Qualification: CIPD Level 5 Diploma in Applied HR

Module: Contributing to the Management of Change
Assignment: Activity 1
Name: Shelley Dony

Student Number: 1810449

CIPD Number: 53274174

By signing below, I confirm that the work/evidence presented is my own, unaided work. I
understand the regulations pertaining to candidate malpractice and the action that may be

taken as a result.

Signed:



o8uey)

8 SI0MIWERI] [BUOTIBN 1| Jojuwwedeuey 01 3unnqmuo) | DONVS
23uey)
L 0V (S3reA\ TTV) Sulgels 9Jes asmN [ | JojusweSeuepy 0} Supnquyuo) | DOAVS
28uey)
9 Ko1104 1uwdo[oA(] 29 SUTUIBY] 1| Jojwswadeury 01 Sunnqguyuo) | DONVS
: aduey)
S A21]04 UOT}O2[2S 29 JUSIIINIONY 1| JoiuoweSeury 03 Sunnquuo) | DONVS
28uey)
14 JOL [ | JOjusweSeuey 0} Sugnquyuo) | DONVS
o8uey)
€ 98ewW] SISATRUY Iop[OYRIS 1| Jojwswadeury 01 Sunnquiuo) | DONVS
oSuey)
C [ Q1anoy [ | JojuoweBeue]y 0] SUnNqIuo) | DONVS
o8uey)
I OI[OJ1I04 Y1 0} MIIAIIAQ €71 | JOjuowadeurA 03 SUNNQLIUO)) | DOINVS
Joquinu
pardures 1 S[eIIUI |  JDUAIIJII *0U BLIdJLID apod
s[enIul A/ J0SSISSY | QUIPIAY uondLIdSop QUIPIAT JUIWSSISS Y opIn MU k11143
6¥r0181

:(N'1Q) ‘oN Jouwrea  anbrun

MM parddy ur swoldiq qdID § 19497 P UOHRIFIENY

PLIVLTES

10N uonBIIsISaI/dIysIaquidiy AdID

Auo( £2[[2YS :oUIBU IJEPIPUE))




a8uey)

61 (seapuone) s103euriA JudWAR]J JO dOUSNIOM JO JuswaBeuR[ 01 SUNNQLIUO) [ DOIVS
28uey)

81 T AIADOY JO JueweSeueA 0} Sunnquuo) | DONVS
J5ury)

LT AUowWI)Sa T, SSAUIT A JO 1uawadeuriA 01 Funnquuo) | DOJAVS
a8uey)

91 o[pung Sunean Jo | ojdurexyy JO juawaseuRA 01 SUNNQIUOD | DOINVS
o3uey)

Gl (o1qe1owin 1) £521BMS SUONEITUNTIIIO,) JO juswaeueA 01 unnguuo) [ DONVS
o8uey)

7l I9)SI59Y STy JO yusweSeur)y 0} Sunnqruo) | DONVS
J8uey)

€1 pieog 9U} 01 UOTIBIULSAIL] JO juetaSeUEA 01 SUnNqLIUO) | DONVS
28uey)

cl HEYD LLNVD PRlElRd JO JuduwaFeUE 0} Sunnquuo) | DONVS
oSuey)

Il 1By [ INVD MIAIIAQ Jo Juawaeuey 01 Sunnquuo)) | DONVS
aduey)

01 (18897) eouapuodsairod Jo ojduexyg JO JuawadeuRA 0} SUNNQIOUOD) | DONVS
o3uey)

6 qves J0 JuewaSeueIA 01 SUNNqIuo) | DOINVS




TUOIJBIR[IIP 2JEPIpUE))

J8uey)

0¢ Aydersorqrg €71 | J0jusweSeuey 0) Sunngmuo) | DONVS
o8uey)

6T JO JuataSruRIA] 0} SUNNQLIUO)) | DONVS
oBuey)

37 SIOP[OY2E]S WO Norqpas € | JoijuoweSeuey 01 3unnqmuo) | DONVS
o3uey)

LT (uonoagal) SUIIRIIA WOIJ SANUIA €| JoijuoweSeuelA 03 SUNQLIUO)) | DONVS
o8uey)

9¢ ¢ A1anoy ¢ | JoiusweSeuey 0} Sunnquiuo) | JONVS
o3uey)

ST dno1n-qng qOM 01 YvdS parepdn) T | JojuswaFeuey 0} Supnqmuo) | DONVS
23uey)

¥T SISATRUY STy Z | JoweureBeuey 01 Sunnquo) | DONVS
o8uey)

€T 191¥00g UOT)RULIOJU] 7 | JojuswaSeuep 01 SUNngIuo)) | DONVS
o3uey)

il sjuouIdR[J JO uonduosa( qor Z | JojmeursBeury 01 Sunngryuo) | DONVS
oBuey)

12 90TAIRS JO SPEH] O} S[Iewry] Z | JojweursBeuey 01 Sunnquuo) | DONVS
o8uey)

0c so10N] doyssro Z | Jojuswadeury 0} Sunnquuo) | DOINVS




\.

02 x AW 17 :a3e(Q

.Oheﬂﬂbam

H.m:m 1Ou 1 31 53559001d BOUBINSSE AIIEND [BWIOXS PUE [EUIoIUT YSNONY) PAYTEI 93] Sey

uﬁwmm JUQWISSISSE 21} S8 9W) [YONS [UN Jey} PugisIopun | e

"Sp100a1 At 10§ Ad0d B paureial 2A%Y [ JeY)} PUEB SWI O] PAWNIAI 9 10U ABUI JUSTISSISSE JOJ POYITWIQNS 9OUSPIAS/NI0M U] Jey) PUBISISpPUN] e

8661 10V UONI2101J BIR( Y] JO Suoisiaoid a3 yiim dourpIodde ur sesodind sourimsse A)ijenb/oruepese samny 10] pasn o ABW JIom AW JBY) pUBISIOpUN] e

"paInbaz JT o1eM1JOS SISATeUR en)xal Aq AUTInIOS 0] peoalgns Suraq JI0m SIU) 01 2158 ] e

‘uonoe AreurdIosIp [BULIO)

PUE JIUN JUBASTRI U} UL 2IN[IE] 0} SPBI] PuR SUONB[NFII JUSWSSASSE 21} JSurede 20UJJ0 Ue ST YITyM wsLeISed se papIedal 9q ABW ST} YI0M S 2JePIpued
12710 WO IO JUSWSSPI[MOUIR INOYIIM JIom paysijqnd urory .perdoo, sALy 0} puNo wWe | J1 JBY} PUBISISPUN PUE SUOTR[NSAI JUSWISSISSE 9] PBAIJARY ] e

“JIOM PIpTRUN UAMO AU ST JUSWISSISSE 0] PoIuasaid o0UopIAd/I0m I} Jey) ULIJUOD | e




Evidence 1

Overview to the Portfolio

The ‘Big Change’ has been widely advertised, the consultation period complete and changes
have already started that will affect all services and all counties (HDUHB, 2019; Hywel Dda
University Health Board, 2019). This enoromous change will encompass strategic change,
operational change and transformational change (Armstrong, 2009). One of the constant
challenges that the Health Board faces is its lack of nurses. If this challenge is not resolved
the ‘big change’ may not become the success it is envisioned to be.

This portofolio will look at one new initiative the Health Board has designed and
implemented in order to reduce the shortfall of nurses in the future — the Healthcare

Apprenticeship Programme. This is very big change to way we recruit nurses.



Ividence 2
Activity 1

1.1 Establish the need, objectives and potential benefits in relation to a specific change

requirement.

Regular reports downloaded from ESR (electronic staff record) Business Intelligence on a
monthly basis, with data on staff vacancies across all services across the Health Board.
These reports highlight jobs that constantly open and hard to fill. For a number of years
Hywel Dda University Health Board (HDd) constantly have between 160-200 registered
nurse vacancies across all services across the Health Board. Traditional methods of
recruiting nursing had not been fully meeting these numbers, therefore HDd was aware for a
while that alternative methods of recruiting needed to be looked at.

A member of the Future Workforce Team conducted a short study on youth employment
across the three counties. The research recommended that a programme be put in place to
assist the youth of the local population.

After an initial discuss between a discreet group of staff members, we came up with a
programme that could help this — the Healthcare Apprenticeship Programme. The aim is to
develop a future nursing workforce from the youth of the local population, supporting them
from entry to registration, within an eight-year programme.

The objectives are to increase the number of registered nurses, to build future workforce from
within the local communities, develop a robust and governed educational and professional

pathway, develop a sustainable pipeline of clinical nursing staff.

1.2 Analyse who will be affected by the changes and their potential information and support

needs.

The propose programme would impact on a great number of stakeholders.

Whilst constructing the PID, I conducted a stakeholder analysis setting out who would need
to be involved in the design of this changed recruitment method, along with the delivery and
implementation. As it was a large project, there was a large number of stakeholders that
needed to be involved if it was to be a success. Internal stakeholders, such as finance,
nursing, learning and development, and resourcing needed to be involved. While, externally,

local schools, colleges and universities, careers centres and employment institutions were



included. Iran this past my line manager, who subsequently chaired the design and
implementation meetings, and included into the document.

A stakeholder analysis was carried out to ascertain who would need to be involved in the
design, planning and implementation of the programme. This included the programme team,
the operational team, internal and external stakeholders.

A Task and Finish Group was set up with purpose of designing the programme, whilst
involving all the key stakeholders. I created a Terms of Reference document for the group,
which included details on the specific members that were necessary for successful designing.

This was to create Lewis’ ‘unfreezing’ part of this change process (Connelly, 2016).

Stakeholder analysis — evidence number 3

ToR — evidence number 4

1.3 Identify the resources required for the change process and how these will be made

available.

Finances were vital for both employment and study. The Health Board would be employing
apprentices on an eight-year programme and would need funds to pay for the salary; also,
these apprentices would be enrolled on to educational programmes which would needs
funding at points. The finances were covered by the Health Board for the salary;
apprenticeship schemes at levels 2 and 3, and HEIW funding was secured for higher
education qualifications.

Resources also needed to be purchased by the communications department for marketing
purposes to advertise these new roles. This included pop-up stands, booklets, and venues for
identifying apprentices and/or providing information on the programme.

The Communications and Campaigns teams were vital resources in order to ensure that the
correct information was getting to the right people at the right times, particularly internally
with the placement managers and advertising to the right applicants.

Two of the key internal stakeholders that formed part of the Task and Finish Group were the
Interim Head of Resourcing and the Head of Learning & Development (Armstrong, 2009).
These two are pivotal to help the team ensure that the relevant Workforce & OD policies are
being followed. Also, as the apprentice roles are clinically-based with clinical legislation and
national frameworks to be born in mind, therefore the Assistant Directors of Nursing and

Therapies are included as part of the group to ensure all aspects of the programme were
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compliant, including the Safe Nurse staff (All Wales) Act and the National Framework of
Skills and Careers for HCSWs (GOV.UK, No date).

As these posts were a new way of employing staff and training them, the Legal Team were
extremely important to consult along the way, as contracts were needed for each apprentice,
along with other aspects of employment law (ACAS, n.d.). T emailed our both Heads of HR

(Legal) during the design and development of the programme on a regular basis.

Recruitment and Selection Policy — evidence number 5
Learning & Development Policy — evidence number 6
Nurse Safe Staffing (All Wales) Act — evidence number 7
National Framework — evidence number 8

SBAR — Evidence number 9

Example of correspondence (Legal) — Evidence number 10

1.4 Devise a plan, including objectives, actions and timescales for implementing the required

change.

