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ACTIVITY 1

Qualification: CIPD Level 5 Diploma in Applied Human
Resources

Module Name: Clare Louise Berner

Developing Professional Practice in Human Resources -
5CDPP

Activity 1

1.1. Introduction on Collection of Information regarding Development Programme
1.2. Key Components of Course

1.3. Conclusion

Student Name: Clare Louise Berner
Student Number: 1810268
CIPD Membership Number: 53280348

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

Signed: Clare Louise Berner
Date: 23/11/2018

Page 1
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5CDPP -~ Developing Professional Practice in Human Resources

ACTIVITY 1

1.1. Introduction on Collection of Information regarding
Development Programme

Students attend once a month for lecture and it's vitally important to attend the
sessions. Important information regarding the assignment that is handed out is
delivered in these sessions. The documentation | have compiled to form detailed
information regarding the CIPD Level 5 Diploma in Applied Human Resources, which
is a Higher Apprenticeship are listed below.

1.2 Key Components of Course

1. Level 5 Diploma Specification Applied Human Resources RQF — information
about the course.

2. CIPD Level 5 Diploma in Applied Human Resources — Information Leaflet
2018/2019.

3. Application for Education and Training — Study Leave Form from granted by
employer.

4. Apprenticeship Learning Agreement.

5. Contract between Employer and Training Provider.

6. Coleg Sir Gar Apprenticeship College Induction 2018-2019 provided by Alison
Williams Training Advisor.

7. Presentation Induction given by Julie Thomas Course Tutor.

8. Induction Questionnaire — Diploma in Applied Human Resources September
2018.

9. VARK Learning Styles Questionnaire (Version 7.1)

10.Learning Styles Questionnaire (Honey & Mumford — revised 1986)

11.Programme of Study Handbook — CIPD Level 5 Diploma in Applied Human
Resources.

12. Timetable — CIPD Diploma in Applied Human Resources 2018-2020.

13.CIPD Diploma in Applied Human Resources - Manage Your Learning
Factsheet.

14. UWTSD SE1: Student Code of Conduct.

15. Welcome to your CIPD Student Membership.

16.CIPD Code of Professional Conduct.

Information, advice and support is provided by the tutor and the fraining advisor.
Extra support is available from the tutor if required; appointments can be made with
the tutor for a 1-2-1 or the tutor can be contactable via email or telephone. Class
Representatives are also available to discuss issues or concerns about assignments
with the tutor and advisor on your behalf if required.

Organisational support is provided by Hywel Dda University Health Board my
employer, via a workplace mentor.

The Higher Apprenticeship is through Coleg Sir Gar and delivered by the University
of Wales Trinity Saint David.

Page 2
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ACTIVITY 1

All of these are accessed through the Quick Links on the UWTSD Website:

MYDAY is a portal for students to use where timetables, library, moodle,
Office 365, various bulletins, regulations, news, help and advice, MYTSD and
various others can be found. You can personalise to your preference.

(UWTSD, 2018)

MYTSD is where your enrolment details are held and all your personal
information, along with links to support services.

(UWTSD, 2018)

Moodle is where students can access course information from the tutor.
Assignments are uploaded through here, access to blogs and tutor's
information.

(UWTSD, 2018)

Student Email is given on enrolment and is the where students can contact
their course tutor or vice versa, their class representatives and information
cascades come from support services e.g. students unions and IT etc.

(UWTSD, 2018)

Library and Learning Resources is where students can access library
services on all campuses of UWTSD, which includes Carmarthen, Swansea,
Lampeter and London. This is where you can book and arrange for collection
of books to any of the campuses and access to online journals, books and

(UWTSD, 2018) Page 3

Clare Louise Berner = GIPD Level 5 Diploma in Applied Human Resources Higher Apprenticeship

1D: 1310288




5CDPP ~ Developing Professional Practice In Human Resources

ACTIVITY 1

Support Services for Student

Student’s Unions, IT, Password Portal, Property Services for students,
Bursaries and Scholarships, Printer Credit, Web payment and Student
Results. All these can be access via quick links on the UWTSD Website.

(UWTSD, 2018)

CIPD Website has vast array of information when you become a Member of
the CIPD, you have access to all sorts of information to head you in the right
direction to becoming a professional. One of the conditions of the course is
that you become a member of the CIPD.

he professional .
bady for HR and

CEPE Membership
eople developmen "

(CIPD, 2018)

1.3. Conclusion

The UWTSD website is full of support and information for students to enable
their learning. The CIPD website is there to support you through your course
and your career. The course is very structured and it's essential that you seif-
manage your time with various reading materials to support you. Having
completed the initial assessments, various questionnaires, there is plenty of
support from your tutor and advisor to be successful in gaining your
professional qualification.

Page 4
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ACTIVITY 1
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Eco-CoODE FORM o RN
: ‘ ' Cronfa Gymdeithasol Ewrop
E m ployer Copy - European Social Fund

Training providers are asked to provide the following information and advice/guidance to their employers. This can
be undertaken using this form directly, or by building it into training providers’ own documentation.

1. Asa Company / Business participating in WBL programmes operated by the Welsh Government {including those
supported by the ESF) e.g. as an employer of apprentices or Jobs Growth Wales participants in Wales, oras a
training placement provider, we want you to be aware of the ECOCODE Action Plan toolkit (shown below) and we

. want to encourage you to adopt it and use it in your corporate planning and operation.

2. AsaCompany / Business participating in WBL programmes operated by the Welsh Government {including those
supported by the ESF) you are encouraged to use this Action Plan Toolkit to the extent that it can be adapted by
your arganisation, if you would find it useful in supporting the development of your company and its interface
with environmental sustainability issues. You are therefore asked to consider adopting the attached ECOCODE
Action Plan (below) to further support your existing actions in protecting the environment, as a means to
document processes and corporate habits and policies you already undertake, and (using the template as a
starting point and adding further details for actions you can take as a company — as relevant to your sort of
enterprise or organisation).

3. Please be aware that it is a requirement of the WBL Agreement we hold with your training provider that they
make you-aware of the ECOCODE Action Plan Toolkit initiative. This will explain why they have brought it to your
attention. They will be asked, as a routine part of their delivery of their Agreement with the Welsh Government,
to provide evidence of how they have made you aware of ECOCODE. It is not a mandatery requirement that

. employers take up the use of the ECOCODE Action Plan but we may (as part of evaluation work} ask employers to

confirm whether they did so or not (and please be assured that this will in no way affect your ability to continue

to participate in WBL programmes).

2.4 PWEO3 - Eco-Code 2016-17 v1 Page 1of 4 Confidential This document is alsc available in Welsh
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— Break APDENDIX F
— Half of group — Library and Campus Tour/Half -
‘Enrolment at UWTSD/CIPD Registration (PC)
n — Overview of course - Julie
5 - Lunch
) - Overview of course - continued
) — Introduction to First Module
) — WEST initial assessment

) - Close
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University of Wales
- Trinity Saint David
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ning Education; Transforming Lives




Trawsnewid Addysg; Trawsnewid Bywydau
Transforming Education; Transforming Lives

* Introductions

 Your programme of study
« Welcome from the CIPD
 Library Catalogue

« Student Services

. Staff/student committee
« Moodle and Turnitin

« Questions/Quiz

| Prifysgol Cymru , ) . )
et ey oo awsnewid Addysg; Trawsnewwid Byurydan

v
University of Wales , DT i T o g L
Trinity Sair:(!yDavid 11 - 1O, g _T__.jz.-'(_-;.,




BA(Hons);;MAf_(HRM) Chartered MCIPDi_' |

Lecturer Human Resource Management

T - Neath Port Talbot
B S T LR MARKS & . ww-%f Casteli neod Port Talbot
‘Where |1héueiWUrke‘d'ih HR: SPENCER B . v fereh Coutit Cyogr fardsite st

* Interesting Fact: CARDiPF

. N o CAERDYDD
I lived in Malaysia for a year
and have an International -
Baccalaureate Certificate in
Malay!

Rm 413 Contact: 01792 481000 ext. 3233
- or email julie.thomas@uwtsd.ac.uk

o ®
Introductions

 Your name

« Where you work (organisation and
location)

* Your job title

rifysgol Cyrmru Trawsnewid Addysg; Trawsnewid Byweydan
niversity of Wales

b -t A Transforming E a’m aitons; Transforming Live




@ ®
The Qualification

. C)IPD Diploma in Applied Human Resources (level
5).
« Certificate will be from the CIPD

- This will enable you to use the letters Assoc CIPD
after your name

» Two year programme, ending May 2020

- You will be invited to a graduation ceremony in
July 2020

« Times 9:30am to 4:30pm, Wednesdays in term-
time (9-9:30am and 4:30-5pm drop-in sessions)

Trawsnercid Addvsg; Trawsnewid Bywydau

R ikt A Transfornting Fducation; Transforming Lives

o - ®
What you’ll be studying:

16 Modules
- 5 Core modules
- 6 Knowledge based modules
- - 5 Competence based modules

(please sign module form and return to
me)

2, Prifysgol Cymru : S . )
N B Trawsnewid Addysg; Trowsnewid Byievdai

N University of Wales Transforming Education; Transforming Lives




| .‘ ®
Module Elements

* Total qualification time — 900 hours

« 450 hours guided learning

« 450 hours self-study

« Guided learning hours — off and on the job

(Classroom attendance and activities set by
me) L | |

« Self-study — self-directed learnmg for
preparation of assessments

Traiwsie zfn’ Addysg; Trawsnewid Bywrydau

Transforming E fz o Tz misfornting

— -
Enrolment Issues

Please emalil Reglstry and
‘copy me in.
Reqistry@uwtsd.ac.uk
julie.thomas@uwtsd.ac.uk

@, 3| Prityegol Cymn
‘i‘@ LN Tratvsine zzm’%ih ; Traes iz nn’ﬁuu’n

Transforming Fducation; Transformiing




o @ |
How to manage your learning

 Attend the monthly workshops

« Undertake the activities on your learning
plan (2-3-hours per week)

» Self-study — 5-6 hours a week

B, o, | Prifysgol C . r N
A L o ee Donroam Trvsnewid Addysg; Traresnewid By
Transforming Education; Transforning 1Li

2% University of Wales
- Trinity Saint David

Your Léarning Plan for Each
Module

+ Split into guided learning — class centred and
guided learning — home/work centred.

» Work through the plan until the next workshop.

« Keep a record of your tasks in a file
(manual/electronic). Make sure they are dated. |
will go over these with you when | visit you on site.

« Upload the formal assessments via Turnitin on the
Moodle site.

‘ % i Prifysgol Cymru
I %Em, | Y Drindod Dewt Sant
il

* B %@ University of Wales
“o." Trinity Sabnt David




~ormal Assessments’

Each module has one assignment or requires you to
submit a port-folio of evidence. The Developing
Professional Practice module involves collecting
evidence throughout the period with a final development
plan and record submitted in May 2019.

Result is pass/refer/fail.

If you have ‘refer’, you must rework it to pass. Normally
one more attempt to pass.

Follow the assignment specification closely and adhere
to the word count guidance.

