| Occasionally

Sometimes

Frequently

| Always

X

=

18. | openly demonstrate that | appreciate feedback from other people

| Rarely

Occasionally

Sometimes

Frequently

Always

X

=




19. | do not insult or demean the other

party when offering critical comments

Rarely Occasionally Sometimes Frequently | Always ]
[ X |
20. 1 am able to get complicated ideas across clearly
[T!arely Occasionally Sometimes | Frequently Always :][
X

21. 1 deliver my communication at a pace and way that is comfortable for others

Rarely

| Occasionally

Sometimes

Frequently

Always

X

22. | demonstrate that | am helpful and genuine in conversations

| Rarely Occasionally Sometimes Frequently Always
X
23. My written communications are clear and concise
[ Rarely Occasionally | Sometimes Frequently | Always
| X
24, | keep everyone informed where appropriate
Rarely Occasionally Sometimes | Frequently Always ]
X |

Please provide any further details on what | do well:

Stephanie is an excellent communicator. Her ability to flex her approach
dependent upon the situation allows her to make other feels comfortable which
is an extremely important attribute.

Stephanie is always clear and concise in her communications both verbally and in
writing. She takes great pride in ensuring she is prepared for meetings, is
confident in speaking up when required or asking questions if she felt she has not
understood or requires clarity.

Stephanie is always considered in how she communicates and values the
importance of listening. Her style of communication is genuine and inclusive and
she further prides herself on ensuring that everyone is informed.

Please provide any further details on what | could do better:

I cannot think of any improvements that Stephanie can make to her already
highly effective communication skills.

Thank you for your time






LEARNING STYLES QUESTIONNAIRE
(Honey & Mumford - revised 1986)

This questionnaire is designed to find out your preferred learning style(s). Over the
years you have probably developed learning ‘habits' that help you benefft more from
some experiences than from others. Since you are probably unaware of this, this
questionnaire will help you pinpoint your learning preferences - so that you are in a
better position to select learning experiences that suit your style.

There is no time limit to this questionnaire. It will probably take you 10-16 minutes. The
accuracy of the results depends on how honest you can be. There are no right or
wrong answers. If you agree more than you disagree with a statement put a tick by it
(). If you disagree more than you agree put a cross by it (x). Be sure to mark each item
with either a tick or cross.

//1. I have strong beliefs about what is right and wrong, good and bad.
X 2 | often act without considering the possible consequences.
/3. ltend to solve problems using a step-by-step approach.
X 4. | believe that formal procedures and policies restrict people.
5. I have a reputation for saying what | think, simply and directly.
6. | often find that actions based on feelings are as sound as those based on

careful thought and analysis.

7. I like the sort of work where | have time for thorough preparation
and implementation.

8. I regularly question people about their basic assumptions.
9. What matters most is whether something works in practice.
10. | actively seek out new experiences.

11. When | hear about a new idea or approach | inmmediately start
working out how to apply it in practice

. 12. 1am keen on self discipline such as watching my diet, taking
regular exercise, sticking to a fixed routine, etc.

. 13. | take pride in doing a thorough job.

~14. | get on best with logical, analytical people and less well with
spontaneous, 'irrational’ people.



16.

¥ 17.

~ 18.

19.

23.

24.

25.

26.

27.

28.

29.

_~30.

31.

X 32

» 38,

| take care over the interpretation of data available to me and
avoid jumping to conclusions.

| like to reach a decision carefully after weighing up many
alternatives.

I'm attracted more to novel, unusual ideas than to practical ones.

1 don't like disorganised things and prefer to fit things into a
coherent pattern.

| accept and stick to laid down procedures and policies so long as
I regard them as an efficient way of getting the job done.

| like to relate my actions to a general principal.
In discussions | like to get straight to the point.

| tend to have distant, rather formal relationships with people at
work.

I thrive on the challenge of tackling something new and different.

| enjoy fun-loving, spontaneous people.

| pay meticulous attention to detail before coming to a conclusion.
| find it difficult to produce ideas on impulse.

| believe in coming to the point immediately.

I am careful not to jump to conclusions too quickly.

I prefer to have as many sources of information as possible - the
more data to think over the better.

Flippant people who don't take things seriously enough usually
irritate me.

I listen to other people's points of view before putting my own
forward.

| tend to be open about how I'm feeling.

In discussions | enjoy watching the manoeuvrings of the other
participants.

| prefer to respond to events on a spontaneous, flexible basis
rather than plan things out in advance.



35.