I drew up an overview timeline (mini GANTT) targeting specific phases of the
development of the programme — design, delivery, communications and implementation.
Following this I started a more detailed GANTT that was shared with team and updated
every week following the Task and Finish Group meeting. Between the detailed GANTT
chart and the regular meetings, we could ensure that all roles carried out relevant
activities on time. This GANTT chart involved all stakeholders, which made it rather
complicated and it was vital that meetings were had on a weekly basis minimise an

increase in complications.

Brief GANTT chart — evidence number 11
Detailed GANTT chart — evidence number 12



1.5 Communicate the change plan, and gain agreement for its implementation, from decision

makers

Support from the Executive Board was necessary to ensure a Health Board wide approach. I
co-facilitated presentations to the Board of Directors at the Health Board, which was
streamed to the general public, and to HEIW (Health Education and Improvement Wales — a
department in Welsh Government) in request for these funds. T also took this concept to the
Health Board’s Trade Union representatives in a workforce meeting, as it involves a
progressive route not yet available to current staff members. It was important to have the
support of the Trade Unions as if they had concerns they can make it very different for the
change management process to be fully accomplished and successful (Armstrong, 2009).

It was important that all decision-makers had the necessary information, including the

potential risks and the timelines.

Swyddi Hywel Dda
Jobs
B 8wy ddiHywalDdatobs

Hafan
Nodiaday

Liuniau

Nagessuon
Digeoyddiadau 1 = o [y
Figure 1 - Picture of me delivering the presentation to the Board of Directors

that was posted on Facebook

Presentation to the Board — Evidence 13
Risk Register — Evidence 14

Comms Strategy (timetable) — Evidence 15
Example of Meeting Bundle | — Evidence 16

Witness Testimony — Evidence 17
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Protocol (All Wales)

W&OD Committee 18.5.2017

Welsh Partnership Forum | March 2017 | 1142017 18/5/2020

This is to provide information, advice and guidance on the process for
determining an RRP and the process for consulting on the proposed RRP prior
to implementation.

| The policy is applicable to NHS Terms and Conditions of Service (AfC) posts

| where market pressures would otherwise prevent the Organisation from being
able to recruit and retain staff in sufficient numbers (for the posts concerned) at
| the normal salary for the job.

| Workforce & OD Group — for approval 19.5.17
" | Welsh Partnership Forum — AW — March 2017

Database No: 572 Page 1 of 14 Version 1

All Wales Recruitment & Retention Payment Protocol
Please check that this is the most up to date version of this written control
document







mm—

f,lg”:\& G |G | Bwrdd lechyd Prifysgol
YMEU Hywel Dda

J ) | University Health Board

? WALES

Policy

Employment
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| Degree and Higher Award Policy
045 — PADR Policy
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| 203 — All Wales Capability Policy
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| 225 — Data Protection Act Policy
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Pwrpas yr Adroddiad (dewiswch fel yn addas)

Purpose of the Report (select as appropriate)
Er Gwybodaeth/For Information

ADRODDIAD SCAA ,
SBAR REPORT

Sefyllfa / Situation

The Healthcare Apprentice Programme

This paper is being submitted for the committee’s information.

The Healthcare Apprentice Programme will develop a future nursing workforce by
investing in the development of the population within local community, engaging with
educational institutions and youth & employment organisations. By maximising on the
potential of the EAGLE pathway and the Apprenticeship Academy, the programme will
develop individuals from entry level to registratibn within eight years, following a governed
process. The population targeted will be those that need to follow an alternative pathway
into nursing e.g. those whose families can’t support its child into university, a young carer
who wasn'’t able to achieve their full potential whilst in compulsory school years.

The committee are being asked to support the development and delivery of this programme by
raising awareness in discussions being held.

Cefndir / Background

Throughout the UK, there are difficulties in recruiting nurses into the NHS. In addition to the
challenge faced by others, the rurality of the Health Board, combined with our financial
challenge in delivering services across all sites, means that some services are fragile. In
addition to this, we are in the long-term process of modernising our services and existing
workforce via TCS. Our medical model is changing and the need to develop our existing

registered nurses to fulfil new, expanded, extended and advanced roles means that there

are even further pressures on our registered nurse numbers.

Page 1 of 8




At January 2019 there were 253 live (current) nursing vacancies, with 192.34 FTE Band 5
Nurses needed, across the Health Board — some wards needing up to 17 to fulfil their
obligations under the Nurse Staffing Levels (Wales) Act. We remain heavily reliant on
temporary staffing, which is expensive and less effective when compared to the provision of
care through substantive staff.

Furthermore, the impact of the Nurse staffing Levels (Wales) Act, in terms of any additional
RN workforce required in order to comply with the registered nurse staffing levels, is being
calculated currently and it is imperative that this is built into the predicted numbers for acute
skilled staff.

With the increase in the number of nurses employed within the Health Board, there should be a
decrease in the costs paid to agency staff. Cost & quality
High quality of care

Asesiad / Assessment

Asesiad / Assessment

The Healthcare Apprentice Programme is being aligned to the resourcing and workforce
planning strategies to ensure that it is of value to medium term workforce planning models
being used in the Health Board. In doing so, robust decisions relating to numbers for the
programmes are being considered and ensure that we do not over or under subscribe. It will
also align to the youth employment strategy to ensure Hywel Dda is meeting its corporate

responsibility in providing employment to the local population.

Aim:
Develop a future nursing workforce from the youth of the local population — from entry to

registration — within an eight year programme.

Obijectives:
e Increase number of registered nurses,

o Build future workforce from within local communities,
e Develop a robust and governed educational and professional pathway,

o Develop a sustainable pipeline of clinical nursing staff.

Overarching Timeline

The first apprentices will start in September 2019 and it will take them through to December

2027 where they will have completed the programme.
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Phase 1:

e Foundation Apprenticeship (18 months) September 2019 — March 2021
e Further Education Employability Enhancement | March 2021 — September 2021
Programme (6 months)

Phase 2:

e Apprenticeship (18 months) September 2021 — March 2023
Phase 3:

o Level 4 Certificate (24 months) March 2023 — March 2025
Phase 4:

e Part-time Student Nurse (2 years 9 months) March 2025 — December 2027
Education

This project will build on a range of initiatives which continue the excellent work already
undertaken, as well as develop new and innovative ways to attract, develop and retain our
local population to achieve professional registration:

e Level 2 Foundation Apprenticeship
o Level 2 Certificate in Healthcare Support Services
o BTEC Level 2 Award in Employment and Personal Learning Skills in Health
o Application of Number Essential Skill Level 1
o Communication Essential Skill Level 1
o Level 3 Apprenticeship
o Level 3 Diploma in Clinical Healthcare Support
o Application of Number Essential Skill Level 2
o Communication Essential Skill Level 2

e Level 4 Certificate in Health Care
e BSc (Hons) in Adult Nursing

By the end of the Healthcare Apprentice Programme the apprentice will be able to apply for
their registration and PIN through the Nursing and Midwifery Council (NMC). These nurses
then will be required to remain as employees within the Health Board for a minimum of two

years after completion of the programme.

Operational
The number of apprentices will be 40 apprentices across the Health Board — 10 located on

each site.
For the first phase, a job description has been written that allows the apprentice to gain
experience, knowledge and skills at a foundation level. During this phase the apprentice will

have 6 month rotational placements that allow them to get a panoramic picture of the Health
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Board and how all services play an integral part of the day to day activities of a nurse. This will
be the foundation on which their career will be based. There are four pillars to the placements
that will shape the apprentices — Facilities, Therapies, Administration, and Health Care.

The aim of the pillars are:

Facilities — to allow individuals to become familiar with the layout of the hospital, as well as the
standards expected within a healthcare environment. Individuals will interact with patients and
develop their communication skills, whilst displaying the qualities needed to become a nurse of
the future. Apprentices will gain an insight into how support services play an important role in
patient care, through providing a hygienic environment. As nutrition and hydration is a vital part
of patient care, this provides an insight into food service, dietary requirements and reporting
processes.

Administration - to allow individuals to become familiar with the administrative systems within a
healthcare environment. Exposure will be given to records needed and the need for
confidentiality and respect of patient information. Individuals will interact with patients and
develop their oral communication skills, whilst developing their resilience when dealing with
patients and staff. The placement will provide an insight into various IT systems, giving
experience in communicating through emails, telephone and face to face. This will allow
individuals a holistic experience, developing the nurses of the future.

Therapies — to allow individuals the chance to support the therapies to carry out tasks within the
service. This could be supporting with preparing for a clinic, manufacture of orthotics and
preparation of equipment, providing an awareness of multidisciplinary teams and how different
services work together to provide all round patient care. In addition, this would allow
individuals to understand the different roles within the therapy services and how these are
divided into different areas of specialism.

Health Care - This will give individuals an insight into care at an introductory level. This will
involve working with a mentor within patient areas, preparing to deliver care to patients. As
part of the placement, individuals will also spent time within the pharmacy and experience the
safe and secure handling of medicines, using various computer systems, which will improve

their confidence within IT. Through the supplying of medicines to departments and wards.

NB Discussions are currently taking place as to the definition of ‘personal care’ and the
boundaries as to what a 16 year old may or may not be able to carry out in within this
placement.

As with any new role, governance and accountability is key. The development of a mentorship
and line manager process is currently being developed by key stakeholders, including
workforce and nursing, to ensure robust roles and responsibilities are carried out for the

duration of the programme.
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When apprentices move on to the second phase, where they start working on the Level 3
Apprenticeship, individuals will move into HCSW vacancies where they will stay for the duration
of their programme. Work is being undertaken along with the relevant services to secure these

vacancies.

Key dates
Launch date when the communications element begins is on Friday 24" May 2019.

Information Sessions are being held in:

e Carmarthenshire — Monday 17" June - 10am -12pm at Coleg Sir Gar, Llanelli
o Ceredigion — Thursday 20" of June -10am — 12pm at Coleg Ceredigion, Aberystwyth

o Pembrokeshire — Saturday 29" of June — 10am -12pm at The Archives, Haverfordwest

Assessment days for interviewing and selecting are being held in:

e Carmarthenshire — Monday 8" of July - 9am —4.30pm in Coleg Sir Gar, Llanelli
o Ceredigion — Wednesday 10" July — 9am — 4.30pm at Coleg Ceredigion, Aberystwyth
e Pembrokeshire — Wednesday 17" July — 9am -4.30pm at Pembrokeshire College,

Haverfordwest

Induction for the programme will take place in cohorts per county in:

e Carmarthenshire — Monday e September in Alun Ward, Hafan Derwen, Carmarthen
o Ceredigion — Monday 9" September in the Old Library, Bronglais Hospital, Aberystwyth
e Pembrokeshire — Monday 16™ September in the IT Room, Withybush Hospital,

Haverfordwest

Risk

The risks identified with the programme are held on the risk register, attached below.

Argymhelliad / Recommendation

For the information of the Committee.
The committee are being asked to support the development and delivery of this programme by

raising awareness in discussions being held, and if possible attend one of the key dates.

Page 50f 8




Amcanion: (rhaid cwblhau)
Objectives: (must be completed)

Gwybodaeth Ychwanegol:
_Further Information:

sall ty: th:

Effaith: (rhaid cwhblhau)

Im ust be completed)
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TOR 120319.doc

Risk Register -
Apprentices Apr19.xl

7. Staff and Resources
7.1 Workforce

Choose an item.
Choose an item.

| All Strategic Objectives are applicable
Choose an item.
Choose an item.
Choose an item.