You need to pass all assignments in order to achieve
the Diploma.

i Pnfysgol Cymru
0]

Trawsnewid Addysg; Trawsneieid Byiey
&Jlrn"xesrs'?no”évaies Transforming Education; Transforming Lives

The Core Text

T Taylor and Woodhams (2016).
Studymg Human :

g |
Resource Management £46.99 (-20% discount for

students members CIPD -
£37.59)

Three copies in the library.
Amazon £38.99/£36.83 from
suppliers (new).

https://www.koganpage.com/p
roduct/studying-human-
resource-management-
9781843984153

ifysgol Cymru - . — .
St A Trawsnewid Addysg; Trawsnewid By
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Core Text No.2

Taylor and Woodhams (2016)

£45.99 (-20% student discount).
Available in the library.

https://www.koganpage.com/prod
uct/human-resource-
management-9781843984160

Sample chapter and resources
are available on the Kogan Page
Website.
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« Programme Handbook

« The Learning Plan for each module
« Timetable

+ Reading lists

« Moodle

« Student email

 Library

« Social media — Linked In
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® LinkedIn®

« CIPD, CMI, ILM, ACAS, Roffey Park Institute
« Harvard Business Review, The Economist
» World Economic Forum, Science for Work

« Consultants - McKinsey, Center for Creative
- Leadership, Deloitte

+ Government Offices e.g. Equality and Human Rights
Commission, Office for National Statistics

« Chwarae Teg, Action for Happiness
« Credible newspapers — e.g.The Telegraph

« Thought Leaders — David Ulrich, Richard Branson,
Josh Bersin, Daniel Goleman, Simon Sinek, Arianna
Huffington, Jeffrey Pfeffer
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o @
Within your groups find 5
things you all have in common!
(10 minutes).

- Nominate one person to share
this with the whole group.

Remember to appoint a scribe!
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o o ®
Your Proudest Moment

« What is your proudest moment so far this
year? What have you achieved?

* Find someone in the room you haven't
spoken to yet and share your experience.
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CIPD

Local Events — all on EventBrite
www.eventbrite.co.uk |
CIPD Website

www.cipd.co.uk

Student Membership

Welcome videos
« hittps://www.youtube.com/user/CIPDGlobal
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Welcome from Student Experience

« https://uowtsd.sharepoint.com/:v:/g/studen
t- |
experience/EaYddBKNSu1Gmh76L1tISOU
BCE-vgelLEYckmJrEgsh9kZw?e=szC5ju

1
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Handing in your Work
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[
Library Catalogue

« www.uwisd.ac.uk
* Quick links
» Library catalogue
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o @
Student Support Services

« Support with academic writing
« Study skills

» Counselling service

« Tel: 01267 676830

Email: studentservices@uwtisd.ac.uk

Any issues — you are welcome to contact me in
the first instance.
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Student Union Video

* Video Link
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« Kahoot Quiz — use eduroam or
data on your phone. Go to
www.kahoot.it

* Induction questionnaire

www.kahoot.com
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Activity

* In your group decide what you will have to
do to achieve success. For example,
dedicate a time to study each week,
browse Linkedln for 10 minutes a day,
attend all workshop . . ..
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What now?

« Try to enrol with UNTSD

« Look out for the CIPD email and join as a student
member

« Buy the 2 core books
« Connect with me on LinkedIn
« Set up a WhatsApp group for students

. Start working through your learning plan (I will
email this to you)

« See you on Wednesday 26" September — same
time, same place!
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Induction Questionnaire

Diploma in Applied Human Resources

September 2018

PPPeDIN ©

Question Answer
1, When, where and at what time will the course will be ZECF Honth ona DJE({YGSCKC@
delivered? G204 - Timetebie. -
2. How many modules form part of the programme? o
3, What are the term dates for this year? ﬂs@er breboble
4, | What is Moodle? Onbirg, Bortods
5. | What is Eduroam? Cdt.;g{ b FL LN
6. What is Turnitin? WINEXe Uéifm
Yoo 5 SIGMQAL
7. | Do you know when you are required to hand in work? Os pe- bekcdohe, wen
& | What is the core text for this programme? CrEDaAeeACe BeS
Zebre < hazevdd
9, | Do you know how to access the library catalogue? s LersD wales Wehsite
10. | Do you know who to go to if you have a question/concern Tiatie, Tnopaos [ALSON
about the course? Stodent Reps
11. | What is the name of the Training Adviser? Vhson bolioms
12. | What is the name of the course lecturer? JungTromnmas
13. | Will you be expected to complete work outside lessons? | Y€S
14, |'Do you need to be a member of the CIPD? “es
15. | What support is available for study skills? Jrecent Supaxe
16. | Do you know where the fire-exits and first aid points are  |“4€0
for the building?
17. | How many credits is the programme? <0
18. | What is the length of the programme? S UEOVS
19. | Have you been given the student handbock and time- S
table?
20. | What academic level is this qualification? level S Diromnac

Name: CLARE OASE Bezaoel

Signed:

‘-‘%{_A/

CIPD Membership Number {to be added when available):

Signature of Lecturer: @:\_—-—» .

Date:
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Visual - Atiral - ReadWiie - Kinesthetic - Multimodal

e

[ you have multiple preferences you are in the majority, as approximately 50% of any popuiation
fits that caisgory. .

Using VARK % Multipie preferences are interesting and varied. For example you may have fwo strong

What's new’? 1%

Miore information

Products a3
Cortact Us &
Site Map .2

Copyright @%

preferences Visual and Aural (VA) or Readhwrite and Kinesthetic (RK), or you may have fhree
strong prefersncas such as VAR or ARK. Soma people have no standout scores. Their scores
are almost evan for all four modes. For example die person had scores of V=6, A=5, R=5, and
K=5. She said that she adapied fo the mode being used or requested for her learning. f the
teacher, irainer or supervisor prefemed a writter: mode she switched info Read/wrile for her
responses and for her [earning.

So multiple preferences give you choices of fwo or three or foLr modes fo use for your [saming
and for your interaction with others. Positive reactions mean that those with multimodal
preferences choose o maich or align their mode to the significant others around them. Bui,
some people have admitted that if they want to be annoying they may stay in a mode differant
from the bierson with whom they are wotking. For example they may ésk for writien svidenca in
an argurient, knowing that the other person much prefers o use oniy org! information.

You will need to read two or three or four lists of strategies provided in the VARK Helpshests. If
you have two almost equal preferences please read the study strategies that apply to both
preferences. If you have three preferances read the three lists that apply and simitarly jor those
with four. There is obviously no Mulimodal helpsheet. One interesting piece of information that
pecpls with multimodal preferences have told us, Is that it is often necessary for them to use
more than one strategy for leaming and communicating. They feel insecure with only onea.
Alfernatively those with a single preference often "get if* by using the set of strategies that slign
with that single prefersnce.

Wea are also noticing some differences amony those who are mukirmodal and who have chosen
fawer than 25 options and those who have chesen more than 30. Those who have chosen fswer
than 25 of the options in the questionnaire prefer to see their highest score as fheir main
preference - aimost like a single preference and they use each preference mode singly o suit
each situation. Those who have a fofal VARK score larger than 30 fend to use thelr preferences
in combination needing all their preferred modes fo get a good understanding. To read more
about Multimodality you can download an article written by Neil Fleming here: Muliimodality

@ copyright 2001 - 2014 Netl Fleming
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Pragmatists

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

°'Honey and Mumford 1986
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Cradit and Quelification Framework for Walss Level Descriptors, February 2008

. . Lavel | Summary Knowledge and Application and | Aufonomy and
Modules (Units) Studied: ’ Understanding | Action Accountabifity
R TS P erer MU 5 Achievernent af Use practical, Address broadly- | Take responsib-
wore Midkies (Uit : i1 Level 5 raflects the | theorstical or defined, complex | flity for planning
Developing Professional Practice in BMPD5000 ahility to identify technological problems. and developing
Human Resources and use relevant | understanding to courses of
- . understanding, find ways forward in | Determine, adapt | action, including
Understanding the Business Context of 4 BMPDS001 methods and skills | broadly-defined, and use where refevant,
HR {0 address complex contexts. appropriate responsibility for
. _ broadly-defined, methods and the worlk of
Using a Research Approach in HR 4 BMPD5002 complex problems. | Analyse, intsrpret | skills. others.
Understanding the Contemporary HR 4 BMPDE003 It includes taking and evaluaiz
Function responsibility for | relevant Use relsvant Exercise
Understanding Employment Law <] BMPDS004 planning and information, research or -autenomy and
developing cencepts and idsas. | development to judgement within
1 e ) e ae i Cod courses of action inform actions. broad buf
:_._nmﬁmwm:asm Resourcing and ﬂm_ma 4 BMPD5005 as well as Be awars of the generally well-
Planning exercising nature and scope of | Evaluate ections, | defined
Understanding the Link befween 4 EMPD500E sufonomy and the area ofstudy or | methods and parameters.
[ndividual and Organisational judgemeant within work. results.
Performance broad parameters. -
Understanding Employes Engagement 4 BMPDE007 Italso reflects Undsrstand
Understanding the Management of 4 BEMPD5003 understanding of gifferent
Employment Relations different perspeciives,
Understanding Coaching and Mentoring 4 BMPDS500S perspeciives, approaches or
in the Organisation approaches or schools of thought
Understanding the Management of 4 ENIPDEG10 schools of ﬁsoc.m_.; and the raasoning
Change and the reasoning | behind them.
behind them.
_ Students should note that the expsctations and demarnds of work at Level 5 is higher
e o . than those at the. CIPD Foundation Certificate in Human Resource Practice Levei 3,
Contributing to Resourcing and Talent 8 BMPDS011 and that this will be reflected in the assessment and Hmﬁxﬁm of the modute
Planning in the Organisation assessmeants.
Contributing to Improving Organisational 8 BMPD5012
Performance
Confributing to Employee Engagement in 8 BMFDS5013
the Crganisation
.Omﬂﬂ_.mwow_mzm to Coaching and Mentoring 8 BMPDS5014
in the Organisation '
mm:S. buting to the Management of 8 BMPD5015 PROGRAIGME OF STUDY
ange .
. The Leval 5 Diploma in Applied Human Rescurces is comprised of 18 units ~ & Core

units, 6 additional knowledge based units (Group A units) and 5 competence based
units {Group B units). Group A and B units have been pre-selected by the University

Module (Unit) details are comrect as of 21¢ February 2018 and will not normally be from a range of units offered for this qualification by the CIPD.

changed during the year. In the unlkely svent of the Schoal having to make changes
to these details during the year, you will be notified in writing. You will be able to find

the module (unit) descriptor on the Moodle page for the programme. Level 5 Diploma in Appiied Hummen Resouroes =80 oredits (ACF).

26 credits from all core uniis
24 credits from Group A
40 credits from Group B

Guided Learmning Hours
The CIPD guided leamning hours for this programme of study Is 450 hours:

250 hours fo cover the core units and Group A optional units.
200 hours to cover the Group B optional uniis
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Improper interference with the activities of the
University (including academic,

administrative, sporting and sociaf) on University
premises or elsewhere
Improper interference with the functions, duties or

activities of any student or employee of the
University or any authorised visitor to the University

Behaviour which has damaged or could have
damaged the reputation of the University or the
University’s relationship with the local comiinty

Formal Warning

Compulsory attendance at a
workshop/coaching session

Written Apology
Rehavioural Contract

Formal Warning

Compulsory attendance at a
workshop/coaching session

Written Apology




Apcendixc 15

Champrioning belter
work and working lives

Membership no; 53280348

Mrs C L Berner
Broadeves
Llangorwen Clarach
ABERYSTWYTH
Dyfed

UNITED KINGDOM
SY23 3DP

UKB4W(5328034/18925
25 September 2018

Welcome to your CIPD Student membership

Dear Mrs Berner

Congratulations on joining our worldwide community of over 140,000 HR and L&D practitioners, including over
17,000 CIPD student members. You'll find your new membership card attached to this letter. Why not share your new
membership status @CIPD #CIPDmember #CIPDstudent '

Work smarter using your CIPD Student membership
You'll find tips and advice on making the most of your CIPD Student membership in the enclosed booklet, or at
cipd.co.uk/student-welcome

You will discover time-saving and effective ways to stay sharp, connect, inspire, innovate, lead, support, excel and
continue your professional development..