38.

< 37.

x 38,

39.

v 41,

42,

43.

44,

- 45,

48.

47.

49,

50.

51.

52.

| tend to be attracted to techniques such as network analysis, flow
charts, branching programmes, contingency planning, etc.

It worries me if | have to rush out a piece of work to meet a tight
deadline.

| tend to judge people's ideas on their practical merits.
Quiet, thoughtful people tend to make me feel uneasy.
| often get irritated by people who want to rush things.

It is more important to enjoy the present moment than to think
about the past or future.

I think that decisions based on a thorough analysis of all the
information are sounder than those based on intuition.

1 tend to be a perfectionist.

In discussions | usually produce lots of spontaneous ideas.
In meetings I put forward practical, realistic ideas.

More often than not, rules are there to be broken.

| prefer to stand back from a situation and consider all the
perspectives.

| can often see inconsistencles and weaknesses in other people’s
arguments.

On balance | talk more than I listen.

| can often see better, more practical ways to get things done.
| think written reports should be short and to the point.

[ believe that rational, logical thinking should win the day.

| tend to discuss specific things with people rather than engaging
in social discussion.

| like people who approach things realistically rather than
theoretically.

In discussions | get impatient with irrelevancies and digressions.



_-55.

~ 56.

_~51.

% 58,

X 59.

60

62.

~85.
66.

67.

70.

71.

If | have a report to write | tend to produce lots of drafts before
settling on the final version.

I am keen to try things out to see if they work in practice.
I am keen to reach answers via logical approach.
I enjoy being the one that talks a lot.

In discussions | often find | am the realist, keeping people to the
point and avoiding wild speculations. -

I like to ponder many alternatives before making up my mind.

In discussions with people | often find | am the most
dispassionate and objective.

In discussions | am more likely to adopt a ‘low profile’ than to take
the lead and do most of the talking.

| like to be able to relate current actions to a longer term bigger
picture.

When things go wrong | am happy to shrug it off and ‘put it down
to experience’.

| tend to reject wild, spontaneous ideas as being impractical.
It's best to think carefully before taking action.
On balance | do the listening rather than the talking.

I tend to be tough on people who find it difficult to adopt a logical
approach.

Most times | believe the end justifies the means.

I do not mind hurting people’s feelings so long as the job gets
done.

I find the formality of having specific objectives and plans stifling.
I am usually one of the people who puts life into a party.
| do whatever is expedient to get the job done.

I quickly get bored with methodical, detailed work.



75.

-~ 76.

. I

78.

79.

80.

I am keen on exploring the basic assumptions, principles and
theories underpinning things and events.

I am always interested to find out what people think.

I like meetings to be run on methodical lines, sticking to laid down
agenda, etc.

| steer clear of subjective or ambiguous topics.
I enjoy the drama and excitement of a crisis situation.

People often find me insensitive to their feelings.

(Honey and Mumford 1986)



LEARNING STYLES QUESTIONNAIRE - SCORING
(Honey & Mumford 1986)

You score one point for each item you ticked. There are no points for items you crossed.
Simply indicate on the lists below which items were ticked.

2 '5 |
4 9 |
6 14 |
110 19) ‘
17 21 !
23 | 27
24 135 .
32 37 |
|34 @ |
138 49
40 (gg)
43 1 2{
45 51
i &
58 61 59
64 63 69
4 ) )
72 o) w0
74 7y 73/
79 78 80
TOTAL — Iy B
Activist Theorist Pragmatist




Ring your scores on this chart and Join up.

| Activist | Reflector | Theorist | Pragmatist | ]
20 20 20
19
18 19 [ 19 Very strong preference
17 '
16 |18 18 | |
15 [' |
14 17 17 | |
113 |16 | |
12 15 |16 || Strong preference |
| ' |
]J 11 (14 [ 15 | |
/10 ( 13 14 | Moderate preference |
|9 12 13 ’
8 | 11 12 | |
A _ . = — n _/
6 . 10 1 ' Low preference
's 9 10 |
4 8 9 | }
'3 7 18 ) l {
| 6 7 | !
|2 5 6 |
. 4 ) ' Very low preference
1 3 4
= 2 3 J
| 1 2
| 0 1
L 0




LEARNING STYLES - GENERAL DESCRIPTIONS
Activists

Activists involve themselves fully and without bias in new experiences. They
enjoy the here and now and are happy to be dominated by immediate
experiences. They are open-minded, not sceptical, and this tends to make
them enthusiastic about anything new. Their philosophy is: 'l try anything
once'. They tend to act first and consider the consequences afterwards. Their
days are filled with activity. They tackle problems by brainstorming. As soon
as the excitement from one activity has died down they are busy looking for
the next. They tend to thrive on the challenge of new experiences but are
bored with implementation and longer-term consolidation. They are
gregarious people constantly involving themselves with others but, in doing
so, they seek to centre all activities around themselves.