Develop a sustainable skilled workforce

Improve efficiency and quality of services through

| collaboration with people, communities and partners
Choose an item.

Choose an item.

" | EAGLE - Excellence, Assurance & Governance

in a Learning Environment - An Organisational

| Development Strategy & Governance Framework for
| an Employer-Led Regulation and Registration

| System of Assistant Practice, Advanced Practice,
Extended Roles and New Roles within

Hywel Dda University Health Board

Apprentice Academy — the suite of apprenticeship
qualifications delivered in partnership between
services and local colleges. Administered by the
Future Workforce Team.

| e.g. financial impact or capital requirements:
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Initial work has been undertaken, but further work is
required. The money to pay for the salary of the 40
apprentices for the first two years will come from the
overseas nurses budget — code 1520.
http://howis.wales.nhs.uk/sitesplus/862/opendoc/453906

e.g. adverse quality and/or patient care
outcomes/impacts:

Discussions are currently taking place as to the definition
of ‘personal care’ and the boundaries as to what an
apprentice may or may not be able to carry out in within
this placement.
http://howis.wales.nhs.uk/sitesplus/862/opendoc/453906
e.g. adverse existing or future staffing impacts:

This programme will impact on Workforce staff in the
development and delivery in its duration. There is a need
for additional resourcing potentially in mentoring, but also
in administration of the programme.
http://howis.wales.nhs. uklsntesIus/86210end001453906
e.g. risks identified and plans to mitigate risks:

Risks have been identified and scored on the Risk
Register (embedded).
http://howis.wales.nhs.uk/sitesplus/862/opendoc/453906

e.g. legal impacts or likelihood of legal challenge:
As this programme involves the employment of
apprentices, there are many legal impacts to be
considered. The Head of Workforce East is a member of
the steering group and leads on all legal issues involved.
http://howis.wales.nhs.uk/sitesplus/862/opendoc/453906
e.g. potential for political or media interest or public
opposition:
As this is a programme open to youth in our local
population, there is anticipated to be media interest in its
running. A member of the Communications team sits on
the programme steering group and leads on the
communication strategy.
http://howis.wales.nhs.uk/sitesplus/862/opendoc/453906

| e.g. potential impact on individual’s privacy rights or
confidentiality and/or the potential for an information

| security risk due to the way in which information is being
used/shared, etc:

Discussions are currently taking place as to the definition
of ‘personal care’ and the boundaries as to what an
apprentice may or may not be able to carry out in within
this placement.

http://howis.wales.nhs.uk/sitesplus/862/opendoc/453906
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e.g. potential negative/positive impacts identified in the
Equality Impact Assessment (EqlA) documentation —
follow link below
e Has EqlA screening been undertaken? Yes

(if yes, please supply copy, if no please state reason)
e Has a full EqIA been undertaken? Yes

The EqlA has been carried out, and the document is
- currently being written up.
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Shelley Dony (Hywel Dda UHB - Future Workforce Development Manager)

From: Kim Warlow (Hywel Dda UHB - Workforce Management)

Sent: 27 February 2019 09:26

To: Shelley Dony (Hywel Dda UHB - Future Workforce Development Manager); Sarah
Jenkins (Hywel Dda UHB - workforce management)

Cc: Tracy Walmsley (Hywel Dda UHB - Senior Workforce Development Manager)

Subject: RE: Made in Hywel Dda - Apprenticeship Information

Annex 21 is specifically about trainees and of that the maximum trainee period is 4 years and the payment is
60%,65%70%75% of the normal salary of the post they are training for over that 4 year period, so it depends on
what we put in our agreement. If we are using annex 21 criteria then in my view we should stick to the word trainee
but if we are going to use the statutory apprenticeship criteria/agreement but just use the payment method in
annex 21 then we could still use the title of apprentice. | think we need to see what the agreement that we are
hoping to adapt says before we decide.

Regards

Kim

From: Shelley Dony (Hywel Dda UHB - Future Workforce Development Manager) <Shelley.Dony@wales.nhs.uk>
Sent: 26 February 2019 11:44

To: Kim Warlow (Hywel Dda UHB - Workforce Management) <Kim.Warlow@wales.nhs.uk>; Sarah Jenkins (Hywel
Dda UHB - workforce management) <Sarah.Jenkins40@wales.nhs.uk>

Cc: Tracy Walmsley (Hywel Dda UHB - Senior Workforce Development Manager) <Tracy.Walmsley@wales.nhs.uk>
Subject: RE: Made in Hywel Dda - Apprenticeship Information

Morning,

Just wondering, would we still be able to issue ‘apprentice’ contracts if we are paying them under annex 21?7

Regards

Stelley

Shelley Dony

Future Workforce Development Manager Rheolwr Datblygu Gweithlu y Dyfodol
Workforce Department Adran Gweithlu

Hafan Derwen Hafan Derwen

St. David's Park Parc Dewi Sant

Johnstown Tre loan

Carmarthen Caerfyrddin

SA31 3BB SA31 3BB

Tel/Rhif: 01267 239863 (ext 4863)

Keep an eye out for the hashtags below on social media for information on some of the HB's future workforce
initiatives:
#GYON #growyourownnurses #destinationnhs #hywelddacelebration

From: Shelley Dony (Hywel Dda UHB - Future Workforce Development Manager)

Sent: 26 February 2019 08:58

To: Kim Warlow (Hywel Dda UHB - Workforce Management); Sarah Jenkins (Hywel Dda UHB - workforce
management)



Cc: Tracy Walmsley (Hywel Dda UHB - Senior Workforce Development Manager)
Subject: RE: Made in Hywel Dda - Apprenticeship Information

Morning all,
I mentioned in our meeting a couple of weeks ago that Amanda was working on an Apprenticeship paper and

promised to forward it on to you when it was complete. The board has now agreed to option 3 in the paper — pay
rates based on apprenticeship level.

Regards

Strelley

Shelley Dony

Future Workforce Development Manager Rheolwr Datblygu Gweithlu y Dyfodol
Workforce Department Adran Gweithlu

Hafan Derwen Hafan Derwen

St. David's Park Parc Dewi Sant

Johnstown Tre loan

Carmarthen Caerfyrddin

SA31 3BB SA31 3BB

Tel/Rhif: 01267 239863 (ext 4863)

Keep an eye out for the hashtags below on social media for information on some of the HB’s future workforce
initiatives:
#GYON #growyourownnurses #destinationnhs #hywelddacelebration

From: Kim Warlow (Hywel Dda UHB - Workforce Management)

Sent: 25 February 2019 15:14

To: Shelley Dony (Hywel Dda UHB - Future Workforce Development Manager); Sarah Jenkins (Hywel Dda UHB -
workforce management)

Cc: Tracy Walmsley (Hywel Dda UHB - Senior Workforce Development Manager)

Subject: RE: Made in Hywel Dda - Apprenticeship Information

Hi Shelly,

Ok so we are clear that we are looking at the statutory apprenticeship scheme so we will need to make sure that
what we propose matches the statutory scheme. | think we will need to sit down and assess that properly once you
have everything you are proposing in place. We need to confirm what elements of the programme will it within the
statutory Apprenticeship scheme and then what elements will be something different. Need to consider how
apprentices will move from one level to the next and then how they move onto the higher levels and what
commitments we are thinking of giving for this progression. Sarah has said that she has an agreement we can adapt
so that should be fairly straight forward. We will still have to be mindful of the rights of fixed term workers if we go
down the fix term route which seems the most practical and of course once they have contracts running one after
the other then they are building up their continuous service rights anyway.

Sarah is on leave this week but once she is back she can let us have sight of the agreement she has so that we see
what key areas we may need to adapt for our needs.

Kim

From: Shelley Dony (Hywel Dda UHB - Future Workforce Development Manager) <Shelley.Dony@wales.nhs.uk>
Sent: 25 February 2019 13:52

To: Sarah Jenkins (Hywel Dda UHB - workforce management) <Sarah.Jenkins40@wales.nhs.uk>; Kim Warlow (Hywel
Dda UHB - Workforce Management) <Kim.Warlow@wales.nhs.uk>

Cc: Tracy Walmsley (Hywel Dda UHB - Senior Workforce Development Manager) <Tracy.Walmsley@wales.nhs.uk>

2




(O

Subject: RE: Made in Hywel Dda - Apprenticeship Information
Importance: High

Hi Sarah,
Thanks for email back, yes | had looked into some of the information you suggested. I've managed to find out info,

and have tried to answer your questions below (and see your questions with my replies in red)..

NMW — It is lawful to provide all apprentices in their first year the minimum of £3.70, no matter what their age. The
following NMW rates apply:

Age Minimum Rate

16-18 & Year 1 Apprenticeship £3.70 (approx £7,215)
19-20 £5.90 (approx £11,505)
21-24 £7.38 (approx £14,391)
25 & over £7.83 (approx £15,269)

So, if you compare this with the costing on the attached document, we have borne it all in mind and hopefully all
things are lawful.

Sorry | have information in different places, Sarah, | may not have made it easy for you to read, but this was the way
my brain could work out all the information you needed.

If there’s anything else you need to know, just come back to me .

Regards

Shell

Sthelley

Shelley Dony

Future Workforce Development Manager Rheolwr Datblygu Gweithlu y Dyfodol
Workforce Department Adran Gweithlu
Hafan Derwen Hafan Derwen
St. David's Park Parc Dewi Sant
Johnstown Tre loan
Carmarthen Caerfyrddin
SA31 3BB SA31 3BB

Tel/Rhif: 01267 239863 (ext 4863)

Keep an eye out for the hashtags below on social media for information on some of the HB's future workforce
initiatives:
#GYON #growyourownnurses #destinationnhs #hywelddacelebration

From: Sarah Jenkins (Hywel Dda UHB - workforce management)

Sent: 20 February 2019 17:29

To: Shelley Dony (Hywel Dda UHB - Future Workforce Development Manager); Kim Warlow (Hywel Dda UHB -
Workforce Management)

Cc: Tracy Walmsley (Hywel Dda UHB - Senior Workforce Development Manager)

Subject: RE: Made in Hywel Dda - Apprenticeship Information

Hi Shelley

Happy to help, although | wasn’t aware of the timescales and that may be a problem (see below).
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It would be helpful to have some more information than what is included below if that's Ok Shelley:

e Canyou give more detail to confirm on what basis you determine this to be foundation apprenticeship etc..
I am assuming this is under the statutory apprenticeship schemes —is that right? Yes, it is the statutory
apprenticeship scheme we would be working with. The level of the apprenticeship is determined by the
level of the diploma attached to it —i.e. foundation apprenticeship has a Level 2 diploma attached. The level
of diploma we request our staff to undertake is dependent on their band, as states in the All Wales HCSW
Skills and Career Framework issued by Welsh Government —i.e. a band 2 has to have a minimum of a level
2, band 3 a min of level 3. Does that make sense?

e  When you say level 2, 3 etc — are you referring to our bands here or something else? The Levels are the
qualification levels that the learners will be working toward, and doesn’t necessarily reflect their banding.

e  Also the schedule you showed us last time — how do the yearly stages, sit with the table you have
highlighted below? Might be easier to talk this through? I've written up the table with the different
stages/years and the costings for the project summary document, I've attached that document too.