We're here to support you

If you have any guestions about your membership, please contact our customer service team
(Monday to Friday 09:00-17:30) on +44 (0) 20 8612 6208 or membershipenguiry@cipd.co.uk
Yours sincerely

\FC!WKQSSQ\ Q&) WASEAL

Vanessa Robinson
Director of Membership Services

Mrs C L Berner - Membership no: 53280348

Charterad Institute of Personnel and Development President: Professor Sir Cary Cooper CBE Academic FCIPD
151 The Broadway London SW19 1J& United Kingdom Chief Executive: Peter Cheese Chartered FCIPD

T +44 (0)20 8612 6200 F +44 (0)20 8612 6201 Registered as a charity in England and Wales (1079797)

E cipd@cipd.co.uk W cipd.co.uk Scotiand {SC045154) and Ireland (20100827}

Incorporated by Roval Charter
UK54W/691112/383969/470/CardS
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Introduction

The author of this report explains how the HR Profession Map, in particular the professional
areas and bands define the HR Profession; why the Behaviours are essential to being an

effective HR Professional.

The Profession Map

The CIPD Profession Map was introduced in 2009, it is utilised worldwide in all sectors and
organisations (CIPD, 2015). The Profession Map is a tool that is used and defines all aspects
of an effective HR function.

There are ten areas of professional competency that are applied to the HR profession, two sit at
the core of the business/organisation (CIPD, 2015):

« Insights, Strategy and Solutions: Understanding and knowing  the
business/organisation, what its current objectives and aims are and what they might be in
the future.

e Leading HR: Leading and contributing to the HR function, taking responsibility for
yourself and others; guiding, supporting, developing and measuring their actions within
the organisation.

These areas are aimed at everyone; anyone starting out in their career and HR professionals,
working within your organisation or external consultants (CIPD, 2015).

Employee Grganbation %
relations B evelopment

Employee Regnurcing
engagemont and tatent
planiing

Performiance
gnd reward

{ et o T I B
| Eight behaviours: ! %Ten'prof_esswnal;areasi | . Feitir barids of professional tompetence l

(CIPD,2015)

A HR practitioner will need an in depth understanding of what the business objectives, aims and
goals are; understanding the business/organisation strategy, so they can support and guide the
workforce, achieving its objectives/goals and solving any issues where necessary. A successful
practitioner will require the skills to lead and manage the HR function, ensuring business needs
are met and being business savvy (Johns and Perkins, 2016).
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The eight professional areas surrounding the fwo core areas are. Organisation design,
Organisation development; Resources and talent planning; Learning and talent development;
Performance and reward; Employee engagement; Employee relations and Service delivery and
information. These are the functional day to day disciplines. HR pracitioners may have a
specific role within an organisation, which will depend on the relevance of which discipline they
fall under in the professional areas (Woodhams, Perkins and Wilkinson, 2016).

Employee relations involves ensuring relationships between employees and the organisation
are appropriately managed, ‘adding value’ through effective people management (Johns and
Perkins, 2016). Stepping in before issues have gone too far; working within policies,
procedures and the faw. In my role | assist the team throughout the various processes; from
grievance; disciplinary; mediation; dignity at work; capability; whistleblowing; arranging the initial
assessment of facts, investigation interview process and transcribing thereof, right through to
disciplinary hearings and appeal process to the final outcome. To be able to assist in this
process, | need to be aware of the policies and procedures of the organisation and adhere to
the specific timescales set out in those policies, along with the codes of practice and current
laws and being an effective ‘thinking performer’ is vital to the role (Johns and Perkins, 2016).

The behaviours that | would need to display:

Collaborative: “Working together as a team, sharing knowledge/information with each other".
This involves sourcing external investigators, fraud team/internal investigators from Hospital's
within the Health Board. Sharing best practice and working together efficiently and effectively
towards the end goal. C

Driven to deliver: “With the aim to complete all witness interviews, statements, Investigation
Report, management statement of case, disciplinary proceedings and outcome”.  This
behaviour is important to drive forward and deliver all required documentation, in order to set up
the hearing to time benefiting the organisation.

Skilled Influencer: “Persuading/negotiating with others to abide to timescales”. This behaviour
would be required when setting up a hearing; contacting the investigating officer, disciplinary
officer, professional advisor, workforce & OD representative, trade union/representative,
employee/witnesses. Ensuring availability within designated timescale, in the best interest of the
organisation and employee.

On the outer edge of the CIPD Profession Map are eight behavioural areas. These are Curious;
Decisive thinker; Skilled influencer; Personally credible; Collaborative; Driven to Deliver;
Courage to challenge and Role mode! (Woodhams, Perkins and Wilkinson, 2016). These are
explained in Appendix 1 attached hereto.
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Collaborative/Skilled Influencer: Behaviours | use in my HR role along with ‘thinking
performer. Managing sick absence, interrogating data, reasons for high sickness in certain
departments/areas in the organisation. Being proactive, working collaboratively/speaking with

the manager to see if there are issues. Disciplinary investigations can cause absence due to
stress, OH referral regarding wellbeing could be actioned. Employees hitting triggers points for
absence require actioning sickness absence policy process; influencing skills trying to get
employees back to work, supporting as required. Poor management and staffing shortages; this
way you can get to the root cause, find ways of improving the situation.  This could be
recruitment drives: mentoring; training of an underperforming manager; communication and
working collaboratively with others is key.

Role model: An important behaviour in my HR role, setting an example; being professional,
behaving in a way which you would expect others to behave. Being early/on time for work and
returning promptly from breaks. Working within policies and procedure, adhering to the code of
professional conduct and adding value.

HR practitioners are required to display eight behaviours to carry out their role across the four
bands of professional competence (CIPD, 2013). These are applicable to everyone working in
the HR function, generalist/specialist. ~ These bands are flexible, defines which stage a
professional is at in their career. Band 1 relates to someone starting out in their HR career, an
administrator; to band 4 being in a leadership role in an organisation (CIPD, 2015).

The four banded areas and what professionals contribute at each stage of their career is
defined in Appendix 2 attached hereto, (CIPD, 2015).

CIPD (2015) Profession Map explains “what you need to do, know and how you need to do it
within each professional area at 4 bands of professional competence”.

it is a framework which helps HR practitioners develop in their career; identifying further
professional development. Mapping out activities, knowledge and behaviours in specialist
areas on the map, to develop and succeed in their career (CIPD, 2015); making them
effectivefefficient.  Striving to keep up-to-date with new developments, though CPD
planning/appraisals/PDP’s, developing new skills, training and CIPD qualifications (CIPD,
2015), this enables a practitioner to eventually transition through the bandings.

Conclusion

A professional can be defined as a member of the CIPD or traits thereof. The map underpins
skills, behaviours, knowledge and criteria of membership to be successful/effective professional.
Concepts of ‘thinking performer’, ‘adding value’ and being ‘business savvy' are important
characteristics to becoming highly effective/efficient ~ Everyone should abide by the code of
professional conduct and ethics, displaying they have behaviours, knowledge, skills and
experience set out in the CIPD Professional Map (Johns and Perkins, 2016).

Page 9
Clare Loulse Berner - CIPD Level 5 Diploma in Applied Hurman Resources Higher Apprenticeship

10: 1810268




5CDPP — Developing Professional Practice in Human Resources

ACTIVITY 2

Appendix 1 — Behaviours that are required by a HR professional

s future-focused, inguisitive and open-rindad; seeks out evolving and innovative ways to add value to the organisation.

emonstrates the abllity to analyse and understand data and information quickly. Uses information, insights and knowledge
lin o scructured way to identify options, make recommendations and make robust, defendabie decisions,

IDernonstrates the ahility w influence to gain the necessary commitment and support frem diverse stakeholders in pursuit of
rganisation value, .

Builds and delivers professionalism throungh combining commercial and HR expertise to bring value to the organisation,
?stakeholders and peers.

Works effectively and inclusively with a range of people, both within and outside of the organisation.

ID emonstrates determination, resotrcefulness and purpose to deliver the bestresults for the organisation.

hows courage and confidence to speak up skilfully, challenging others even when confronted with resistance or unfamiliar
Ircumstances.

onsistently leads by example. Acts with integrity, impartiality and independence, balancing personal, organisation and legal
dparameters.

(CIPD, 2015)

Appendix 2 - Four bands and transitions of professional competence

process delivery.

consequences.

analyses.

Ban4 1 Band 2 Band 3 Barnd 4
RelationshipiDellvering et Tecime Consultant, co-operative el . N '
with cliene Fundamentals. Adviser, lssues-led, parmer. Leadarship colleague, client confidante and coach.

Leading the functlon or professional area,
N Advising and managing Leading the professional aves.
Client suppoitand . * . "
o indlividual or team-based Leading the organisation.

processing aclVily. | ran resource issuss and
Focus of pwi;lenas ce [55hes Addressing the HR challenges at
activity . the organisational level. . i -

[inediate and Developing the organisational strategy.

angoing. _—

Cutrenter near tetm, i . b
Medium and longer term. Developing the HR strategy, Partnering with the
client,
§ Uncerstanding the issues  |[Understanding the functional
Providing A h N . .
. i and parameters, issue and business realities, providing [Understanding the organisational and industy
Whera thine {Information, N . A ! A .
. ¥ i - analysis, evaluation, insights and linkages, flexible  [realities and the cllent’s needs, developing strategles
15 spenit rranaging thata, . . 4 T "
solutions and likely and innovative solutions, risk  |and plans.

Facts and information.

1ssues handled,

ideas, insights and challenge.

D i .
Service to eEIv&rmg‘ P rOoCEss "Safe haven’ for challenging discussions around the
e client || anentals. Process hard lssues, surfacing and reflecting "the trugly’
nelient | nart, Flexible aptlons and soruttons ssties, surfacing and reflecting ‘the truthy’,

Pence of mind. recommendations, "

Cxecution excellence,

iy s ol s e
eusires i il ity and s Fatis y resalved. Lead team colleague. Saught by clientas

= [running. development and performance coach.
Remect business. Seat at the leadership table,

Client satisfaction.
Relative
sEll batlanaaly 50:50 60:40 30:20
Behaviours:
techniool

(CIPD, 2015)
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3.1 Basic Project Management Techniques

Infroduction

Bronglais General Hospital currently has 49% vacancy rate on wards, within the
Nursing and Allied Health Profession. The impact of being unable to recruit due to
being situate in a rural part of Mid-Wales is causing serious pressure and
implications to patient care, this could in fact cause closure of various wards due to
unsafe practice.