A Reflectors

Reflectors like to stand back to ponder experiences and observe them from
many different perspectives. They collect data, both first hand and from
others, and prefer to think about it thoroughly before coming to any
conclusion. The thorough collection and analysis of data about experiences
and events is what counts so they tend to postpone reaching definitive
conclusions for as long as possible. Their philosophy is to be cautious. They
are thoughtful people who like to consider all possible angles and implications
before making a move. They prefer to take a back seat in meetings and
discussions. They enjoy observing other people in action. They listen to
others and get the drift of the discussion before making their own points. They
tend to adopt a low profile and have a slightly distant, tolerant unruffled air
about them. When they act it is part of a wide picture which includes the past
as well as the present and others' observations as well as their own.

Theorists

Theorists adapt and integrate observations into complex but logically sound
theories. They think problems through in a vertical, step-by-step logical way.
They assimilate disparate facts into coherent theories. They tend to be
perfectionists who won't rest easy until things are tidy and fit into a rational
scheme. They like to analyse and synthesise. They are keen on basic
assumptions, principles, theories models and systems thinking. Their
philosophy prizes rationality and logic. 'If it's logical if's good'. Questions they
frequently ask are: 'Does it make sense?' 'How does this fit with that?' ‘What
are the basic assumptions?' They tend to be detached, analytical and
dedicated to rational objectivity rather than anything subjective or ambiguous.
Their approach to problems is consistently logical. This is their 'mental set’
and they rigidly reject anything that doesn't fit with it. They prefer to maximise
certainty and feel uncomfortable with subjective judgements, lateral thinking

and anything flippant.



Pragmatists

Pragmatists are keen on trying out ideas, theories and techniques to see if
they work in practice. They positively search out new ideas and take the first
opportunity to experiment with applications. They are the sort of people who
return from management courses brimming with new ideas that they want to
try out in practice. They like to get on with things and act quickly and
confidently on ideas that attract them. They tend to be impatient with
ruminating and open-ended discussions. They are essentially practical, down
to earth people who like making practical decisions and solving problems.
They respond to problems and opportunities 'as a challenge'. Their philosophy
is: "There is always a better way' and 'If it works it's good'.

° Honey and Mumford 1986






CIPD Profession Map: Our professional standards

Using the Profession Map for your development and career:
Getting started!

The CIPD Profession Map sets out the CIPD’s professional standards: transferable
capabilities that deliver great HR and sustained performance.

Of its many uses, CIPD members use the framework to plan their development and build
their HR capability. This document will help you get started...You c¢an then use the tools on
our website to plan your development in more detail.

Step One: Which band?

Take a look at the Bands Description and Transitions handout.

Which band are you currently working at?

Dand 2/3

Which band do you need to be at (because of your current role or changes in the way
you work, for example)?

Bqﬂol g

(Concentrate on this band when you are Jooking at the professional areas and
behaviours in the Profession map)

What do you need to do to get there (see transition handout)? Give specific examples.




CIPD Profession Map: Our professional standards

Step Two: Professional Areals

Take a look at the overview and core Professional Area handouts.

Are you confident you have the two core areas covered at the relevant band/level?
Frplonge Clukona -0 e 7 R
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Which professional areas are important to you?

o Do youlyour team need to increase your knowledge of a specialist area?
o Do you need to widen your experience across HR? — 30 |
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How could you and your team develop knowledge and experience in these areas?
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CIPD Profession Map: Our professional standards

Step Three: Behaviour/s

Take a look at the Behaviours overview and examples handouts.

Which behaviours do you show consistently?

flod. Tk

Lolodocadiion

Which behaviours are vital to your role?

Perno reclle Ceddde —
A ool

How can you develop these behaviours?