® Do the apprenticeships you are proposing comply with the statutory framework for statutory
apprenticeships — you were going to check this? Yes they do.

e  You were also going to check the NMW criteria for us to consider? Yes, these have been considered, I've

written the table above.

We really need to establish the following to help determine:

o What is the status of the agreement? Can you clarify what you mean by this please, Sarah?

o Isit a statutory or common law apprenticeship — ive attached an advice note showing the difference
Statutory.

o Is the primary purpose of the engagement for learning/training? If so, it would be an
apprenticeship Yes, learning/training for the first year. More than likely yes for years 2 & 3, though
this is up for debate and will be a discussion point in the next steering group. The other years, are
up in the air for the time being... It may be that the whole programme has learning as its primary
purpose. But I'd like to get everybody’s view on it before we decide for sure.

o What age ranges are covered as this will impact in terms of NMW entitlement etc? See above table.

o Does what we are proposing match the statutory apprenticeship regime? If so, | have an outline
agreement we can adapt quite easily

| think what you need from us, or what | suggested, was you identify the arrangements you want to put in place and
then we provide you with advice on risks and options for engagement. In law there are 2 main types of
apprenticeships which may apply (statutory and common law). For us to give the advice we need to understand
which one you are looking to achieve? It may be, for example better for us to work with fixed term contracts than a
common law apprenticeship which had protection in terms of dismissal and lots more hoops to go through to bring
to an end etc... I've attached the note | have on employment law implications which we discussed last time — by all
means look at this in the interim?

I’'m also really sorry, but I'm off next week and its likely | won’t be able to look at this before | go on leave. Ive just
had meetings and time put in to review and draft two defences for the ET which have to be filed when | am away. It
will take some time to look at properly too. I'm not sure if Kim can instead to speed things up?

Thanks
Sarah

From: Shelley Dony (Hywel Dda UHB - Future Workforce Development Manager) <Shelley.Dony@wales.nhs.uk>
Sent: 20 February 2019 12:42

To: Sarah Jenkins (Hywel Dda UHB - workforce management) <Sarah.Jenkins40@wales.nhs.uk>; Kim Warlow (Hywel
Dda UHB - Workforce Management) <Kim.Warlow@wales.nhs.uk>

Cc: Tracy Walmsley (Hywel Dda UHB - Senior Workforce Development Manager) <Tracy.Walmsley@wales.nhs.uk>
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Subject: Made in Hywel Dda - Apprenticeship Information
Importance: High

Morning both,

Thanks for meeting with me last week.
| said that | would forward on information on the different apprenticeships to you.

Type Level Duration Comments
Foundation
: 5 2
Apprenticashi Level 2 12 month programme
Apprenticeship Level 3 12-18 month programme
May not look at an
Higher Apprenticeship Levels 4 or 5 18-24 month programme | apprenticeship at this
level
May not look at an
Degree Apprenticeship | Level 6 4 year programme apprenticeship at this
level
Annex 21
Trainees to be paid a percentage of the post band they are training for:
Up to 1 year to completion = 75%
More than 1 year but less than 2 years to completion = 70%
More than 2 years but less than 3 years to completion = 65%
More than 3 years to completion = 60%
Level Duration Annex 21 Pay Comments
Level 2 12 month programme Year 1=75%
Level 3 12-18 month Year 1=70%
programme Year 2 =75%
Year 1 =65% May not look at annex
Levels 4 or 5 1?;?;:”?1:]? Year 2 = 70% 21 at this level
PTog Year 3 =75%
Year1=6% May not look at annex
(EiElE P —— Year 2 = 65% 21 at this level
yearprog Year 3 =70%
Year 4 =75%

Is this the information you were looking for? If you need more information please let me know.
There is a meeting with Lisa Gostling on the 26", which | appreciate is very soon, but it would be good to know the
advantages and disadvantages from a legal point of view for the options.

Sthettey

Shelley Dony

Future Workforce Development Manager Rheolwr Datblygu Gweithlu y Dyfodol
Workforce Department Adran Gweithlu

Hafan Derwen Hafan Derwen

St. David's Park Parc Dewi Sant

Johnstown Tre loan

Carmarthen Caerfyrddin

SA31 3BB SA31 3BB

Tel/Rhif: 01267 239863 (ext 4863)



Keep an eye out for the hashtags below on social media for information on some of the HB’s future workforce
initiatives:
H#GYON #growyourownnurses #destinationnhs #hywelddacelebration
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Apprenticest
Acad y

Lisa Gostling - Director of Workforce & 0D
Sally Owen - Interim Head of Strategic Resourcing
Amanda Glanville - Senlor Worlkforce Advisor
Shelley Dony - Future Workforce Development Manager
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Apprentice levels

Apprenticeships are available at four levels:

o Foundation Apprenticeships - follow work-based learing towards level 2
— equivalent to GCSEs levellevel 2 qualifications
Advanced Apprenticeship - follow work-based learning towards level 3
- equivalentto A-levelsfievel 3 qualifications

Higher Apprenticeships - follow work-based leaming towards levels 4 & 5
- equivalent to a foundation degree and above

Degree Apprenticeships - follow work-based leaming towards levels 6 & 7
- equivalent to a full bachelor’s or master's degree
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Crealing pathways lo preduce the workforce of the future
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Access to professional lraining across rural areas
Nationally recognised qualification, with no luition fees
far our local

Full collaboration with all local colleges and universities
In addition to existing workforce development
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Governance 4

I Apprentice Governance Group:

e Robust mentorship and support |

o Panel reviews

! e Competency framework
e Scope of practice
P:‘::fr}-ne&n;s e Training
: e Evaluation
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Shelley Dony (Hywel Dda UHB - Future Workforce Development Manager)

From: Sally Owen (Hywel Dda UHB - Strategic Resourcing Manager)

Sent: 10 June 2019 11:21

To: Amanda Glanville (Hywel Dda UHB - Senior Workforce Advisor ); Lisa Gostling
(Hywel Dda UHB - Director of Workforce & OD (Organisational Development);
Shelley Dony (Hywel Dda UHB - Future Workforce Development Manager)

Cc: Tina Coleman (Hywel Dda UHB - Recruitment Campaign Specialist)

Subject: AA Animation

Attachments: apprenticeship-academy-FINAL DRAFT 10Jun19.mp4

Hi, please see attached the first draft for the AA HCA animation, which ideally we need to get out today/tomorrow.

As you will see it’s very simple and just another method for us to share information online. This will be taken offline
once the adverts have closed. We can then maybe have a more generic one for AA Opps.

Any feedback appreciated.

Thx

Sally

Sally Owen =

Pennaeth Dros dro Adnoddau Strategol / Interim Head of Strategic Resourcing
Yshyty Cyffredinol Liwynhelyg / Withybush General Hospital

Hwlffordd / Haverfordwest

Sir Benfro SA61 2PZ / Pembrokeshire SA61 2PZ

Tel: 01437 773967 / 01720 3967

e-host / E-mail e email: sally.owen4d@wales.nhs.uk

’i_n“‘ Join us on l
| LinkedIn ) @HywelDdalobs

Swyddi Hywel Dda Jobs
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Healthcare Apprentice Framework

Steering Group

4 June 2019
12.30pm- 2.00pm

Venue thc, Ystwyth Building, Hafan Derwen

AGENDA
ltem Title Speaker & Attachments
43 Welcome & apologies TW
44 Minutes & TOA E
Notes of Meeting
™ 29.05.19.docx
TOA 29 Mayl9.docx
45 Project Design & Definition Updates TW
e Placements AT/AG
e Contract VAL
e Draft: Equality & Impact Assessment | SD/TW
46 Project Timelines & Plans All
47 AOB
48 Next Meeting: Wednesday 10" June

2019 TBC







Minutes Made in Hywel Dda T&F Group - 8 May 2019

(¢

Page 1 of 7

Healthcare Apprentice Framework
Task & Finish Group

MINUTES

PRESENT

Tracy Walmsley, Head of Workforce & Planning (Chair)
Sharon Daniel, Assistant Director of Nursing

Trish Mathias-Lloyd, HCSW Development Manager
Allyson Thomas, Grow Your Own Programme Manager
Amanda Glanville, Future Workforce Advisor

Sally Hore, Senior Nurse, Education & Learning

Emma Evans (for Enfys Williams)

Tina Coleman (for Sally Owen)

IN ATTENDANCE
Allyson Thomas

ltem
No
49,

' Agenda ltem

Apologies for Absence

Apologies were received from:

Lisa Gostling, Director of Workforce & OD

Will Oliver, Assistant Director of Therapies

Shelley Dony, Future Workforce Development Manager
Andrea Thomas, Senior Terms, Conditions & Benefits Manager
Sarah Jenkins, County Head of Workforce (East)

Rhian Evans, Senior Equality & Diversity Manager

Cheryl Raymond, Education & Development Manager

Trish Rees, Communications Manager

Paul Evans, Assistant Head of Estates and Facilities

Vanessa Davies, Head of Occupational Health

Enfys Williams, Welsh Language Services Manager

Tim Baines, Head of Specialist Services — Catering and Laundry
Sally Owen, Head of Strategic Resourcing

Lisa Hughes, Senior Workforce Manager

Sadie North, Values Business Partner

Julie Bassett, Senior Human Resources Advisor

Academi @
Brentislaeth

Tuesday 295 May 2019, 1.00pm — 2.30pm : Appiantcoile E

Rm F37, College of Human & Health Sciences W

50.

Minutes and Actions of the last Meeting
Minutes
The minutes were approved as an accurate reflection of the meeting.

Table of Actions

4. Finance — ongoing. As notes meeting to be scheduled for August to look at
new starters/alignment (ESR, Payroll, Finance)

SD/AG
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6. EQIA - A meeting with Jackie Hooper Equality Impact Assessment for the
29 May 2019, today.

17. Inductions for Apprentices
AG and TML to meet with a view establishing the details of inductions for
apprentices.

25. Apprentice Uniforms:

SDa updated the group that whilst they were not able to get teal

uniforms the nearest colour is peacock, these could be provided at a cost of
£5.00 plus x 3 logos would be £7.50 a NHS logo would cost £2.50 plus VAT.
It was thought to be too much to have all three logos embroidered on

the uniform, it was felt that NHS Wales should be on the top and the
apprentice logo in English and Welsh could be put onto a wipe clean badge.
Navy trousers would make up the rest of the uniform and each of the
apprentices would receive four of the items to cover the four shifts. Once
recruited the apprentice would need to be measured to allow for ordering the
garmets. AG queries whether this could be at or prior to induction.

26. Welsh Language

List was with EW, advised by EE. Queries Induction materials. General
thinking would not need to translate managers booklet unless requested.
Noted Induction materials would need to be and would be sent by TML when
confirmed. :

31. ESR/Payroll Meeting
A meeting to be arranged to take place wi_th’ESR/PayrolI in August.

32. Safeguarding
S Da advised that the Job Descriptions had now gone to Mandy Nicholls-
Davies re: safeguarding. SDa will follow up.

33. Welsh Language Levels to be used in Assessment.
AG confirmed the levels for assessment.

40. Assessment activities

Assessment activities to go to AG for sending Valued Based Questions to
SDa. It was agdreed that there was a need for more staff for the selection day
rather than the information day. AG said that she was struggling with welsh
speakers requiring the information in welsh. To date one person has
requested the information/assessment in Welsh.

45. Managers Booklet
AG noted that the information becomes out of date too quickly and agreed
further update to come back to this group by the end of June.