There have been various recruitment drives both on social media and within Hywel
Dda. Filming of employees from services that require recruiting to and why
Aberystwyth and Bronglais are a good place to live and work. There has been major
building work within the Hospital; a new state of the art Theatres and a new lift has
been installed with Government funding, to enable the Hospital to bring in more
services to the area, along with job opportunities. Therefore, it is vital that we bring
in a system to retain new starters.

Findings

Project management is a defined process which needs to go through all the stages
of the project cycle to be successful; which is in 5 steps according to Horn (2009)
namely: Defining; Planning; Implementing; Closing; Evaluating.

Initiation

The initiation stage is the first stage of the project in which discussions with took
place with the General Manager of Bronglais General Hospital; regarding setting up
a group of workforce champions, for new recruits to try and retain vital staff that are
required to run the wards and give patient care. The General Manager was in
agreement that this could help improve the situation and benefiting the organisation
and employees’ wellbeing, by building morale into the workforce. She suggested
that we take the project plan to the Ceredigion County Partnership Forum for a
decision, which would involve Directors, Senior Manager and Trade Unions, as this
was only a small project for Bronglais General Hospital and would not heed an
Executive decision. So, no Terms of Reference were drawn up.

My project was to plan and implement a support network to help retain new recruits,
we have a diverse workforce and it can be hard for new members of our workforce to
adapt in a new country, new area and also living in a rural part of Mid Wales.

It can be very difficult and for staff to adapt when coming in from abroad, especially
from countries like [ndia, Pakistan, Saudi Arabia and Egypt. We have recently found
that sometimes it is too late to retain the staff; by only find out during Exit Interviews
what a challenge different cultures face.
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We recently had a member of the Medical Team leave, he was very happy in his job
and his children were settled and happy at school, but his wife did not integrate
within our community and felt quite isolated in a foreign country not knowing anyone.
This was the only reason why he was leaving his post. If the Workforce Department
had knowledge of this before it was too late, we could have helped with the situation

Planning and Design

| was asked by the Senior Workforce Manager to source around 15 champions
which could be a point of contact in our organisation for new recruits. This would
enable a new recruit to feel welcome and have a point of contact if they needed help
or information, they could point them in the right direction. Working within a large
organisation and various departments off site at other locations, this would be a
helpful source of information.

We had a brainstorming session to discuss who in our organisation is likely to be a
great knowledgeable point of contact, also taking into account culture and ethnicity of
staff involved to create a balance. No system has been in place like this before so
had to be started from scratch.

| produced various documentation; posters for wards, mini job role and a Gantt Chart
for planning purposes, documentation is annexed hereto, (Johns and Perkins, 2016).
As this project was small it didn’t require to follow a larger project design. A larger
design project would involve work structures broken down, team structure, schedule
showing phases, ‘milestones’, budgets, risk and contingency. The planning was
carried out from top-down process (Horn, 2009).

Execufion

Once the members of staff were in place, my action plan, which was my Gantt chart
was nearly complete; | asked that the champions let me know how things progressed
— communication in this project is key and the main objective. This stage of the
process is where the objective and goals are met and implemented; a larger project
would involve more outputs, like finance and progress of phases (Horn, 2009).

Monitoring and Controlling

Feedback communication from staff and managers of how things are progressing.

Completion

Reviewing how successful the role of champion is; how they are feeling about their
support role; how new staff are settling in and any improvements required; what is
working well along with lessons learnt.
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3.2 Basic Techniques for analysing and resolving problems

Resolving Problems

There are numerous problem-solving models, but this is leamt through continual
practice and which model you adopt for a specific project (CM, 2018). There is a 6-
step approach to problem solving using a collaborative and systematic approach to:

+ Define the problem — identifying the issues encountered, communication is
key ,

o Determine the cause — factfinding and best solution - fishbone diagrams,
pareto analysis, affinity diagrams can be utilised

« Generate ideas — solutions and action through brainstorming, mind mapping

e Select the best solution — analysis and decision making, this can be done
through trade-off analysis

e Take action/monitor — when a solution is sourced; implement; monitor and
evaluate.

(CMI, 2018, Free Management Books, n.d. and Halabi, R 2017)

3.3 Methods of Influencing, Persuading and Negotiating with others

Effective influencing according to Yemm (2008) comes from the following:

Friendly and assertive -
Empowerment

Vision

Build alliances

Expertise and knowledge
Bargaining skills

By being able to communicate in a friendly way and ask the champion’s opinion, by
asking how they would feel to commence employment in a totally new area and not
knowing their surroundings, or even in a new country and not knowing anyone.
Encouraging champions to get involved and build a new effective and efficient
workforce, boosting morale and being one big happy organisation. If negotiation is
required, a ‘win-win’ situation and compromising along the way, being effective in
negotiation skills is a must (Johns and Perkins, 2016). :
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Louise Berner {Hywel Dda UHB - Team Secretary)

From: Gina Calianan (Hywel Dda UHB - Warkforce Manager)
Sent: 14 November 2018 409:20

To: : Louise Berner (Hywel Dda UHB - Team Secretary)
Subject: welcome project

Foliow Up Flag: Follow up

Flag Status: Flagged

Hi

As per our previous discussions — please can you create a poster to inform new employees, on local useful numbers,
but also give numbers of staff who have agreed to be “welcome champions”
You will need to find out the numbers — decide which ones are appropriate
You will need to ask 15 or so staff from around the hospital if they are willing to become welcome champions, and if
we can use their contact numbers
You will need to explain to those staff what we would expect from a welcome champion- you will need to create a
“mini role description to illustrate to them
Included in the role description — but not limited would be

‘a welcome face -
provide local informatian if asked — signpost
provide useful information if asked — signpost
tf-willirig meet outside of work to introduce new starter to social groups outside of work- or signpost to groups-
be willing to take phone calis from the employees in their first 12 months, on various settling in queries
feedback to manager or Waorkforce, if information is shared which indicates that the employee is not settling, or has
complex problem that welcome champion is unable to “fix” so that appropriate action can be taken by manager or

wo rkfo rce

Y

SEULI

kind regards

Ga

LS

Gina callanan =
Uwch Rheo!wr y Gwetthlu /Senior Workforce Manager

 dd Iechydd Pr|fysgol Hywel Dda / Hywel Dda'University Health Board
\Bronglals Genera} Hospital-

Caragdog Road

Aberystwyth “5Y23 1ER

Rhif Ffor/ Telephone 01970 635658

B 5658 ¢

:&hif‘Ffacs/Fa;éNumber 01970 635599 :

E=bpet / E-mall: mailfo:gina.callanan@wales.nhs.uk

Bwrdd Iechydd Hywel Dda yw enw gweithredol Bwrdd Iechydd Lleol Hywel Dda
Hywel Dda Health Board is the operational name of Hywel Dda Local Health Board
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5CDPP - Developing Professional Practice in Human Resources

ACTIVITY 3

Croeso/Welcome Champion Role Description

You will be the face of the Croeso Champion, supporting new members of
staff during their first 12 months at Bronglais General Hospital.

1. _'You will be able to provide new members of staff, local information to
enable them to settle into their new town and surrounding area, or
signpost if required.

2. Provide new members of staff with useful information if asked and
signpost.

3. Willingness to meet outside of work and introduce new employees to
social groups, or signpost to groups that would be of interest.

4 Willingness to take phiqne calls from employees in their first 12 months
in post, on various settling in queries.

5. Feedback to Line Manager and Workforce if you feel that employee
isn’t settling in; or if information comes to light that the employee is not
seftling; or has a complex problem that you are not able to “fix"; so that
appropriate action can be taken by the Line Manager or Workforce.

If you would like further information with regard to the Champion Role, please
contact:

Louise Berner, Team Secretary, Workforce & OD Dept, Bronglais General
Hospital Tel: 01970 635782 Ext: 5782 or email: louise.berner2@wales.nhs.uk

Clare Louise Berner — CIFD Level 5 Diploma in Applied Human Resources Higher Apprenticeship

ID: 1810268
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Louise Berner (Hywel Dda UHB - Team Secretary)

From: Gina Callanan (Hywel Dda UHB - Workforce Manager)
Sent: 13 September 2018 11:53

To: Louise Berner (Hywel Dda UHB - Team Secretary)
Subject: Recruitment information links.docx

Attachments: Recruitment information links.docx

Follow Up Flag: Follow up

Flag Status: Completed

Hi

Can you put meat on this, using internet links - thanks




Recruitment

1/ Temporary accommodation - links to bunkhouse and b and bs
How are they welcomed — do they have a buddy? Dawn to assign
Links with university - sports and gym membership — internet link
Information on schools and nurserys — internet link
Information on estate agents —internet link
Information on living here on the intranet — intranet fink

2/ Information on the hospital
Wards and contacts - map of the hospital
Policies




HOg 1o evlopliopy Alelal0ag wWies | Jaulag asinoT] fg

S}iNI29Y MaN
10} uoljewoju] [njasn

pleog YeoH SUSIoAlUn
epd [BMAH
joBsALIg PAYDD] PRIMME




.:E:z.
=2 PERREHOOOT _ DRSO -H_ T

HVI e ﬁ -..-_ isﬁ nC.“HH“m

WP RV [rinEee

UIAM}SAIeqe-0}-opINb-ispIsul/uolbIpaIsd/Sojem
~pIW/210[dX8; W00 SO[EMISIA MMMW//:dlY
yAimisAiaqy O} aping Japisuj e

v_j.wr_c.wo_o_.25>>>\\”waﬁ—r_ sqgorr SHN e

SWoU/Z9g/SN|dSa)ISHN SYU SS[eM MMM//.AlY
jeldsoH |eJauag) siejbuoig e

|eJauan)

pieOE YIESH AsieAan J 4 -
epd PMAH mi i %Q.lu

joBshyd pAupsy ppamg | T ﬁxghx




IR m A RTHOT

ol ——t

o Yol
p »
& ) B et

mm:o;xcso_\wgoﬁ_w_z_‘_mzs.omgogm.????waﬂr_

d- AusieAin 8u} 10

MOJQ MUl| U} UO YOI1|0 8SES)
00y SIOUSIA @

yed ‘esnoyjung syl ie UOI}EPOLUUIO

uonepowwoddy Jeiodws |

epa il

qum%_mwxﬁ_m._wzz: W_M:/__ u
(oBsiyud pAgas) ppamg ?







v_:.oo.£>>zm2ogmmc_._m_o;w.zs;z\dﬂ;
91109 0,610 SNOH 1song) auljsioys e
vyZ19 0,610 S0BlSL suueN 97 ON ®
086929 0,610 DBullysvy e
v_:.oo.mw:oﬁmm:c.cmEmE_m;.z,>>>>:..8E
7L $29 0,610 9snoyiseny uewswioH e
Eoo.cc_._m_Emha.>>>>>>:”maﬁ;

996 212G 1280 uuj Jeiwsld ©

1Skiaqy ou3 punoie S,834d

annva ol
pIEos UMESH MISBAIIN / SHN No,fm
Wit R Y

epg PMAH | /5y

[obsAaiig pAYIa] ppImg




5>>Bm>hmnm§:.oo.mc_._co-w_m_ucmxm_m.>>>>>>:”9.E
0009€9 0,610 SIBPUEXSIY @
WA
>zw>‘_®gm\wo;ocm.52:.oo.w_.ocm.cc;o_?z?:”wazs
2000SE 0,610 stoueld uyor @

wan,q..QEmm:mc_._cOv_:.oo.mao>.2,>>>>
edoA @

5 sypngo|dind” MMM

£>>zm>hmn<\mm>w2:.o
syolig o|dind @

epd _mw)?hI AW AL -
ogsfapa e o | DD e’