KISJ-L mc'oLJ' //)ﬂ:u;jz aotw.u, ¥ eLncs Jéf- -b’-us Tecm
Windot Colisor o ko teo Geandls heon :
dﬂoca.,éd' i’t éb(:u-ca/ﬁuh - ‘I

|

cLoa

ﬁu’/ﬁomi% Cedib e ~ ‘_LALGJJ\ Or >Wi oredd D"—‘:—iz\m\{

‘k .'
N {aﬁ\«_l.um rm_\g,u% ot «Q‘LO:D/J:[!»LLY\




CIPD Profession Map: Our professional standards

SUMMARY your development starting points

Your current Band: Z -
Your aspiration Band: 2
Your priority Professional Areals:

Your priority Behaviour/s:

Now go to the full content of the Profession Map and download the relevant areas for more
detail. Alternatively, use the My HR Map tool to assess yourself against the professional
area you have identified.



Belbin team type questionnaire

The Belbin questionnaire seeks to identify your preferred role in a team. it is based on the
work of Dr Meredith Belbin, whose research into team performance concluded that the
most effective teams have a good mix of different personality types.

How to complete the questionnaire

On the following pages are a series of statements divided into seven sections.
For each section, distribute a total of ten points among the statements which you think best

describe your own behaviour. See the example below:

When involved in a project with other people:

demands of the job

' lam alway_s ready to back a _ga)d suggestio_n in the
common interest

A | I have an aptitude for influencing people without
pressurising them
B | 1 am generally effective in preventing careless mistakes and
’ omissions from spoiling the success of an operation
C | 1like to press for action to make sure that the meeting does
| not waste time or lose sight of the main objective
['D I can be counted on to contribute something original :
E I try to maintain my sense of professi(;lali?n :
F | | am quick to see possibilities in new ideas and |
’ | developments |
e _ i _ o Ui~ ]
G | 1 believe my capacity for judgement can help to bring about '
| the right decisions '
H | I can be relied upon to bl:ing an oréa_nised approach to the |

J

they may be spread among all sentences or ten points may be given to a single sentence.
At the end, there are further instructions on how to tally your score.

Your points may be distributed among several sentences as in the example above. In extreme cases



Section 1
What | believe | can contribute to a team

I think | can quickly see and take advantage of new
opportunities

| I can work well with a very wide range of people

| My specialist knowledge and experience is usually my
major asset

a My ability rests on being able to draw people out whenever
| I detect they have something of value to contribute to '
| group objectives

I can be relied upon to finish any task | undertake

| lean usually tell whether a plan or idea will fit a particular
| situation

H | lcan offerareasoned and unbiased case for alternative
sources of action

1 | Producing ideas is one of my natural assets




Section 2

If | have a possible shortcoming in teamwork, it could be that:

»N
A | am not at ease uniess meetings are well structured and 5
controlled and generally well conducted
7
B I am inclined to be too generous towards others who have
a valid viewpoint that has not been given & proper airing
& | have a tendency to talk a lot once the group getsonto a -
new topic
D My objective outlook makes it difficult for me to join in
readily and enthusiastically with colleagues
E | am sometimes seen as forceful and authoritarian when
dealing with important issues
F | find it difficult to lead from the front, perhaps because |
am over-responsive to group atmosphere
G | am apt to get caught up in ideas that accur to me and so
| lose track of what is happening |
—_ — — {
: !
: H | | am reluctant to contribute unless that subject deals with

|
| anarea | know well

I am reluctant to express my opinions or proposal or plans
| that are incomplete or are insufficiently detailed




Section 3

When involved in a project with other people:

I have an aptitude for influencing people without
pressurising them

1 am generally effective in preventing careless mistakes and |
omissions from spoiling the success of an operation

 like to press for action to make sure that the meeting does |
not waste time or lose sight of the main objective

| can be counted on to contribute something original

| try to maintain my sense of professionalism

I am quick to see possibilities in new ideas and
developments

| the right decisions

| believe my capacity for judgement can help to bring about o =

| demands of the job

I can be relied upon to bring an organised approach to the

| 1am always ready to back a good suggestion in the

commeon interest




Section 4
My characteristic approach to the group is that:

I contribute when | know what I'm talking about

o

| am not reluctant to challenge the view of others or hold a
minority view myself

I can usually find a line of argument to refute unsound
propositions

I think I have a talent for making things work once a plan
has to be put into operation

T

| prefer to avoid the obvious and to open up lines that have
not been explored

I bring a touch of perfectionism to any job | undertake
|

I am likely to be the one to make contacts outside the
group or the firm

| While | am interested in all views | have no hesitation in
| making up my mind once a decision has to be made