It was noted that little feedback had been received to date and AG to meet
with SD to discuss the feedback that has been received. The book requires
streamlining and as advised referencing of key documents would be the most
appropriate approach i.e. All Wales Delegation guidelines, Policy Framework
i.e. PADR, all employee relations related: lieu, absence with relevant
differences drawn out i.e. leave to be managed within placement as much as
possible etc

AG/TML

SDa

TML

AG

SDa

AG

AG/SDa

AD/SD
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51. Frequent Asked Questions (FAQs)
Allyson Thomas discussed FAQs for the Healthcare Apprentice Programme
for additional clarification on points and additional questions:.
Q. What if | am IlI? What do | do?
A. If you are ill you will be expected to let both your College and
workplace know that you will not be attending.
Q If | already work for the Health Board, am | eligible to apply? AT/AG
AT has sent an update on this to Sarah Jenkins and Lisa Hughes and would
update the group.
Q.Will apprentices will be allowed to join the bank?
To be discussed at a future meeting.
Time in Lieu (TIL) AG
AG added that TIL had come up in a placement meeting, it was felt that TIL
should not be accrued and the time taken back at the earliest opportunity ie.
the next shift if possible, TW added that we need to ensure that this is in the
managers handbook.
AG continued that she received several questions which will need to be AG
developed/added into FAQ's -
52. Project Design & Definition updates.
Placements update
Allyson Thomas provided the me@tiné with the current update on placements.
Pharmacy
A meeting had taken place -between TW and JPJ to discuss apprentice
placements within Pharmacy. JPJ was comfortable with them being included
in the/Admin Pillar of pharmacy)as the role would be tech focused and not
pharrﬁaeist.stiPd“wo' i rentices to be considered for Pharmacy and
agreed would be revisited for the programme; possible additional placements
may be required dependent on how the programme develops i.e. 4" Pillar
rotations
Mental Health
A conversation had taken place with Liz Carroll and Sarah Rees, it was
considered to leave placements in mental health for the 4" Pillar also.
Therapies
It was noted that a Managers Placement meetings had taken place with
Therapies included and most directorates were on board, there would be split
placements with line managers and mentors provided. Negotiations will
continue on Friday 31 May 2019 AT/AG

Glangwili General Hospital

Out-Patients Department
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It was felt that placements in OPD should not be considered due to the
possibility of abuse and suggested that Audiology be approached as
placements would be better suited due there.

AT to contact Andrew Grant in Audiology.

Diabetes Centre.
Line Managers and mentors had been provided for placements.

Cadog/Gwenllian/Priory Day Hospital
Line Managers have been sourced and it was noted that mentors would need
to be required.

Soft Facilities
Line Managers and mentors are on board for placements.

Prince Philip Hospital

Diabetes Centre -
Placements for admin roles at the diabetic centre had been agreed along with
line managers and mentors.

Audiology
AT to contact Andrew Grant in Audiology.

Soft Facilities
While some Line Managers had been sourced, there are multiple mentors on
board that nearer the time would be agreed

Therapies
Split placements to be discussed at the meeting with Therapies on Friday 31
May 2019 to include Physiotherapy reception placements.

Withybush General Hospital

Admin placements

Placements had been’agreed for assistant ward clerks.
AT to contact Andrew Grant in Audiology.

Health Care ~
Health care placements had been arranged in MDU and Medical Optimising
and now require mentors.

Soft facilities
Catering line managers and mentors agreed, awaiting update on Hotel
facilities.

Therapies
Split placements to be discussed at the meeting with Therapies on Friday 31
May 2019 to include Physiotherapy reception placements.

Bronglais General Hospital

Admin

Placements agreed ward clerk assistants, AT to contact Andrew Grant in
Audiology.

AT

AT

AT

AT

AT

AT

AT
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Healthcare
Line Managers have been sourced, still require mentor names for Dyfi, Y

Banwy and ECCU.

Soft facilities
Kitchen placements agreed, waiting update on hotel facilities.

Therapies

Split placements to be discussed at the meeting with Therapies on Friday 31
May 2019 to include Physiotherapy reception placements, it was noted that
Podiatry had provided both line manager and mentors.

It was noted that following Fridays meeting a revised list of placements would
be circulated to the members of the meeting. AT to action.

Source Documentation
TW asked that all documentation/materials that has been developed
specifically for the programme to be sent to GB for collation.

Project Timeline and Plans

Assessment Days
It was noted that SD, KB,AG and SH were working on gaining more support
for the assessment day. f

Mentor/Supervisor S

TW noted line managers, mentors and supervisors need to be identified and
“site leads”. Currently we are working on the presumption that line
management with sit at cband 7 with the lowest being band 5 offered as direct
supervision by the registrant or equivalent, it was noted that there was work to

be done to update this.

SDa suggested that we go'through the recruitment in the first instance and
then go back to look at-managers, mentors and supervisors. Apprentices
could be identified and slotted into placements during the first week of August
2019. AG advised that the inductions would be staggered over 3 dates to take
place on 2", 9% and 16 September. TW/SDa noted further “placement
manager meetings” by site could take place mid/late August to work through
the details and identify individuals.

TW stated that AJT would now start a task & finish group to standardise job
descriptions for the Apprentice Programme Bands 2-4 which would need to
be aligned and considered alongside the HCA roles. SDa noted Band 2 roles
would need to be prioritised. Sda noted a conversation had taken place
regarding an All Wales job description without much progress.

TW Discussed agenda for next meeting:

Placements, Induction, Contract, EQiA suggested

Sarah Jenkins to be invited to a meeting to discuss contracts.

AG suggested that Induction to be taken off the next agenda and placed on
the agenda for the following meeting.

AT

AT

AT

AT

ALL/GB

SD,KB,
AG &SH

TWIAJT

TW/GB
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Any Other Business
Apprentice Academy — Facebook Launch

Logo Launch

Tina Coleman informed the meeting that the apprentice academy bilingual
Logo launched on Facebook on 22 May 2019 and she shared the following
stats:

was viewed by 41,747 people and engaged by 5,467 people, received 165
likes and was shared 314 times, 159 comments were made.

Apprentice Academy Poster and link to Recruitment Service Pages.
This was launched on 23" May and English version was seen by 24,190 of
which 2,731 engaged, there were 39 likes and 192 shares, 82 comments
were made.

The welsh version was seen by 1,988 of which 218 engages, there were 5
likes and 6 shares comments were left by 2

The total Facebook followers are 2561, the highest ever reach and the
Communications department are said to be impressed by the numbers.

Clicks to RSP (May 2019)

Apprentice Academy 1164
Health Care Apprenticeship 607
Academi Brentisiaeth 120 _
Health Care Apprentice 337
Twitter

Stats around social media

AA Logo Launch — 22 May 2019

English - 36 retweets, 45 likes

Welsh — 9 likes "

AA Poster and Link to RSP Launch 23 May 2019
English — 14 retweets, 13 likes

Welsh — 1 like”

More work was considered necessary to boost numbers.

TC continued that 99% of the interest was shown in apprenticeships and work
was continuing in advertising using the social media platform. Her team were

currently working on sending posters to schools and discussions were taking
place on using emails to the target audience as pupils were more likely to

read an email than a poster and sending information to parents using an app.

Information Event
AG stated that 80 people had booked onto the information events 35 in

Carmarthenshire, 14 Ceredigion and 22 Pembrokeshire. She had received a

total of 267 queries regarding the event.

TC
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| éz

48.

Next meeting date: Tuesday 4 June 2019 at 12.30pm, venue details to
follow.

GB
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Llywodraeth Cymru
Welsh Government

Apprenticeship
Learning
Agreement

To be completed by the provider

This agreement made on (date Apprenticeship commences)
between (the employer representative)
of (the name of the company)
at (the address of the company)
and (the apprentice and N.I number) and

(the delivering provider) and

(the contracted provider) to study

(specify skill, trade or occupation of the Apprenticeship) following the

Apprenticeship Framework* at current level , expected to progress

to level

. Expected final completion date is . Hourly rate of pay at start of
Apprenticeship is

*If the aim is to eventually achieve a framework at a higher level, please state the level the learner started at
i.e. level 2 and then the final level they expect to progress to i.e. Level 3, 4 or above (This ALA will cover the learner
for all levels of learning and there is no need to complete another ALA once they progress)

All parties agree that

If this agreement is terminated on the grounds of redundancy, or if for any reason the employer is unable
to meet the terms of this agreement, all parties will use their best endeavours using local networks and
contracts, to ensure that the apprentice is given the opportunity to transfer to another employer who will
be able to provide continuity for the apprentice, to complete his/her Individual Learning Plan.

Signed by/or on behalf of the employer, the apprentice and the provider, at the commencement of learning.

The employer: Date
The apprentice: Date
The provider: Date
The provider: Date

(if different from the provider delivering the apprenticeship)

The Apprenticeship Learning Agreement complies with the requirements of the Apprenticeship, Skills,
Children and Learning Act 2009 (Section 32). It is a contract of service, not a contract of employment.



QOGL weze3g1 @ Crown Copyright 2016

The Provider/s agree/s to:

° Ensure all aspects of the programme are delivered
in compliance with the framework requirements,
the quality standards laid down by Estyn and all
contractual, quality and financial requirements of
the Welsh Government. This includes the
qualifications and experience of those delivering
the learning;

e Ensure that attention is paid to the integration of
all aspects of the programme (NVQ/QCF
Competence and Knowledge based qualifications,
Essential Skills Wales and additional requirements)
to ensure a development and coherent experience
for an apprentice;

e Offer support, guidance and advice to the
employer/apprentice and to keep both parties
informed and involved in the progress review;

e Ensure that each apprentice has an individual
learning plan, and that no change(s) to the
individual learning plan, nor transfer of the
apprentice to another provider, will take place
without the prior consent of the apprentice.

The Welsh Government agrees to:

e Monitor the quality of the directly contracted
provider's performance;

e Contribute such funding (including from the
European Social Fund) to the directly contracted
provider as the Welsh Government deems
appropriate towards the cost and delivery of the
framework;

* Promote all learning opportunities and
programmes as non-discriminatory in respect of
gender, race, religion, sexual orientation, age or
disability (where disability is not a barrier to the
training activity);

® Promote apprenticeships throughout Wales.
The Apprentice agrees to:

* Apply himself/herself to his/her learning and
assessment by attending courses and other on or
off the job learning events, being prepared for
assessment, and actively participating in the
planning and reviewing of their programme;

e Take responsibility for his/her own learning
and development;

e Behave in a considerate and responsible manner,
with due regard to his/her own and other's
equality of opportunity and to the Health and
Safety of others and self in his/her working and
learning environment;

e Work for the employer to the best of his/her
ability and in accordance with the employer’s
policies and procedures;

e Authorise his/her provider to apply for his/her
apprentice completion certificate on his/her
behalf;

e Any concerns the apprentice has about his/her
learning should, in the first instance, be made to
the provider delivering the apprenticeship. If
resolution cannot be secured, concerns should
then be referred to the provider contracted with
the Welsh Government. In the rare event of a
resolution still not being secured, the Welsh
Government should be contacted.