Sjuaby Bume 1/siueby 2jelsd

preod YAEsH fusaaalun / WIZ QA &



e Bt

o
SuapLos S BN
Aniqose Sk

o T

e G /p TN ~ »
P i

g
—r.‘ o

oo TeRdaBy MMM/ ORY
€£G979 04610 yuewebeue Auadold ATV ¢
| V_:.oo.mm_.tmao._awE:..B_‘; |
56,19 0,610 samedoid SW ¢
Eoo.w_.__m_uo_m.zé?:..maﬂ;
091929 0,610 OO Q sij|3 palv @
v_:.oo.mmoh-z,m._.zs,;:..maﬁ;
6,119 0,610 sooy-Mmey Wi @
v_:.oo.>tmaoa-_.£:..BE
656219 04610 souol @ YeqieH pAo| e

ohe

epa PMAH | Faw

pieog YIESH AHs22AIUN b
joBsAjlid pAUa] PRing



WA

= SRS SODOR | Eon i SR T

8
Aaniqosip £

V_:.oo.macEm_aer

MWW/ AHY

JG//190.610 PV joqy Pumpe1dois | @

v_:.oo.>tmaoac‘_m%m5..m§;
796679 0,610 JuswoebeueiN Auedold uleipsy ©

v_:.oo.v_sz._maoa E.BBB:..&E.
GG/209 0L610 spume Auedoid LV @

020529 0/610 °100d ? |

v_:.oo.__m;w._met._oE.z,BB:..wBE

leysie|\ SO ©

v_:.oo.mmwﬂmm-mcgm,a:_ﬁ.>>>>>>:..82
ceeGZ9 0/610 SUBAd dijiud ®

epd 1BMAH | 5w
(oBsAiLd PAUDBI PRI

pI2OG LAESH AUSIBAT / cL

uzprE
B8 e e .I.M‘
P BN - R [eniueBl o




T S T LTINS —
T e SYEIDOO [ritma) o
| @ﬁ, BRI o e
’ (. et w3 v

o)
e
Preiou el [ ]
G =3 O aruMpAu B3I

NN 00°Sbums|pb mmm//.dny
001€29 0/610 sbume71 o e
oo bumaiage Mmm//:sdny

00069 0,610 P11 Aoueynsuo) spiemp3 shid e

yN-00 bums|-uteped mmm//isdiy
0G£.29 0610 luswabeue|y Auadoid uieped e

Sjuaby bunje-/Sjusby ojeis3

=
pieog ylieeH Ausiealun % %
epg [emdy m _|_ Z

THIWA §

toBsApud pAude] ppimg O_D R




W BRISSE[d 3N B0 JIOBUOIDIPaIad MWW/ -d1jy
615129 0/61L0 oY uoibipala)

>“__c3EEoo\o___._wgmnEmEB:cmomtoamEmE:.om.hmnm.é\\“arc

‘Ilem Buiquuljo Joopul pue yoel) Buiuuns woQy

a3yl asn 0} Ajjige snjd ‘seoioyo Jo abuel spim e aABY USIUM YoaM e Sasse|d
as1oJexa dnoib oG 0] ss800k ‘uoIonpul 8a1) B Yum sealde WADL g |le Jo asn
‘eunes pue j0od ay} 0] ssos9%e paliwijun yels saAlb JuswAed Ajyiuow ay |

‘YJjuow e /Z3F e siaquisul
yers SHN 0} palayo si siyl Ing ‘yuow Jad g¢3F si diysisquaw AJlunwiwio?))
‘pIed (| Jels JnoA Buimoys uo ‘aljuen suodg Alisisaiun yiAwsliagy
1e diysiaquisy AJunwilo?) uo Junooasip %0 @A1e991 ues Jeis SHN
91US0SHods/Uspjn OB Jaqe MWW//.SAdlY

082229 0,610 @5uaQ spodsg Ausianiun yimishieqy e

uoInealday/saiuan spodg

pleog Yipean Ausiealun
Bpq [PMAH
[oBsAitid pAYDa| ppamg




ALY I
o2 SO ADPLIIOD EYES v

SESN ER TEEO00N [ ag

A o STELTI i

k. =0 4 e T.....%maﬁEMM_ s

UuoIbipala)/Alunooydieas/wjo sjjnsal yoie

9S AISsSinu Aepn 09 salasinuAep MMmm//:sdny
salldsINN Ae s.uaipiyn e

nina] wij Yn‘Aob uolbipaiad’sly//.dny L8l /.S
GG 0 ©2IAI8S uoljewsolu| Ajlwe4 uoibipaian) e

uoneosnpa

-S|O0UDS/JUspISaIN N AOD UOIBIpaIad” MMM//.SAdNY

1880.G
G{#GL0 uoleonp3 pue sjooyog uolbipala) e

uonesnp3

55TV AR i ¥
pIROg LI{BDH ASdBAlUN # D LS
epa |omAy Mu._l_ 2 f. 2

jobsistd pAgoet pramg O_O ﬁgdw%u




. - m A= S 4
- SR e e
; g2 [y
3 : 4 w et DK Wu?wauqﬁ.nﬂmm_

)N bio siejbuad;/:dny
118%29 0,610 @AIsusyaidwo) sie|busd e
wiod'sgam ueppliabob//isdny
00L€28 0,610 AlesinN uepplebog se|d
WOD Alasinu-s|abue-sjii| MMM//:sdny
619519 0/610 s|obuy o[
)}N°09° 'yoeqsauwl mmm//.diny
82929 0,610 yoeg Sa|\/suiooy a1
yoeqgnewed/NJWAD ulyjisw mmm//.dnu
GG96E9 0/.61L0 yoeg newe) e

uoneosnp3

STV M Ay
pieog ynesH AlsieAlun SH s o 5,

E 9,
epaemi | 7y 5 CALPD
Vo, %ﬁ_
it

[oBsAjusd pAgal ppima | TY[ Y !




—
T SRR s
o s

j=1 =] FAtT—
walce 3 Aniqpe e
uﬁ-\l;ih!vn S
=kl a1 L] e

| SNn-]
DBJuod/Us N yds uoibipaiad Bippamuad//:dny
_ 66¥6€9 0,610 Bippemusd [OBSA e

uonesnpyg

pIe0g UESH AUSIBAIUN | & LN !
epqQ [PMAH m. _|_ N
[oBsAypd pAudal pRisg



SUBAZ (OLOBY
US40y BulLOg

Kovuueyq

SMaIpLY UiHE

SO99IA195 |2)30H

sineq] suiem
soluer analg

sAayog

sl eebuy

sjuanedng

uging inhoep

JUDWUSSISSY-21d

HHUIG velipy

BuLiajes

Apueig sucwig

Amueg A

R

Adoasopug

SABQ UMEC]

ueljuamo

duwen sawer shux

n.i

aseylnd jasebiepy

uebiopy Joues|3

sqe]

yaleUs ey

Key-x

sWweIIA sAeD
JOIUSS SPIEMPT SLIUD

ABY

saybnH asino

peieybuy

SEONT Uaey
SII[T BLORIA

Aderaypoisiyd

sajeg wi0D
soyfiny Aey

Kiafung Keq

S988/L988/0988/909%

sajeg oD
saybnH Aey
WBLAR ApUsas

aneayl

9695/V19S

Gosuyor SN
uBwWIOg 8ng

Bipasan

(474

[EN
J0jfe) eAue|
19YS0H 8JerD)

Bunapy

SZ68 98/786S

salwler yleg

Amisp

or9s

suenT 25IN0T

uouueIyy

[FRAQT 21093
uosIeH UBMIS
sauop uaileg]

11er0"] Siageg
UOSLUBH UBMIS
SAUOT UaLEQ)

HLMIMAFOL

SEYASOOTE

A 2
.
-]

pieog yneaH Alsisaiun

e [BadY

jofisiiiig pAuos) ppimg

wascriera
ADP1IIOD KT )
Avqeap B

(e
Lt il =
L e L =1=]




PRaQeuUn uaa
S irer ey

Hog Aeleioag weaj

92UOPIOM

¢8.S Jaulag asinoT
HOg Aoueoep

CLLS 10SIAPY 22JOIOAA
HOJ 10SIAPY 22J0PHOAA

GlLEG Ny suusyle)
labeuey a2I01410MA

2986¢¢ L9210 82130 Yueg
¥OLG l1oiAed
Jdaq 9210DI0M

6CLG/ETLS abpo siepod |
£ees sal01g salne alig|D
0LLG s9jelsy : uosiLeH Aqai
998/ UOSLLIeH pIAR(] $99al0) BUILLT
oz68 auoyg 1zury Hemg eliy
oraes sSauor ume( RemeyeH alnen
99%5 soineq [ezeH wnjing noT

pleog W esy AlSieAlun
2P [BMAH
joBisAjid pAuds; ppumg




apeEm gy i i i = 157 |

by Lot T % [er——
e hnis TomIE | pRegous voaym
- W N s e B anuendd 2301

N R TTSOOoT PSS eer
&

(g} Jsbeuey
voddng adiniag

wea] juswabeuey
ajellAwinLL] JelidsoH jesauac) siejbuolg
alen pajnpayoasun
ajelo)oalq suoieladQ
pJeog ynesH ANsioniun epq [emAH" " e | SHN

Bp( PMAH
fobsAsiad pAUdat ppamg | MMy M)

ol
(EaieA T




! eudsoy
lIpreuay siejbuoig)

_ac_ﬁu.;\*% .

el GO ShNNEd SEHD-Y

Y

pizog wiesH fusiean | SN 47
2p [2mAY oHN

toBsAfid pAyse] ppamg

(15 A T




i

Louise Berner (Hywel Dda UHB - Team Secretary)

From: Gina Callanan (Hywel Dda UHB - Workforce Manager)
Sent: 21 November 2018 16:31

To: Louise Berner (Hywel Dda UHB - Team Secretary)
Subject: RE: Process for file tracking.xdsx

thanks

kind regards

Ga

Gina Callanan
Uwch Rheolwr y Gweithlu /Senior Workforce Manager

Bwrdd Techydd Prifysgol Hywel Dda / Hywel Dda University Health Board
Bronglais General Hospital
Caradog Road

Yerystwyth  5Y23 1IER

..if Ffon / Telephone: 01970 635658

Ext: 5658
Rhif Ffacs/Fax Number 01970 635599
E-bost / E-mail: mailto:gina.callanan@wales.nhs.uk

Rwrdd Techydd Hywel Dda yw enw gweithredo! Bwrdd Iechydd Lleol Hywel Dda
Hywel Dda Health Board is the operaticnal name of Hywel Dda Local Health Board

From: Louise Berner (Hywel Dda UHB - Team Secretary)
Sent: 21 November 2018 16:19

To: Gina Callanan (Hywel Dda UHB - Workforce Manager)
Cc: Louise Berner (Hywel Dda UHB - Team Secretary)
Subject: RE: Process for file tracking.xsx

Hi Gina

- I've put this together, let me know if you would like it amended in any way.