! | maintain a quiet interest in getting to know colleagues
| better




Section 5

I gain satisfaction in a job because:

| 1enjoy analysing situations and weighing up all the possible |
choices

| feel that | am using my special qualifications and training
| to advantage

I like to feel | am fostering good working relationships

| can have a strong influence on decisions

| 1 have a chance of meeting new people with different ideas

I can get people to agree on priorities and objectives

| Ifeel in my element where | give a task my full attention

% é | can find an opportunity to stretch my imagination

1 | lam interested in finding practical solutions to problems




Section 6
If | am suddenly given a difficult task with limited time and unfamiliar people:

A | would feel like devising a solution of my own and then
trying to sell it to the group
B | would be ready to work with the persan who showed the ]
most positive approach
C | would find some way of reducing the size of the task by
establishing what different individuais might best
contribute
D My natural sense of urgency would help to ensure that we 3
did not fall behind schedule
E | like to read up as much as | conveniently can on the £
subject
F In spite of conflicting pressure | would press ahead with 5
whatever needed to be done |
G | I would take the lead if | felt the group was making no i
[ progress
| ]
H I would open up discussions with a view to stimulating new |

e

thoughts and getting something moving

i
|
|
I believe | would keep cool and maintain my capacity to [

think straight '

P

Z

TR |



Section 7

With reference to the problems to which | am subject to in working in groups:

{ am apt to show my impatience with those who are
obstructing progress

Some people criticise me for being too analytical

My desire to check that we get the important details right
are not always welcome

| 1am inclined to feel | am wasting my time and would do
| better on my own

| find it difficult to get started unless the goals are clear E

| am sometimes poor at putting across complex points that g g
| occur to me e

;_' | 1.am conscious of demanding from others the things |
- | cannat do myself

H I hesitate to express my personal views in front of difficult 4 : ,
or powerful people Pt

I | tend to show boredom unless | am actively engaged with
stimulating people

Now read on, for details of how to tally your score.



Scoring

The table below is used to compile your Belbin scores.

Transfer your scores from each section to the appropriate boxes below.

Then add up your totals for each team role.

Once you have established your total scores, note down below:

°  Your primary team role (the one with the most points)

°  Your secondary team role

Roles Section1 | Section2 | Section3 | Section4 | Section5 | Section6 | Section7 | Totals
Completer E ] B F G D c
2
Finisher 5 | I < 13
l — _——
| Implementer G A H D~ | F E
L s "2 A | '3 l
' Monitor H D G o | A I B
: |' = i |
’ Evaluator 5 | ' | ' Z 3 1
| f _ 41 .
Specialist ' C 'H ‘ E A B E '
- __ ___i__’z | 2 0 3 2 2 | z
| Co-ordinator | D B [A -, H I F IC | G
| ‘{ . | ‘i | i | }_ - g
| Tt_e—ar; worker |B 7 | F I l C - B H
I | | 3 i N
Resource A ‘ C F G | E H l
\ | 6
Investigator 5 . i | Z
| | | :
' Shaper F I C . 'B ) 'G A
| | > 1 L | %
| Plant N G D E ' H A F |
" Z | | s 2




Using the team type information

Now that you are more aware of your preferred style of working you can choose how to use
the information.

Playing to your strengths

Whatever your preferred team type, see it as a strength.

Seek out tasks or projects requiring your skills.

Look for opportunities to work in teams that need your team-type to achieve the right

balance.

Become more flexible
Remember the team type questionnaire shows your preferred style, this does not mean it

needs to be your only style!
Think about your second, third, fourth choices - would you like to work more on these areas?

If you work in a team that does not have the right balance, could you think about taking on

another team type role?
See other people’s team type as a strength and think about how you could work more

effectively together
Seek out tasks and projects to develop strengths in other areas (often we prefer doing things

we are good at)

Using the information with others
You now have information about your team type, and may wish to think about using the

questionnaire within your own team
Explain what it's all about —it’s not a test, it’s about individual preferences

Agree how you will all be able to use the information

Share your own team type — go first
Use the information to try out new ways of working together

A word of warning
Don’t become a self-fulfilling prophecy. The questionnaire shows only your preferred style,

it does not mean that you cannot operate in the other areas, only that given the choice you
will adopt your preference.
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¢ Find out the different HR specialisms within your
organisation, and speak to each area to learn who
your specialist colleagues are. Who are the
experts in your organisation and how do they get

things done? Take time to get to know them and
their work better.
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thinking using the CIPD website and other
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insights that could improve the way things are

done in your organisation, and share them with
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of budget and resources, clearly showing a return
on investment.
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continuing development of your own knowledge
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