The Employer agrees to:

e Actively promote the value of the apprenticeship
within the organisation, and to ensure that other
staff are fully aware of the needs of the
apprentice;

* Employ and, as a minimum, pay the apprentice in
accordance with National Minimum Wage
requirements. Tips, gratuities, service charges and
cover charges do not count towards minimum
wage pay,

® Ensure the apprentice has a contract of
employment;

 Undertake legal and contractual responsibilities
for the Health and Safety of the apprentice;

° Ensure conformity with equal opportunities
legislation and good practice;

° Ensure that sufficient time and resources are
made available for the apprentice to fulfil their
learning and assessment needs including to
ensure that the apprentice attends work and
training for at least sixteen hours per week, unless
authorised absence has been granted:

 Actively contribute to the regular review of the
apprentice’s progress;

° Any concerns the employer has about the
learning, should, in the first instance, be made to
the provider delivering the apprenticeship. If
resolution cannot be secured, concerns should
then be referred to the provider contracted with
the Welsh Government. In the rare event of a
resolution still not being secured, the Welsh
Government should be contacted.

Prentisiaethau
\\\__ék Apprenticeships

=)

Cronfa Gymdelthasol Ewrop
European Soclal Fund

Apprenticeship Programmes in Wales are part-funded by the European Social Fund through the Welsh Government. ‘Europe and Wales: Investing in your Future'.
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Gwisg Nyrsus a Bydwragedd Cymru Gyfan
All Wales Nurses and Midwives Uniform

Canllaw adnabaod staff / Staff Identification Guide
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Sk
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—— | ‘ | —
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Prif Nyrs / Bydwraig:
Sister | Charge Nurse / Midwife:

Nyrs Glinigol Arbenigol:
Clinical Nurse Specialist:

Nyrs Gofrestredig:
Registered Nurse:

Bydwraig:
Registered Midwife:

Gweithiwr Cymorth Gofal lechyd:
Health Care Support Worker:

Arbenigwr Chwarae | Gweinyddes Feithrin:

Play Specialists | Nursery Nurse:

Glas tywyll
Navy Blue

Glas brenhinol
Royal Blue

Glas ysbyty
Hospital Blue

Postman Blue
Postman Blue

Gwyrdd Tywyll
Dark Green

Aqua
Aqua
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Evidence Number 17 .
Witness Testimony (TW) f

To whom it may concern:

As Shelley’s line manager throughout her time developing programmes to “grow our own”
talent within Hywel Dda University Health Board I have been impressed by Shelley’s
commitment to individual mentorship and wider projects. These projects have covered:
Destination NHS, Apprentice Academy and Healthcare Support Workers programmes.

As part of the Healthcare Apprentice programme, Shelley took a lead role in developing and

managing the programme; looking at all aspects of the work i.e. scope, plan, risk assessment

and implementation. Her commitment to the programme and supporting individual :
apprentices.

Happy to provide detail if required.

Kind regards Tracy

Tracy Walmsley

Senior Workforce Development Manager / Uwch reolwr datblygu gweithluHywel Dda
University Health Board / Bwrdd lechyd Prifysgol Hywel Dda

Hafan Derwen St Davids Park / Parc Dewi Sant

Carmarthen / Caerfyrddin

SA31 3BB







Evidence 18

Activity 2

2.1 Follow the agreed plan to implement change processes.

As there was a limited timeline for the development of this programme, there needed to be an
organised approach to all activities. Each meeting the GANTT chart was updated and people
were able to keep track of where we were in the development. Each stakeholder had targets
on the timeline that impacted on others, therefore it was imperative effective and open

communication was had particularly if deadline were not able to be met, so that others” work

could be flexed.

Swyddi Hywel Dda o e« | & vaanyn~ [ 4 Mhano | © Anfan Neges
Jobs

@SwyddiHywalDdaJobs — —

Hatan
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Figure 2 The progression of the teaser release of the programme logo from the

Communications and Campaigns team

2.2 Provide information and support to stakeholders in line with their identified requirements.
Part of the design of the programme was to ascertain what roles and activities the apprentices
would carry out on a day to day basis in their placements. It was vital to work with the
service leads to gauge what would be appropriate to ask the apprentices to do when working
in their own services. [ arranged and led workshops with various key services managers
across the three counties attended to contribute to the discussions. Notes were taken and
collated from all workshops, and job descriptions were written up. These draft job
descriptions were taken to the Heads of Service, Assistant Directors and, finally the Directors
of the relevant services for approval. Stakeholders will more likely support the change when

they are actively involved in the whole process (Armstrong, 2009).



An information booklet on the programme was produced collaboratively between the Task
and Finish Group and the Communications Team. The targets audience was the potential
apprentices themselves; however, care was taken to ensure that the information contained
answered questions for all internal and external stakeholders. This was available in hard

copy and on-line, in Welsh and in English.

Workshop of placement managers — evidence number 19
Notes — evidence number 20

Email to service heads — evidence number 21

Job Description for placements — evidence number 22

Information booklet — Evidence number 23

2.3 Apply techniques for maintaining positive working relationships throughout the change
processes.

Throughout the stages of this change, there was a need for openness and transparency, a
every stakeholder had aspects to learn and a specialist to rely on (Wilkins & Taylor, 2016).
Organisation-public relationship was one key relationship as we needed members of the
public to buy-in to the programme and apply for a position on it. There needed to be an
effective manager-HR relationship as it the Workforce teams could not have successfully
implemented this programme without the buy-in and support of the operational managers.
There was a need for transformational leaders and transactional leaders during the design,
development and implementation phase, as this was a very new concept and could worry
some people, but also there was a vast number of actions that needed completing by set times

for the programme to start successfully (Robbins, 2005).

2.4 Monitor the effectiveness of the implementation, agreeing and making justified
adaptations where required.

Meeting were had on a weekly in the development of the programme, including the
implementation of the new recruitment method. This allowed all to continually monitor how
the actions were going, whether they were successful or whether changes needed. During
advertising it became apparent that the campaign wasn’t as successful in Ceredigion, with
numbers showing interest and applying were vastly lower than in the other two counties.
Being aware of how the changes are going meant that we could discuss matters at the

meetings and put actions in place. With the advertising in Ceredigion, the campaigns team



tried reaching out to other institutions for help and carried out an extra run of advertising to
see if that would help. It did slightly, but the numbers were still lower than the other two
counties. Actions were continually compared against the targets set, including target dates

for completions, as these were vital to ensure the programme start date was met.

2.5 Maintain records of the change process in line with organisational requirements.

I carried out a risk analysis as per HB requirements and updated at various steps of the
process. This is to highlight potential risks, the impact they could have, where the
responsibility lay, what actions could be done to mitigate any of these risks.

In order to inform the Workforce and Organisational Development Sub-group on the progress
on the development of the programme, I produced an updated SBAR and presented it in one

of their meetings, as per policy.

Risk analysis — Evidence Number 24
SBAR Update to WOD Sub-group Committee — Evidence Number 25
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Healthcare Apprentice Facilities Placement Duties

One day at college, four days a week at placement:

One day will be spent in the Kitchen:

Learning about how the kitchen works

Y
Kitehen Team Leaders

How they cater for dietary needs
Awareness of the All Wales Menu

Understanding waste
Understanding the roles involved in producing patient meals

Plating up in the Kitchen

Three days, which include the following: = fesisont Mangges - Devid Levas

"

Change water jugs regularly
Patients menu order

Tea Trolley

Cleaning of ward areas
Deep cleaning

Patient feedback project
Plating up on ward and giving out meals

Understanding the importance of reporting of patient food not being
eaten

Plating up of food is done on the wards at GGH & PPH. In BGH and WGH, food
is plated up centrally in the kitchen.

e

?c; r \;-ev{ng Autbiea couwad ‘te aaded.
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Healthcare Apprentice Healthcare Placement Duties

One day at college, four days a week at placement

Delegation is the responsibility of the Registrant

Meet and greet new patients and their families to the ward.
Orientate new patients to ward facilities. +~

Support hygiene activity for patients: cleaning teeth/brushing hair v~
Prepare wash bowl for individuals that need minimum support. +~

Walk patients to the bathroom. X

Support activity for equipment and resources in a ward area eg assisting
supervisor with setting up a dressing. 1+~

Make beds. <~

Prepare bed areas for new admissions. . —

Clear bed area post discharge. .~

Stocking up, putting away stock ~—

Getting equipment ready/clearing away equipment v

Help keep ward tidy. _-

Preparation of tea tray for distressed relatives. «~

Assist with food and drinks, cutting up food, filling jug/glasses, opening
packets (no feeding patients).

Patient mouth care.

Patients menu order +~

Disposal of body fluids (no documentation) X

Transfer patients to the discharge lounge W! th fOﬂ'f’/" ol

Escort patients to XRay if they have no infusion or other medical devices.,7 IJCOI
Collect medication +~ § lm(é {equﬂ/d”g .

Answer phone
No intimate personal care.
No documentation _-

Not to administer last offices. (Could spend time with the Bereavement Officer to
understand what happens after an individual has passed away in terms of how bereavement
support is offered and possibly paper work completed).

¢ TAWAg Sawfler to pllia Lab.

Ptk GGl on YW wad .







Healthcare Apprentice Occupational Therapy Placement Duties

e Compiling case notes for acute and community teams.

e Answering phone calls and taking messages.

e Supporting training — Getting resources and equipment ready.

e Support therapy programmes written by therapists — conversation
practice and interaction with patients, picture matching, reading
newspaper, puzzles, Connect 4, T,AD

e Sending out letter and information to patients and families.

e Support with group work eg hand group, stroke groups. Preparing room
and beginning and end of sessions. Welcoming and talking to patients,
helping with refreshments, supporting activities as directed by therapists
or support worker.

e Support therapist with individual treatment sessions, observing, talking
to patients, fetéhing/ho[ding equipment, information packs.

e Shadow community team on community visits — helping to load/unload
and carry equipment and accompany therapists into patients home.

e Accompanying patients to and from appointments eg transporting or
accompanying patient in wheelchair or working with patients.

Observing-activities of daily living assessments and practice including

s
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Healthcare Apprentice Physiotherapy Placement Duties
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Healthcare Apprentice Facilities Placement Duties

One day at college, four days a week at placement:

( 'E/\/MB
One day will be spent in the Kitchen:  ~ B- 4 L “eud
‘}5'- Sevin e 14'&?1

e Learning about how the kitchen works o o GQJ‘MW"[‘ PP
e How they cater for dietary needs )
e Awareness of the All Wales Menu EV’QL&‘j . ?/V&V; O—U‘H an s - UK.

e Understanding waste
e Understanding the roles involved in producing patient meals
e Plating up in the Kitchen

Three days, which include the following: _ 7 - Susa f\FDCW‘ e
e Change water jugs regularly Seofthb T RNss <ot mom@&(
e Patients menu order QQ \J\ ) |
e Tea Trolley SaSaAn.-0001es | 6 a&eruc\es -'n::%
ule

e Cleaning of ward areas

° Deep clneaning

e Patient feedback project

e Plating up on ward and giving out meals

e Understanding the importance of reporting of patient food not being
eaten

Plating up of food is done on the wards at GGH & PPH. In BGH and WGH, food
is plated up centrally in the kitchen.
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Healthcare Apprentice Administration Placement Duties
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Healthcare Apprentice Podiatry Placement Duties

e [Meet and Greet patients

e Remove shoes and socks

e Assist in open access /Foot at Risk clinics with dressings for patients

e Assist Nail Surgery

e [nput patient details on computer

e Orthotic Lab work , computer and simple manufacturing

e Clinics ; checking and ordering stock

e Setting up, clearing up between patients

e Learn Aseptic techniques

e Support Empowering Patient programme / Health Education

e Assist Orthotist

e Learn Footcare (cutting of simple nails) and Health promotion to
patients.

e Filing, answering phone

e Domiciliary visits with podiatrists/chaperone

70







Healthcare Apprentice Occupational Therapy Placement Duties

/tanj

no /{J %?\\/ at‘m/e ""ol £ s LA

[;M/n'{y Cafe

[amc P 7‘;.4;\

J MA(J'J&‘\‘/“{_I'
- \/;,7;/0-./757 740&4"\:‘,\] - 4. flr’ﬁj visouvied ook {70\”'/“”%)/ y(“‘//

— AMJ’WLJI:j /?