Kind Regards

Louise Berner
Ysgrifenyddes Tim/ Team Secretary - -
Gwetth!u/Workforce AN

v,

Bwrdd Eechydd Pﬂfysgo[ Hywel Dda/ Hywel Dda University Health Board

Ysbyty Cyffredinol Bronglais General Hospltal
Ffordd Caradec/Caradog Road

Aberystwyth

8Y23 1ER




Rhif ffon/Tel no 01870 835782
EXT:5782 - -~
Rhif ffacs/Fax no 01970 635599

E-bost/E-mail: louise.berner2@wales.nhs.uk

From: Gina Callanan (Hywel Dda UHB - Workforce Manager)
Sent: 21 November 2018 09:43

To: Louise Berner (Hywel Dda UHB - Team Secretary)
Subject: Process for file tracking.xIsx

Can you put this on powerpoint, showing arrows - make a flowchard, or word if its easiwer thanks




Louise Berner (Hywel Dda UHB - Team Secretary)

From: Gina Callanan (Hywel Dda UHB - Workforce Manager)

Sent: 21 November 2018 16:32

To: Julie Bassett (Hywel Dda UHB - Senior Human Resource Adviser); Petra Newman (Hywel
Dda UHB - Workforce Managen); Lisa Hughes (Hywel Dda UHB - Senior Workforce
Advisor)

Cc: Louise Berner (Hywel Dda UHB - Team Secretary)

Subject: file tracking process

Attachments: Process for file tracking.xlsx

Hi

Please review and if you are happy, | will email Steve

kind regards

Ga

. na Callanan
" uwch Rheolwr y Gwelthlu /Senior Workforce Manager

Bwrdd Iechydd Prifysgol Hywel Dda / Hywel Dda University Health Board
Bronglais General Hospital

Caradog Road

Aberystwyth  5Y23 1ER

Rhif Ffon / Telephone: 01970 635658

Ext: 5658

Rhif Ffacs/Fax Number 01970 635599

F-bost / E-mail: mailto:gina.callanan@wales,nhs.uk

Bwrdd Iechydd Hywel Dda yw enw gweithreddl Bwrdd Techydd tleol Hywel Dda
Hywel Dda Health Board is the operational name of Hywel Dda Local Health Board




SCDPP - Developing Professional Practice in Human Resources

ACTIVITY 3

Proiéct 2
Flow Charts

| was asked by my Senior Workforce Manager to compile two flow charts to ensure
the wards in Bronglais Hospital follow the same process/system with personnel files.
Wards when they currently send files to the Workforce Department do not know if
they have arrived at the destination. There is no current standard process in places
stating what they are required to do; files can get lost in transit or could end up at
different departments. When a staff member transfers from one department to
another, their personnel file doesn’t always follow them to their new post and
eventually when that staff member leaves the organisation, Workforce could end up
with over 10 files during their career.

Therefore, | compiled two flow charts with processes for when a file is requested by
another department or Workforce and a separate flow chart for when a staff member
leaves their post or moves on to another post/department within the Health Board.

An index card was also compiled for insert in the filing cabinet so that the ward
knows where the files has been transferred to.

Clare Louise Berner — CIPD Level 5 Diploma in Applied Human Resources Higher Apprenticeship

iD: 1810268




Files with Line Manager accountable for tracking file
Request for File

L\

" File Movement

e———, Request for File by

HR/Othier Dept

Line Manager sends file to
HR/Other Dept and places
photocopy of index card in
filing _ca_bi_net to show that
. file has been sent. Enters
date and emails department .
. for confirmation of receipt -

HR or Department
receiving emails to.
confirm receiptof -

HR or Department
receiving sends file

Line Manager
emails to confirm
receipt of file back
-and updates file -
. index card.




Files with Line Manager accountable for tracking file
Employee Moves Department

Employee moves
toanother:

Peict o e




Index Card {request for file)
Date
Date of Email sent to Date- Email
Department who received from
requested file - to Department
Method of sending Name of notify file has been receiving file
Date sent Department Post/Porters sender sent confirmed
Received email
notification of receipt
sent to department;
Date returned Receiver returning it
Index Card (employee moving department - photocopy index placed in filing cabinet)
Date
Date- Email
Date of Email sent to received from
employees new Line new Line
Manager - to notify Manager photocopy
Method of sending Name of file and index card recelving file index card can
Date sent Department Post/Porters sender has been sent confirmed be destroyed
Index Card {employee moving department - file received with original index card)
Date

Date received by
new department

Receiver

Received email -
notification of receipt
sent to departmant
sending it {previous line
manager)
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19. I do not insult or demean the other party when offering critical comments

Rarely QOccasionally Sometimes Frequently Always
3 Lf,_,
20. 1 am able to get complicated ideas across clearty
Rarely Occasionally Sometimes Frequently Always
L____,.s-

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

Rarely Occasionally Sometimes Frequently Always
L/
22,1 demonstrate that | am helpful and genuine in conversations
Rarely Qccasionally Sometimes Frequently Always
L—""
23. My written communications are clear and concise
Rarely Occasionally Sometimes Frequently Always
L
24. 1 keep everyone informed where appropriate
Rarely QOccasionally Sometimes Frequently Always
—

Please provide any further details on what | do well:

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

Thank you for your time
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E.

Uses:

Accommodating

When you realise that you are wrong — to allow a better position to be heard, to
learn from others, and to show that you are reasonable.

‘When the issue is much more important to the other person than to yourself —to
satisfy the needs of others, and as a goodwill gesture to help maintain a
cooperative relationship. '

To build up social credits for later issues which are important to you?

When continued competition would only damage your cause when you are
coutmatched and losing.

When preserving harmony and avoiding disription are especially important.
To aid in the managerial development of subordinates by allowing them to
experiment and leamn form their own mustales.

If you scored High:

De vou feel that your own ideas and concerns are not getting the attention they
deserve? A |
(Deferring too much to the concerns of others can deprive you of influence,
respect, and recognition. It also deprives the organisation of your potential
contributions.)

Is discipline lax?

(Although discipline for its own sake may be of little value, there are often rules,
procedures, and assignments whose implementation is crocial for you or the
organisation.)

If you scored Low:

Do you have trouble building goodwill with others? (Accommodating on minor
issues which are important to others are gestures of goodwill.}
Do others often seem to regard you as unreasonable?

Do you have trouble admitting 1t when you are wrong?

Do yon recognise legitimate exceptions to rules?

Do you know when to give up?
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4.1 Group/Team Dynamics

Group/Team dynamics are interactions and behaviours with various members of
your group/team or how a group/team interacts and behaves with other groups.
Influences within a team builds the overall makeup. HR professionals work with
individuals within their function, across functions and other areas. Poor team
working can cause detrimental effects to individual and organisational performance
(Johns and Perkins, 2016).

“Team dynamics are unconscious, psychological forces that influence the
directions of a team’s behaviour and performance. Team dynamics are
created by the nature of the team’s work, personalities within the team, their
working relationships with other people, and the environment” (Myers, 2013).

Teams go through various stages of development to form fully and eventually
become effective. According to Tuckman and Jenson (1977) theory there are 5
stages a group should go through to grow, face challenges, overcome problems, find
solutions, plan projects and deliver the desired results:

Forming: Uncertainly, guarded about information they give about themselves,
getting to know your team, tasks and goals (Horn, 2009).

Storming: Strained relationships whereby there is competition to gain position within
the team for leadership, conflict, tension, arguments through differences in opinions.
A leader will need to address the problem, as the team cannot move to the norming
stage unti! this has been resolved (Horn, 2009).

Norming: Resolves differences, established roles, agrees team goals and how to
succeed. A leader will ensure the team is focused on completion (Horn, 2009).

Performing: When this stage is reached, the team is aligned and working together
effectively to achieving teams' objectives and goals, this is a time of high
performance and productivity. A leader will give recognition when milestones are
accomplished (Horn, 2009).

Adjourning/Mourning: This is the stage that the task/project has completed, the
purpose fulfilled. Some may have moved to a new project, or the team may depart
as the project is now complete. Some find this stage difficult and some relieved if
the team was dysfunctional (Horn, 2009).

All these above stages can be seen on “The Apprentice” with Lord Sugar (BBC,
2018).
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Some teams/groups can get stuck at a stage, some stages blend in, some teams go
back to an earlier stage; this happens when performance declines or if there is
conflict. Conflict can occur at any stage; a negative characteristic is when another
member of the team obstructs the achievement of another person’s goals, having an
adverse effect on performance, causing dysfunctional consequences (Horn, 2009).

Conflict occurred within my own team. A staff member was undermining the
manager; the manager mentioned capability issues due to inaccuracies/processes
not being followed regards to policy. it led to a breakdown in performance, trust and
respect, eventually the member of staff left the Health Board.

Belbin observed teams in the 1970's and as a result defined a team role as “a
tendency to behave, contribute and interrelate with others in a particular way”
(Belbin, 2015). He uncovered three team roles that behave in one of nine ways to
make a team more effective, these are:

Behaviours Team Roles

Action Orientated ====== Shapers, Implementers, Completer-Finishers

People Orientated === Co-ordinators, Teamworkers, Resource Investigators
Thought Orientated === Plant, Monitor-Evaluators, Specialists

(Belbin, 2015)

Belbin's theory states that teams which work more effectively have between three
and nine people. For example, if there were no shapers, then there wouldn’t be the
direction or drive: but too many would cause conflict, performance issues and low
morale (Horn, 2009). A team with no plants would find difficulty in solving complex
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issues and innovative solutions, if there were too many, each would be working
individually, causing too many bad ideas, not working as a team to bring one idea to
be successful (Belbin, 2018), roles need fo be balanced.

Team role Strengths Allowable weaknesses
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Its important that HR Professional have an awareness of conflict management and
collaborative working.  Conflict in teams can occur and lead from poor
communication; personality clashes; differences in opinion; hidden agendas;
undermining; being negative; withdrawal from team; non-contributor to team work;
power and status; refusing to collaborate; being unhappy and unproductive which
affects organisational performance making the team ineffective and dysfunctional
{Horn, 2008). '

Team members not getting on requires a HR Professional to negotiate with parties to
attempt to come to an agreement to try and work together collaboratively, mediation
may be required to resolve the conflict.

Effective teams are committed and work together harmoniously; a diversity of skills
and strengths, which increases morale; effective communication; trusting one
another: continuously improving knowledge and expertise; task-orientated to
achieving organisational objectives, goals/performance; building and maintaining a
strong team (Horn, 2009).
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This can be seen in the NHS whereby effective teamworking on wards centres
around all disciplines working effectively/efficiently together; knowing each other's
role. A patient could be seen by a multi-disciplinary team or by a single professional,
working within best practice, the whole team performing dynamically to achieve its
successful outcome of patient-care (Paediatr, 2014).

4.2. Political Behaviours and Impacts

The definition of politics according to Andrew Kakabdase (1983):

‘Politics is a process, of influencing individuals or groups of people to your
point of view, where you cannot rely on authority.” (cited in Armstrong and
Taylor, 2014 pp671-674)

Politics is closely linked to the use of power, which is the concept of organisational
politics. Politics in an organisation can be positive and functional, an organisation
can achieve its strategic purpose, organisational goals, objectives and organisational
values as long as the hierarchy are politically skilled. The organisation will do well if
everyone is working towards the same goals and objectives. Managers use their
skills effectively to resolve conflict issues and at a time of organisational change;
whereby managers utilise politics to seek support from their teams (M Libraries,
2017).

In organisations individuals can be driven by their own goals; strategy and self-
interest, openly or covertly. Using their powers, they will play the game and use
politics to further their own cause. Undesirable behaviour taken to excess can cause
backbiting, hidden agendas, conspiracy between individuals and departments.

If an employee’s reputation has been tarnished by a colleague, this can be extremely
upsetting, there is no trust and can have an adverse effect on performance and
excessive emotional physical stress (Juneja, 2018).

“Organizational politics are informal, unofficial, and sometimes behind-the-
scenes efforts to sell ideas, influence an organization, increase power, or
achieve other targeted objectives” (Brandon & Seldman, 2004; Hochwarter,
Witt, & Kacmar, 2000).

Organisational politics impacts on staff and mangers. Within the Health Board, there
are policies and procedures in place to support them, along with HR Professionals.

HR Professionals heed to be aware of political agendas but not be part of them.
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Activity 5 (Unit 5§ CDPP)

5.1 Self Assessment again the CIPD HR Professional Map at Band 2

When reviewing myself against the CIPD HR Technician and my current role in
Workforce & OD, as Team Secretary for the Employee Relations Team; specifically
dealing with absence management, employee relations cases, some recruitment
processes, organisational change and various other processes; working within
policies and procedures, there are two professional areas and two behaviours which

| would like to develop at band 2.

The Map below depicts my current level of knowledge from working with Workforce
& OD for the Hywel Dda Heath Board, | have assessed myself against the CIPD
Profession Map of (2013). | am aware that there is a new CIPD Profession Map

(2018) and will self-assess against the new map in the future.

STUDENT ASSESSMENT
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5.2. Development Areas

Professional Areas:

Leading HR

Having only worked for the Health Board for 20 months, | regard myself as efficient
and effective in my current role within my specialist function and team, gaining
knowledge and experience. | need to gain confidence in leading staff. | will support
others to the best of my ability through current knowledge and co-ordinate activities
within our team proficiently and professionally, always in a positive manner to try and
achieve the common aims and goals.

| would like to develop and become a HR Professional in an advisory role, | am
currently working in the Employee Relations Team. | am a people person and have
excellent communication skills and find it easy to get on with people from all walks of
life and at different levels. It is essential in large organisations, for the workforce to
follow the correct processes, policies and procedures; with a diverse workforce
needing support in different areas, it is essential that HR professionals have a broad
spectrum of knowledge along with employee engagement. The workforce is
evolving, hew roles are being developed and business partnering being adopted. |
would like to enhance my career prospects and networking opportunities.

Employee Relations

Working within Employee Relations, it is vitally important that relationships between
the Manager and employees are well managed with fairness and equality. Managing
all situations/issues as they occur and are underpinned by practice, policies and
procedures. Working within a large Health Organisation, the workforce has to abide
by the Organisational Values; the Law, Code of Professional Practice; Code of
Professional Conduct and Ethics; GMC Code of Conduct and The Code of
Professional Standards of Practice and behaviour for Nurses, Midwives and Nursing
Associates. It is important that the working environment is managed effectively in a
positive way. Working in partnership with Trade Unions in resolving organisational
issues/changes. If cases present themselves, which include conflict, grievances,
disciplinaries; supporting managers by providing advice and support through the
policies and processes.

Although | have a solid base in HR, | would benefit from exposure to live cases, to
shadow a mentor or an adviser in order to follow the whole process from
Investigation to Hearing. Gaining more knowledge and experience in policies and
practice along with networking and building a great rapport  with
employees/management/directors.
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Behaviours:

Collaborative

I regard myself as an excellent collaborator. Working effectively and efficiently within
my team and networking across the function, up to Senior Management and Director
Level. Showing sensitivity and respect for everyone | come into contact with through
their cultural beliefs and feelings. | always keep my team up-to-date with important
developments and information, which is vital in a small team.

| feel that | do need to increase my knowledge in dealing with difficult situations like
conflict management.

Personally Credible

| am a trustworthy person and regard myself as personally credible. | always strive
to do the best of my ability and provide work to the highest of standards and
motivation, enthusiasm in gaining more knowledge and skills.

Although | have worked for the Health Board for just under 2 year within Workforce &
0D, | have previous experience in working for Royal Mail, whereby | supported the
Sector Delivery Manager with HR issues and working for local Solicitor firm, whereby
| have some knowledge of law, but this is constantly evolving with time. | feel that by
increasing my knowledge through continued professional development will allow me
to develop further and eventually move into a Professional Advisor role.

These are the areas | would like to develop further and have chosen to include in my
personal development plan, with which | will develop knowledge throughout the

CIPD course.
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Olare Londee (STUMEMT

CI pD . Cuizeitly assesding 23 a TECHNICIAN
"ordik 18 R

TAKE A STUDENT ASSESSMENT
Your assessment results

eading

Your Level: Developing

@ Summary

Leadling HR is about maximising the contribution that HR makes in your arganisation by supporting, developing and leading others
across the husinass, and by acting as a role model, At your level you typically need to support and co-crdinate activity within
yaur team, and share your insights ahd best practice ideas with colleagues, You'll provide neople advice and support to the
business, using sound HR knowledge, When required, you'll arovide accurate financlal data to support the tearn's people plans,
and record HR meaasures for your team. To develop yvour own HR expertise, you'll actively seek out and act on feedback from
others,

Tlow preparad am 17

What yourve told us indicates that yaur knowledge and =kifls in this core area are developing, This usually applies to someone who
has a sofld hase in HR, but is still developing their experience of leading teams and projects which delivar sustained arganisation
performance at this level,

Below, we show you the areas where you're particularly strong, areas where you're competent and areas where You have skill and
knewladge gaps, If you're keeh to increase your knowledge and Improve your skills in Leading HR, you should consider the
courses, reading matetials and practical deveiopment actions that we've recommended for you. These recommendations reflect
your Individual strengths and development areas based on what you've told us in your assessment, As Your score suggests you
have seme room to develop in this area at your current level, we think these recommendations will be of particular benefit to you
in bullding the skills and experience you'll heed to excei in HR,

What's it like Leading HR ar a more senior Jevel?

In order to be able to work at the next level up within the HR profession, you typically need to approach HR with a commercdial
mindset, advising and supporting business managers on people-related issuas. When It comes to the people strategy you'll
develop Eudgets, ohjectives, milestones and metrics to suppatt the successful delivery of integratad people plans, You'll know
how to angage and motivate others, and you'll build the capability of the HR team to keep them at the [eading edge, You'll also
build your own expertise by regularly seeking out and acting on feedback. .

Ahat are my strengihs end gaps for my current-level?. .-

ily.atrengths | TR O
«. The principles of effective team working .~ |

Where [ am compeien;
« Sacking out and acting on feedback and development opportunities to develop own HR expertise and capakility

+ Ensuring own objectives ara in line with the team’s and function’s chjectives

+..Different warking styles and preferances~+: - - - .
-;”Mre'tf]o'dls‘ tor _anélyslng financial ahd ndr-financial data

My Geps » T LTI T - -

» Providing.advice using sound knowledge of HR policy and practice

. _'Co-ordinating own activity with dthers in the wider HR teamn

. Sharing ideas and best practice with others in the wider HR team .

+ - Adjusting own approach in view of otHers' preferred working styles

« Accurately recording HR measures (such as service level agreements, financial data, Key Performance Indlcators ete)
+ ' Providing aceurate financial data to support KR budgeting and financiat planning

» ‘Mathods for collecting different types of data o )

e\ Development acions .~ ¢ -, _ o e

= Ensure you ars familiar with your organisation's people policles and processes, by reading through them. Fdentify the different
-guestions you might ask if you were an employee, and work through some ‘good’ answars with a colleague. Spend time
observing colleagues wha give HR advice and iearn from the way they talk to customers in the business.

.-Fi_nd out fram your manager.fiow Your objectives fit into the wider team’s and crganisation’s objectives, |dentify where you can
sippott other members of your Yeam so that work isn't being replicated unecessarily.

‘n

-:‘Tp support the way you share 'ideas'.within your team, conduct a SWOT analysis of either a) the way your tgam works or b)
)_t!je'.hwast,'_a project is working, and share your thoughts and feedback with your manager / colleagues. .

Identify some of your key peers and.custumers in your organisation who have a very different personal style to you. Refiact oh
how you could change your working style to more effectively work with them. Ask your manager for auidance on haw to get
. the.best out of paople who you find. difficult to work with,

Seek out'a mentor and / or buddy in. thé crganisation, Spend time with them to discuss your development plan, and ask for
feedback and coaching from them to support you,

“.Implement & system which can track the-progress of your projects and work for the team against all the project / team
-objectives, KPls, service-level agreements-etc, f records don’t currently exist, set up a system where you can record Key HR
budget data and pecple data in a logical and confidential way,

. P N Lo -

Spend time with your manager to understand how budgets are managed and forecasted In the organisation, Ask questions to
undefstand-thea types of budget data that you're likely td-be asked for, and ensure you hava that information to hand as and
when you're asked for input into pecple financial planning,

b }

Ask a selected number of other people (such as your manager, a couple of your peers, a couple of your customers) for
feedback on the way you work with them - what do they find valuable, and where do they think you could work differently?
Identify, times where you could chande your approach based on that feedback,

Research different methods of data coflection and analysis online, and consider how you could adopt ane or two specific
approachas in your role. Find out how other HR celleagues collate and enalyse data, and the advantages and disadvantages of

doing it this way.
‘o’ Initiate a session with your co[leégues where you cah share the way you collate and analyse data, and learn from each other's
"approaches.

@_‘jl_{en‘_t'li_ng.&v‘Rgs.earch LG

! BODI\ HE practice
Martin and Whiting




BOUK: Intio to HRM .
Leathérbartow, Fletcher and Currie .

ROOK: Sudying HINT L
Taylor and Woadhams :

BOOK: L. aiid 1) practies o .
Beavers and Andrew T "

@ Courses & Events .

QUATTFICATION; Fnmdation Certificate in Humian Resources Practices

RSN

QUALIFICATION: Foundation Cerificate in Leaming and Development Practices

. QUALIFICATION: Foundation Diploma in Fluman Resouiﬁes Praetives

QUALTFICATION; Fowdation Diglon in Learning amd Develapment Practices




Clafe Lovise (STUDENT)

i IP ’ Curzenlly assessiag a5 a TECHNICLAN

TAKE A STUDENT ASSESSMENT
Your assessment results

Your Level: Develaping

@ Summary

When you work in Employee Relations you're making sure that the relationships between the organisation and its employees are
appropriately managed, that they are done so by adherence to a clearly defined framewark that is built Upon the organisation
citlture, practices, policies and, uitimately, law.

At your level you typically need to support your Employee Relations colleagues in creating an environment where relations
between employees and management are positive, where confiict can be managed effectively and Individual differences are
resolved In a constructive way. You'll make sure legal framaworks are adhered to at all times, and will be responsible for collecting
and recording ER data accurately.

How prepared am 17
What vou've told us indicates that your knowledge and skills in this area are developing. This would be typical of someone with a
solid base in HR, with limited exposure to Employes Relatlons at this level,

Below, we show you the areas where you're particularly strong, areas where You're competent and areas where you have skill and
knowledge gaps. If you're keen to increase your knowledge and improve your skills in Employee Relations, you should consider
the courses, reading materials and practical development actions that we've recommended for you, These recommendations
reflect your individual strengths and development areas based on what you've told us in your assessinent, As your score suggests
you have some room to develop at your current level, we think these recommendations will ke of partfcular bensfit to you in
building the skills and experience you'll need to excal at your level,

What's it like working within Employee Relations at a more senior level?