- ‘[‘\" '7“) /z‘l-/d . . A
/’/ /’j /U'Uh"\mmt./ e A’fﬂ %] /ZU\M/H'J )é -~ o uvewvda /‘(o-'- /V CAC{

wndd  nBevar Kon i b A ; .
/7‘ /{“\74‘, /au/(ﬂw_ mc:;(:»v/umji Veao

'{:7 M(WI/IVJH/}
/w 22 /é.l} (‘D”weof 4}

. f"’\ce 0\4/ /f //h/ c»—a( e %/ma /4'9-' /J/"'){"L'é enol /;M'L"IJ
- fu / v-.fr/zl e A V] w < y 5 Ve curt
/;/fa\// J /; é\/éf —\ﬁ /\a-\o'(r\j\muf‘ J'i{/c"l(t (jw*-—r/ﬂ . /g/ 7
Vaooan a,_.p/ {Cj/"\ﬂ‘wo =4 e/\a/ o/)\fff.filo—rf. Nt /(DJMlj E 7‘#)!(1'7 )lu
Y. @75},-\)5, 4,_//,,'.. wi 7h e /Cn/A ﬂ—e—\/{, (fu); o\/?y m-Z,\l:%'a- ad o{ztxzc,}w/
f] 77‘0/\/@/6)",[ }7 oV J‘w/y;o\/‘} lrva\/Lq_ﬂ/'

- J;/b/’w} ﬂw“/"\"% T AN e O 7""~—~7I a‘r-r'.r»'a—vJ, aéd’e"“yz
Fully A po ik, JALLy [hSeny gispnd, iR il

' €0 £ Pygan 7 ok = Admity o Aao
e il Nwwj o wiee o j ! b/zw,y,f,yz 5 ,/

28] /"‘"’I encd C’a«y e/tyuw/ wu/\/ >4 G‘C’(’rw‘yi f’:‘/
/Um /g.lﬂ,)é Z,m(.o-\r "

= Q{'(‘vn;/g 7/7 /
ov arrm.y, Tju /f

acél\'f")g,‘/ 07[‘ ﬁtwa// Li\ny a-,mff”w‘;ﬁ emolf /9»'66-7;'(@

Oé.('eluw\j
/fn c/.,,aé;'n/( huwl(\/]v a-«o{ o/v(.f'-ﬂ':] P éﬂ}f&-\ )lc.féf,

: Ty A
6,7{}»\/79 75 ool ﬁ’""‘ a‘//w;—,/m,ﬂ/;v e F j

o At sh N‘Ju/clnu,\./ o w-a/lvj’ tfwfz/"a}"*ﬂ))

—






Healthcare Apprentice Speech & Language Placement Duties

e Compiling case notes for acute and community teams

e Producing communication books for patients

e Supporting training — Getting resources and equipment ready

e Support Acute Therapy Team on the Wards by thickening drinks/getting
food ready for swallowing assessments

e Carry out therapy programmes written by therapists — conversation
practice and interaction with patients, picture matching, reading
newspapers, puzzles, connect 4,

e Sending out mail shots e.g. sending information to nursing homes
relating to training

e Support with group work e.g. Parkinson’s Disease groups — as part of the
8 weeks MDT programme, helping a practitioner — demonstrating and
supporting.

e Shadow community team on visits — eg Nursing homes — and supporting







P

Shelley Dony (Hywel Dda UHB - Future Workforce Development Manager)

From: Claire Sims (Hywel Dda UHB - Head of Occupational Therapy)
Sent: 03 July 2019 22:56
To: Shelley Dony (Hywel Dda UHB - Future Workforce Development Manager); Alison

Shakeshaft (Hywel Dda UHB - Executive Director Of Therapies & Health Science);
Helen Annandale (Hywel Dda UHB - Head of Physiotherapy- Carms Therapy Lead);
Karen Thomas (Hywel Dda UHB - Joint Head of Dietetics / Ceredigion Therapy
Representative); Philippa Large (Hywel Dda UHB - Interim Head of Speech and

Language Therapy)
Subject: RE: Healthcare Apprentice Programme - Scope of Practice
Attachments: Healthcare Apprentice Occupational Therapy Placement Duties.docx

Thanks

Have amended slightly. Happy to sign off attached for occupational therapy. Assume we can review and update
once programme is running as suspect we will learn and adapt as we go along.

Claire

From: Shelley Dony (Hywel Dda UHB - Future Workforce Development Manager)

Sent: 03 July 2019 11:28

To: Alison Shakeshaft (Hywel Dda UHB - Executive Director Of Therapies & Health Science); Helen Annandale (Hywel
Dda UHB - Head of Physiotherapy- Carms Therapy Lead); Claire Sims (Hywel Dda UHB - Head of Occupational
Therapy); Karen Thomas (Hywel Dda UHB - Joint Head of Dietetics / Ceredigion Therapy Representative); Philippa
Large (Hywel Dda UHB - Interim Head of Speech and Language Therapy)

Subject: Healthcare Apprentice Programme - Scope of Practice

Importance: High

Good morning all,

We have collated all the information from the managers within your services that attended our placement meetings
recently and have drawn up scopes of practice based on the activities they suggested.

Please can you take a look at what has been included on the documents attached and, if you are happy with them,
could you please sign them off for us to take forward. If you have issues with any of them, it is not a problem for us
to take activities off.

Regards

Shelley

Shelley Dony

Rheolwr Datblygu Gweithlu i'r Dyfodol Future Workforce Development Manager
Adran Gweithlu Workforce Department

Hafan Derwen Hafan Derwen

Parc Dewi Sant St. David's Park

Tre loan Johnstown

Caerfyrddin Carmarthen

SA31 3BB SA31 3BB

Rhif Tel: 01267 239862 (ext 4862)



Ysgrifennwch ataf yn Gymraeg neu Saesneg
Please write to me in Welsh or English

Edrychwch allan am yr hashnodau isod am wybodaeth ar rai o fentrau'r gweithlu i'r dyfodol y mae'r Bwrdd lechyd
wedi'u datblygu:

Keep an eye out for the hashtags below on social media for information on some of the HB's future workforce
initiatives:

#GYON f#growyourownnurses #destinationnhs #hywelddacelebration #apprenticeacademy #HywelDdaHAP



Q For office use only
G IG Bwrdd lechyd Prifysgol
%'Q “U | Hywel Dda CAJE REFERENCE HD2019/0063

b N H S University Health Board

DATE APPROVED  10/04/2019

JOB DESCRIPTION

JOB DETAILS
Job Title: Healthcare Apprentice
Pay: Apprentice rate during initial training whilst gaining the
appropriate level of knowledge and skills
Annex 21 of band 2 upon offer of a HB contract
Directorate: Health Board Wide
Department: Health Board Wide

ORGANISATIONAL ARRANGEMENTS

Managerial Accountable to: Relevant Manager in the area of placement

Reports to: Relevant Supervisor in the area of placement
Professionally Responsible to: Director of Nursing

Responsible For: N/A

Organisation chart:

This job description describes an overview of the role that the apprentice will be working in
during the training period. Specific requirements of the role and the academic learning are

set out as in appendix 1 — 5.

Supervision and support will be provided during tasks, supporting the apprentice to safely
gain experience and confidence, and to successfully complete the training programme.
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Health Care Apprentice

Information Pack

The Health Care Apprenticeship Programme combines many learning programmes
into one, which shows that we are committed to proving a direct pathway into
nursing. You will not need to reapply for the different qualifications along the way.
When you have finished the programme, you will be a qualified Registered Nurse
and will not have had to pay any university fees. You will be learning whilst you are
earning the whole time.

When you have become a Registered Nurse, you will be expected to remain
employed with the Health Board for a minimum of two years.

Programme Outline for the Health Care Apprentice Programme

Level 2 National

Foundation Sept Minimum
Apprenticeship in 2019 Apprenticeship
Health Care Wage
Support Services | March

2021
Further Education | March £12,356 perannum
Employability 2021-
Enhancement. Sept.
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What is the Health Care Apprenticeship?

¥ Do you want to help and care for people? v Are you ready for a challenge?

v Would you love to be a Registered Nurse but don’t feel ready or able to remain
in full time education (school, college or university)?

v Would you like to learn and earn?

v If you have answered yes to all of these questions, then this could be the role
for you!

The Health Care Apprenticeship programme is an exciting opportunity that will
enable you to train to become a fully Registered Nurse through work-based
learning. You will begin by completing a Foundation Apprenticeship in Health
Care Support Services (level 2), progress to an Apprenticeship in Clinical Health

Employability
Enhancement

Programme

ow is the Health Care Apprentice Programme different to an

other apprenticeship programme?
Care Support (level 3), before embarking on part-time university education,
starting at level 4.

*Hywel Dda University Health Board have the right to modify qualifications based on changes to
qualifications, sector requirements or funding. ;

*Rates of pay correct as of May 2019.

What does the Health Care Apprenticeship Programme involve?

A comprehensive induction which will prepare you for your placements within
the Health Board

+ You will be supported by a workplace mentor

+ You will have the equivalent of a day a week ‘off-the-job training’ to develop
your learning in the first two years

+ You will have a mentor from the college

+ You will attend workshops where you will have the opportunity to discuss and
share ideas

+  You will work towards vocational qualifications, building the levels as you grow
in confidence and experience

What will | be doing in each stage?

Within the first two years, you will complete four rotational placements in the
following areas:
Rotational area

Purpose and expected learning outcomes

Healthcare Working alongside Registered Nurses and other Health Care
Professionals, this will give you an insight into care at an
introductory level, involving working with a mentor within
patient areas, preparing to deliver care to patients.




Domestics/Food | This role will allow you to become familiar with the layout of
Service Support | the hospital, as well as the standards expected within a
healthcare environment.

You will interact with patients and develop your
communication skills, whilst displaying the qualities needed to
become a nurse of the future.

It will provide an insight into how support services play an
important role in patient care, through providing a hygienic
environment. As nutrition and hydration is a vital part of
patient care, this provides an insight into food service, the ‘All
Wales Menu', diefary requirements and reporting processes.
Patient Focussed | This role will allow you to become familiar with the
Administration administrative systems within a healthcare environment,

Exposure will be given to recording processes and the need
for confidentiality and respect of patient information.

You will interact with patients and develop your oral
communication skills, whilst developing your resilience when
dealing with patients and staff.

The placement will provide an insight into various IT systems,
giving experience in communicating through emails,
telephone and face to face. This gives a holistic experience,
developing the nurses of the future.

Therapies This role will give you the opportunity to work with therapies,
carrying out various tasks within the service. Examples
include supporting with preparing for a clinic, manufacture of
orthotics and preparation of equipment.

You will gain an awareness of multi-disciplinary teams and
how different services work together to provide all round
patient care.