In order to be able to woark at the next level up within Employee Relations, you typically heed to be able to give legal and
practlca‘i advice to managers about employee refations i issues and concerns to create an environment where conflict can be
managed effectively, You'll make sure that emplovee relations activities are carried out in line with internal policles and practices,
as well as within the law. .

What are my strengths and gaps for my carrent level?,

My strengths .
« Maintaining accurate and up-to-date documentation, information and records, in line with legistation

‘Where T am competort
+ Monitoring HR activity to ensure it ccmplies WIth employee relatlens plans and legistation

+ “Key empleyee relations issues
My Gups
« .Providing accurate and sppropriate advice and-information-about employee relaticns policies and practices

« Working with managers and employess to ensure they are adhering te the organisation’s values and behaviours in everyday
practice

Givihg advlee, training and support to individuals and managers to encourags a positive work environment

« Current employment law (with in-depth specialist knowledge where appropriata)
« Méthads for communicating employee Bolicles and procedures )

Q Development actions

» Participate/lead company inductions and use the opportunity to advisa managers and staff about employee relatlons pchctes
. ahd practices.

« "Research the background to legislative change. Keep abreast of national cansultation on the employment law agenda through
™ sources such as the government website,

Create a positive working environment by spanding time talking with managers and employees to assess the level of
awareness, understanding and interpretation of cuttent policies. Identify potential enharcements/improvements and take
suggestlons on training and suppert to your HR colleagues.

¢ Take time to research and understand relevant employment Iaw for your arganisation, gaining in-depth khowledye in key
employee relations issues areas that will benéfit the basiness,

« Research and deepen your understanding of your otganisation’s values and behaviours so that you can work with managers
and amplcyaas in adhering to them,

e . .
. Investlgate the Ievel of awareness, understandfng and fmpa::t of l:he urgamsatlon s existing policies and procedutes by talking
to managérs and employees.

@ Reading & Research. . .o . .. s oo L . ‘ . ) .

' BOOK lﬁmmn Rcsourse.Pmcﬂce

BOOK: Intraduction to FERM

FACTSHERT: Dl\clplum 1d grxc\‘ducm AL work.
CIPD

T EAUTSHEET: Bivarsity In the workplace: an overview
CIPD

- FACTSHEET: Health a\}awell—beu\g atwork ., . -
" cipp Sl

1T Redundancy G e e B e e




@ Courses & Events

COURSE: Fundamentals of Employment Law

COURSE: Foundation Avward tn Bmployment Law

COURSE, Recrutting and the Law

@ CIPD 2014
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‘- I p D Currenily assessing a3 o TECHNICLAN

TAKE A STUDENT ASSESSMENT
Your assessment results

Your Level: Exceeding Expectations e

@ Summary

When you're demonstrating collaboration, you're working effectively and inclusively with a range of people, bath within and
outside the organisatior.

How preparsd am 17
What you've told Us Indicates that your behaviour in this area Is exceeding expectations. This usually applies te someone who is
role-modelling this behaviour expected at this level,

Balow, we show you the areas where you're particularly strong, areas where you're competent, and areas whers thers are gaps in
the way you demonstrate collaboration, £ you're keen to develop your collaboration skills, you should consider the courses,
reading materials and practical development actions that we've recommanded for you, These recommendatfons reflect your
inclividual strengths and development areas based on what you've told us in your assessment.

Whut are oy strengths snd gaps for my coma levei? 4

My sirengths
« Showing sensitivity and respect for others' feslings, cultures and beliefs

« Establishing constructive and collaborative relationships with collzagues
¢ Keeping colleagues up to date with information relevant to thelr work

Yhere L am competent
o Seeking constructive soluticns to disagreements as they ocour

e Development netions

» (3ain dreater awareness of your persanality type and approach (MBTH or FIRO-B personality tools may be usetui), Be proactive
in warking with othars who have a different persenality type and style so will complement your approach,

@ Rending & Researck

FACQTSHEET; The role of line managers in IR
ClPD

@ Courses & Events

COURSE: The effective supervisorfieam leader

COURSE: Managing cantlict and difficult situations

@ CIPD 2014




Clare Louise (STUDRT)

i Ip Cuarrenily nssessing a8 a TECHNICIAN

TARE A STUDENT ASSESSMIINT
Your agsessment results

Personall le

Your Level: Developing

@ Summary

When you're displaying personal credibifity, you're building and defivering profassionalism by combining commarclal and HR
expertise to bring value to the organisation, your stakeholders and peers,

"How prepared am 17 .
What you've told us indicates that your behaviour in this area Is developing. This usually applies to someone who is demonstrating
some of the behaviodrs expected at this level, but Is yet to dernonstrate and develop their competence mere broadly in this area,

Below, we show you the arsas where yourre particularly strong, araas where you're competent, and areas where there are gaps in
the way you demonstrate personal credibiity, If you're keen to develop your persenal credibility, you should consider the courses,
reading materials and practical development actions that we've recemmended for you. These recommendations reflect your
individual strengths and development areas based on what you've told us in your assessment. As your scote suggests you have
some room to develep at your current level, we think they'#i be of particular benefit to you in building the skills and experience
you'il need ta excel in your role, .

What are iy strongths and gaps for ny corvent level?

Where [ am competent
s Seeking feedback and developing own expertise to add the greatest value in the arganisation
+ Showing enthusiasm to broaden awn experience, knowledge and skilis

» Willingly passes on own skills and knowledge to ethers

My Gaps
« Offering sound, sensible ahd impartial advice

e Development actious

Gain feedhack on your expertise within the workplace from a key customer, manager or peer. Plck one developmental area to
facus on, Work to build up yaur expertise by reading, researching and bullding relationships with individuais who have
experience in this area.

Discuss with your manager where you would tike te take your rola in the next 12-18 months (or what you would have fiked te
_have achieved), Use this to identify areas where you may need to develop your knowledge, skills and expertise and create an
appropriate action plan, : : .

.

» Set up regular times to share your own skills and ideas with others, and for them to do'the same with you.
« Reflect on occasions where you have been less suecessful of unable to provide advice and guldance on an issue within your

area of expertise, Work to understand why, spacifically considering your leval of understanding of the issue, as well as the
practicality and abjectivity of your advice.

@ Reading & Research

FOOK TR praciice
Martin and Whiting, CIPD

@ Courses & Events

COURSE: Understanding organisations and the vole of HR.

& CIPD 2014




Clors Lonise {(STULENT)

CI pD Currently assessity #3 & TECHNICLAN

TAKE A STUDENT ASSESSMENT
Your assessment results

Your Level; Developing

@ Summary

Insights, Strategy and Solutions is about developing your undarstanding of your arganisation and jts context, and using these
insights to develop strategies and solutions which meet the heeds of your businass In the short and lohg term, At your leval you
typically heed to use data to develop Insights into the organisation and the way it works, You'll understand the external issues
atfacting the organisation and its financial performance, and be able ta describe the HR plan for the area you work in. You'll use
your knowledge of project management and relevant employmant legislation to suppott the development, delivery and evaluation
of HR programmes,

How preparsd am [7
What you've told us indicates that your knowledge and skills in this core area are developing, This usually applies to someone who
has & foundation In HR, but Is yet to contribute significantly to sustained organisation performance at this level.

Below, we show you the areas whers you're particularly strong, areas where you're competent and areas where you have skill and
knowledge gaps. If you're keen to increase your knowledge and imgrove your skills in insights, Strategy and Solutions, you should
consider the courses, reading materials and practical development actions tak we've recommmended for you. These
recommendations refiect your individual strengths and development areas hased on what you've told us in yeur assessment. As
vour score in this area suggests you have same room to develop at your current level, we think these recommendations will be of
particular benefit to you in building the skills and experience you'tl need to excel in HR.

What's it like appiving Insights. $irategy and Solutions 4t s more senior fovel?

In order ko be able to wark at the next level up within the HR profession, you typically need to network widely and use your
knowledge of HR and husiness trends, best practice and thought leadership to understand the organisation and Its people
capability. You'lt use infermation about the otganisatlon’s financiai perfermance and strategic goals to develop detailed and
costed bsiness cases for new HR projects which Identify retumn an investment. Yourll work with the business to create and
implement HR solutions and programmes, and will be able to demonstrate the impact on the organisation using HR and business
metrics, .

What are my strengths and gaps far my curremt {evel?

My streagths
« Sighificant issues currently affecting the organisation

Where [ am competent
« Daveloping an understanding of the organisation using Information and own experience

« The HR plan for yaur own part of the business (and how this refates to the wider business strategy)
My Gaps
« Using insights from data and good HR practice to spot potantial trands and risks for the orgahisation

Colllscting. ahalysing on data and metrics

Praviding reports on relevant project and / or organisation information
Supporting the adminlstration and delivery of HR programimes and projects

« Supporting the evaluation of HR programmes and projects
« The arganisation’s parformance (including basic financial performance}
« Specific external factors that impact the arganisation (eg, tagal, financlal, market factors)

Relevant law for own role Cor where to access legal information if requlred)

+ Principles and basic practice of project management
e Developtnent actions

» Consider who the stakeholders ate in the projects you work on, and think about what you can do in your role to best support
them,

= Review recent CIPD survey results (such as Employee Cutlock of Learning and Development Survey), and Identify any trends
or risks which may impact your crganisation,

Undertake some online research using the CIPD website on the principles of business and HR metrics, and how they can be
usad to benefit the organisation

.

» Find someone In your organisation who wtites project and financial reports, and ask them to share thelt appreach with you,
Identify what leafnings you can put Into place for your owh report writing.

« Consider who the stakeholders are in the projects you wark on (consider stakeholders who are both directly and indirectly
Involyed), and think about what you can do in your role to best support them.

» Take time to fully understand the objectives of a project or programme, and which alements are ctitical for you to deliver, Find
out how the project will be evaluated - which parts of your work will contribute to this evaluation?

Locate the most recent annual review or yepart for your organisaticn, o find out someone who khows about the

organisation’'s performance, Find out what things the organisation measures its perfoermance by (eg, turnover, profit,

praduction, custamer satisfaction etc). Compare last year's performance with the previous three years,

Participate in regular markst / customer / product updates and understand how these affect the organisation,

Find out from your HR colleagues ahd networks where ta source relevant and up-to~date employment law - cansider
websites, organisatons and publications.

» Spend some time shadowing an expert In project management to understand the principles and practice of project
management, and any specific apptoach to projects which is taken in your organisation,

« Read some overview documents on your organisation’s strategy, and discuss with youtr manager the links with your own / the
team’s responsibilities. Obtain the people stratagy for your organisation and understand how it allgns with the organisation

strategy,

@ Reading & Research

BOOK- HR practice
Martin and Whiting




BOOK: Tntra to HRM
Leatherbarrow, Fletcher and Currie

BOOK: Studying HRM
Taylor and Waodhams

BOOK: L and D practice
Beevers and Rea

@ Coarses & Eventy

QUALIFIC ATION: Feundation Certificate in Human Reseurces Practice

QUALIFIC ATION: Foundation Certificate in Leaming and Dovelupment Practice

QUALIFICATION: Foundation Diploma in Human Resources Practice

QUALIEICATION: Foundniion Diplonta in Leatning and Development Practics

@ CIFD 2014