In addition, this will allow you to understand the different roles
within therapies and how they are divided into different areas
of specialism. Your time may be spent with Podiatry,
Occupational Therapy, Speech and Language, Physiotherapy

or Dietetics.
Examples of placements are as follows:

Health Care Apprentice Facilities Placement Duties Four

days a week at placement will be split as outlined below.
One day within the kitchen environment:

= Learning about how the kitchen works
* How dietary needs are catered for
* Awareness of the All Wales Menu
* Understanding waste
+ Understanding the roles involved in producing patient meals 0 Plating up in
the kitchen
Three days, which include the following:

+ Changing water jugs regularly

+ Taking patients menu order

+ Hosting the Tea Trolley

+ Cleaning of ward areas

+ Deep cleaning

+ Helping to conduct the Patient Feedback Project

* Plating up on ward and giving out meals

*+ Understanding the importance of reporting of patient food not being eaten O
Plating up of food is done on the wards or centrally in the kitchen.

After you have successfully completed the first two years, the remaining time you
will be working to develop within the role of a Health Care Assistant, whilst
continuing with your learning. This is detailed as follows:

Programme Overview

Health Care Apprentice Placement Duties

. Meet and greet new patients and their families to the ward
Support hygiene activity for patients; cleaning teeth/brushing hair

L Prepare bed areas for new admissions

i Clear bed areas post discharge

. Getting equipment ready and clearing away after use

' Assist with food and drinks, cutting up food, filling jug/glasses, opening
packets (no feeding patients)
. Assist patients with completing menu order
[ Escort patients to XRay/other department if they have no infusion or other
medical devices

Health Care Apprentice Speech & Language Placement Duties

* Compiling case notes for acute and community teams

+ Producing communication books for patients

+ Supporting training, preparing resources and equipment

+ Supporting the Acute Therapy Team on the wards by thickening drinks/getting
food ready for swallowing assessments

+ Carrying out therapy programmes written by therapists including conversation
practice and interaction with patients, picture matching, reading newspapers,
puzzles and games

+ Sending out mail shots e.g. sending information to nursing homes relating to
training

* Support with group work e.g. Parkinson's Disease groups — as part of the 8
weeks Multi-Disciplinary Team (MDT) programme

*+ Helping practitioners, demonstrating and supporting within group activities

+ Shadowing community team on visits e.g. Nursing homes

Health Care Apprentice Podiatry Placement Duties

* Meet and Greet patients
* Remove shoes and socks
Assist in open access /Foot at Risk clinics with dressings for patients
«  Assist Nail Surgery
+ Input patient details on computer
+ Orthotic Lab work, computer and simple manufacturing
* Clinics; checking and ordering stock
* Learn Aseptic techniques
« Support Empowering Patient programme / Health Education
+ Assist an Orthotist
+ Learn Foot care (cutting of simple nails) and health promotion to patients

Level 2 Foundation Apprenticeship (18 months)
Individuals will complete the following and attend college one day per week:
+ Apprenticeship Induction (one day by the College)
+ \WeeKkly tutorials
* Progress review every 61 days
« Three six month placement rotations
+ Manual Handling Passport
+ E-learning Modules
+ Welsh in the Workplace (2 hours per week)
* Study Skills
* Basic Food Hygiene
* Support with any learning needs
* Mentor Support and access to welfare officers (including housing, financial,
well-being)
* Planned training for clinical information patient systems

Apprenticeship consists of the following qualifications:
* Level 2 Certificate in Health Care Support Services
+ BTEC Level 2 Award in Employment and Personal Learning Skills in Health
+ Application of Number Essential Skill Level 1
+ Communication Essential Skill Level 1

o

Further Education Employability Enhancement Programme (6 Months) 0

Rotation of final six month placement (totalling four)

+ Weekly tutorial sessions

+ Attendance at college 1 day per week

* Support with any learning needs

* Individuals will have the apportunity to complete aceredited bespoke

programme including: o Welsh in the workplace

o Health and Safety in the Work Environment
o Team Working o Time Management
o Effective communication in the workplace o Oral
Communication Skills o Equality and Diversity o Problem
Solving
o Resllience in the Workplace




23

We are looking to recruit 40 Health Care Apprentices across our three counties (10
in Pembrokeshire, 10 in Ceredigion and 20 in Carmarthenshire (10 in Carmarthen
and 10 in Llanelli).

We will be hosting information events in each county on the following dates:

+ Carmarthenshire — Monday 17 June 2019 at 10am & 1pm
Ceredigion - Thursday 20 June 2019 at 10am
+ Pembrokeshire — Saturday 29 June 2019 at 10am
Please remember to book your place to attend an information event via
Amanda.glanville@wales.nhs. uk
The vacancies will clearly state the county/area they relate to. The dates from which
you can apply for these vacancies are as follows:

+ Carmarthenshire — Monday 17 June 2019
+ Ceredigion - Thursday 20 June 2019

ow do | apply?

+ Pembrokeshire — Saturday 29 June 2019
If you would like to apply for the Health Care Apprenticeship opportunity, please visit
the NHS Jobs website or our Hywel Dda University Health Board website:
http:/iwww.wales.nhs.uk/sitesplus/862/page/7 5202
Make sure you don't miss the closing date and please read the advert carefully as
we will be asking for some specific questions to be answered.
Then, complete the application form and submit! Good Luck!

hat are the ent irements?
o WAL H Please take care to apply for the vacancy in the locality you wish to

work in.
+ You must be a kind, caring person who is passionate about helping others
*  You must be aged 16+ in September 2019
« You must have lived in the UK/EEA for the last three years
+ You must be able to demonstrate kindness and compassion and a passion for
helping others
+  You must be able to demonstrate a willingness to work hard
+  You must not hold a full level 3 health related qualification (if you are not sure,

hat happens next?

Once the closing date has passed, if you are successfully shortlisted, you will be

P(Iease sontact us.) d y he invited to attend an assessment day in your county. This will be a fun day and give
ou ‘mus; not be in any formal gc.wemrnent—fun ed education at the time of you the chance to meet us as well as get to know more information about the
starting the Heaith Care Apprenticeship Programme programme. You will need to bring a packed lunch and drinks with you for this day.

The Assessment Days will be:

« Carmarthenshire — Monday 8 July 2019 - 9am to 4.30pm in Coleg Sir Gar,
Graig Campus, Llanelli

+ Ceredigion - Wednesday 10 July 2019 — 9am to 4.30pm at Coleg Ceredigion, not successful this time around you will be offered support from us and from your
Aberystwyth local College, Careers Wales Centre and Job Centre.

»  Pembrokeshire — Wednesday 17 July 2019 — 9am to 4.30pm at
Pembrokeshire College, Haverfordwest

What documents do you need to bring to the assessment day?

To ensure we can deliver an efficient and safe recruitment process all those invited
to attend the assessment day will be asked to bring the following documentation.
Please read this carefully:

+  Proof of the right to work in the UK

+  Proof of identity

+ You will also need to provide evidence for the DBS (Disclosure and Barring
Service) check

hen will | receive feedback?

ey Dates

Y |

| Ceredigion

| Advert live: 20/06/2019

Everyone who attends the assessment day will be invited to attend a feedback day, Closing date:  30/06/2019
where we will discuss the outcome of the assessment day with you. These dates

are;
+ Carmarthenshire — Thursday 18 July 2019 — 10am - Coleg Sir Gar, Graig
Campus, Llanelli
Ceredigion - Friday 19 July 2019 — 10am - Coleg Ceredigion, Aberystwyth,
Ceredigion
+ Pembrokeshire — Tuesday 23 July 2019 — 10am - Pembrokeshire College,
Haverfordwest

o| shortlist date: 01/07/2019

Selection Day: 10/07/2019

Feedback Day: 19/07/2019

Start Date: 09/09/2019

If you are successfully recruited you will start your employment as a Health Care
Apprentice with Hywel Dda University Health Board in September 2019. If you are



hy should you work for us?

Why apply for an apprenticeship in Hywel Dda University Health Board? Here's just
some of the reasons why:

+ Apprenticeships are great first step into a career in the NHS

+ Apprenticeships combine practical fraining with paid employment (‘earn while
you learn’)
An opportunity to work alongside experienced staff to support you and help
gain the practical skills you need

* You gain nationally recognised qualifications, with no tuition fees

*+ 27 days paid holiday a year, plus additional Public Holidays

* Holiday entitlement increases with service

* A potential first step to professional training (eg. nurse, engineer)

* A great experience, working as part of a team, making a real difference

Invest in your future. Come and join the Hywel Dda family. There's
no better place to #TrainWorkLive

hat should | do if | have a question?

This Health Care Apprentice information pack Is available at

www.hywelddahb.wales.nhs.uk/apprenticeshipacademy as well as further

information about recruitment opportunities within Hywel Dda University Health
Board. ;

If you require any further information please contact; Amanda Glanville 01267

239724 | 07971480755 or Amanda.glanville@wales.nhs,uk
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Evidence number 26

Activity 3

3.1 Measure the effectiveness of the change process in meeting the required objectives.

The objectives were to increase the number of registered nurses, to build future workforce
from within the local communities, develop a robust and governed educational and
professional pathway, develop a sustainable pipeline of clinical nursing staff. While the first
objective will not be realise until the programme’s completion in a few years’ time, the other
objectives have been met, as all apprentices have been employed within the three counties
covered by the health board; a robust pathway has been drawn up with help from key
professions and educational institutes and as this programme will be delivered each year for

the foreseeable future, it has provided a pipeline of clinical nursing staff for the future.

3.2 Identify further work required to embed changes and/or further developments required.

It became apparent during the implementation stage of the programme that further work was
needed with regards to the management of the placements. While I had done much work
with the service leads in ascertaining what duties the apprentices could carry out, this was not
disseminated very clearly or widely to placement operational managers. In the couple of
weeks leading up to the first cohort starting, operational managers started coming forward
anxious about what these apprentices could/could not do in their departments. As a group we
decided that mentor packs for the department would be written up and given to all
placements, with all key information, including examples of work the apprentices could do in
cach place. During the first three months of the programme, we realised that more work was
needed in helping placements gain confidence in how they manage, train and mentor these
students. Monthly meetings were set up with managers/mentors so they could talk to us

about any relevant issues and in time build their confidence.

3.3 Communicate the key outcomes and the impact of change to stakeholders.

A Public Board Meeting was held where the apprenticeship team were invited to come and
inform the board, and members of the public (as it was a streamed event), on the progress of
the programme, the impact the programme has had so far on the apprentices, our staff
members and our patients. This was received very well and an ask for another cohort the

following year.




3.4 Evaluate the effectiveness of own performance in contributing to the management of
change.

One of the Implementation Meetings was focused on evaluating the process and roles so far.
The meeting consisted of the chair, the programme leads, and all key internal stakeholders.
Each person in the meeting had feedback to provide from their service area teams. The
agenda was provided beforehand, so they all had the opportunity to collate and bring to the
meeting. There was a number of things we thought went well — the overall assessment days,
some of the assessment activities themselves, the commitment of the vast number of staff that
helped. There was also a number of aspects that we would do different next time — including
an extended timeline, the same interviewers across all counties to ensure consistency of
scoring, separation of the Carmarthenshire cohort into Carmarthen and Llanelli. Feedback
was also sought from apprentice applicants and family members who attended the various
information events, assessment days and feedback days. This was also fed back to the

internal and external stakeholders.

Minutes from meeting (evaluation) — evidence number 27

Feedback sheet — evidence number 28
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