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Activity 1 — Developing Professional Practice

My name is David Harris and | am studying a level 5 higher diploma and apprenticeship
in Applied HR. As part of this qualification, | am studying with the Chartered Institute
of Personnel and Development (CIPD). CIPD qualifications are recognised
internationally and provide both technical, theoretical and vocational knowledge
covering the many different facets of Human Resources. This particular qualification
is two years in duration and is classed as supported distance leaming.

| am studying this qualification via two separate providers; the University of Wales,
Trinity St David and Coleg Sir. The Diploma element of the qualification is provided by
University Wales, Trinity St Davids and is led by Julie Thomas - the Programme
Director for the University. Whilst this is a University led and assessed qualification, it
is provided on the Coleg Sir Gar campus, based at the Pibwrlwyd campus in
Cammarthen. This section of the qualification is delivered through both classroom
based theoretical leaming, supported by additional self-delivered home learmning.

The level 5 qualification Is made up of 16 modules, including 9 modules in year 1,
followed by an additional 7 modules in year 2. These include modules covering
‘Developing Professional Practice’, Using a Research Approach in HR/
Understanding Employee Engagement' and ‘Understanding Employment Law’ to
name just a few. These are delivered and assessed by Julie Thomas, followed by an
additional quality check by a CIPD Moderator. This ensures that that:

The standard of each aware is maintained at the appropriate level;
The standards of student performance re comparable with standards on similar
programmes or subjects in other UK institutions with which they are familiar;

e The processes for assessment and the determination of awards are sound and
fairly conducted.

In contrast, the Apprenticeship element of the qualification is delivered by Coleg Sir
Gar, supported by Alison Williams. Due to this being an apprenticeship, this element
of the qualification is delivered in the workplace, supported by vislts from Alison on a
6-weekly basis.

Each module is detailed thoroughly in both the ‘Programme of Study Handbook'’,
provided by the university, as well as accessible via the University’s on-line resource,
known as the Moodle. This provides detailed information on what the leaming
outcomes are for each module, as well as identifying the assessment criteria, enabling
students to ensure their work meets the required standards of the qualification. In
addition, the Moodle also provides additional learning material to assist students in
undertaking additional student-led research. This includes links to relevant CIPD
resources such as fact sheets, academic articles and podcasts/youtube videos on the
relevant topics. The Moodle, amongst other on-line resources, are also available and
accessible via the University’s 'Hwb’ application. This allows access to all course
information and on-line resources via all mobile devices.
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Being part of both the University and Coleg Sir Gar, also allows students access to a
range of other resources. This includes access to both the physical and on-line library
resources on any Coleg Sir Gar campus, as well as within any University of Wales
campus. The on-line library allows access to view the books that are avallable within
each library, but also allows direct access to on-line e-books, as well as access to
academic journals, news sheets amongst other useful articles — allowing students to
study at a time that suits them.

As the qualification is a CIPD qualification, there is a requirement for students to
bacome members of the CIPD to allow them to study. This allows access to
information found on the CIPD website, as well as access to attend CIPD member
events and conferences. These are vital in ensuring that you have the requisite
knowledge to complete the qualification, but also to ensure that your continual
professional development (CPD) is maintained during your career as an HR
Practitioner. There are many advantages to being a CIPD member however it comes
with a responsibility to understand and abide by its code of conduct. This document
sets out the responsibilities and obligations of its members and is divided into four
separate areas; namely:

Professional Competence and Behaviour;
Ethical Standards and Integrity;
Representation of the Profession;
Stewardship

These areas apply to any member of the CIPD and at any level, regardless of their
organisation size, their specialism or sector.

In additional to the CIPD, both Coleg Sir Gar and the University also place an
expectation on their students to abide by their code of conduct. This is categorised
under two separate headings; Learning and Working and Behaviour and sets out what
is expected on students. The below list identifies some of the requirements, however
is by no means an exhaustive list of the responsibilities of students in these institutions:

e Attend all lessons;

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

Complete all work by the agreed deadlines;

Work together with other learners to achieve your goals;

Treat and talk to all staff, learners and the local community with respect;

Behave in an appropriate and reasonable way at all times.

in order to ensure that the above (and all other) standards of behaviour are adhered
to there are disciplinary processes to support the college is dealing with these matters.
This process if detailed below:

2|P.ge
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Stape i Cause for Concarn Notes

sFor recording minor breaches of the Code of Conduct

First Written Warnings

sFor recording more serlous breaches of the Code of Conduct

Stage3 Final Written Warnings

*For recording serlous and substantlal breaches

Exclusion

For dealing with matters Jucges to be "gross misconduct"

The above procedures and code of practice fit in with the ethos of the CIPD and their
Profession Map, which provides a basis for all HR professionals to benchmark
themselves against and to use as a tool for improving your ability in your HR career.
This 2013 version of the Map, which can be seen on the left below, is split into
behaviours and professional areas, with the 2019 version, shown on the right, now
being driven from the centre of the map, showing the purpose of HR to be principles-
led, evidence-based and outcomes-driven. From this the Map builds on this with core
knowledge, core behaviours and finally specialist knowledge.

The information and resources described in the above document, and accessible via
the resources provided by both University Wales Trinity St Davids and Coleg Sir Gar,
along with the support of Julie Thomas and Alison Williams, provide the basis for me
as a student to provide consistent pieces of work throughout this qualification.

Below you will find a copy of an induction questionnaire which | have completed. This
further confirns my knowledge of the specific requirements of the above qualification.

3|Pagr
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Induction Questionnaire
Diploma in Applied Human Resources
September 2019

Question

1. | When, where and at what time will the
course will be delivered?

w N

What are the term dates for this year?

"4, | What is Moodle?

| 5. | What is Eduroam?

6. | What is Turnitin?

"How many modules form part of the programme? :16

7. | Do you know when you are required to hand in
work?

‘8. | What Is the core text for this programme?

9. | Do you know how to access the library
catalogue?

' Answer

The course will be delivered
on the Pibwriwyd campus of

oleg Sir Gar in

armmarthen. The course

ill involve 1 day per month
release from work, which

ill take place on a

ednesday from 9:30 to
4:30.

The course willbe runon a
Wednesday in term-time
lgnly.
Moodle is the on-line
platform for University
Trinity St Davids.

Eduroam Is the WiFi access
platform for Coleg Sir Gar.
Tumitin is the platform used
for submitting assignments
1o the University.

"I have been provided a

calendar of units for this
qualification, which details
the date that the input will
take place and when any
assignments will need to be
submitted by. _
There are two core texts for
this qualification:
o Studying Human
Resource Management
= Human Resource
Management: People
and Organisations
| have been given access to
both the on-line library
available via the
University’s website, along
| ith physical access to any
'Coleg Sir Gar and
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University campus library.

10. | Do you know who to go to if you have a
question/concem
about the course?

11. | What is the name of the Training Adviser?

12. | What is the name of the course lecturer?

13. | Will you be expected to complete work outside
lessons?

' 14. | Do you need to be a member of the CIPD?

' 15. | What support is available for study skills?

I would approach Julie
Thomas — Course Director

Alison Williams
Julie Thomas

Y'es, there will be an
expectation for me to carry
out self-leaming and to
complete my assignments
outside of course time. !
'Yes, there is a requirement
for CIPD membership to
cany out this qualification. |

Student Services are

iavailable to discuss a host
of student issues and are
contactable on 01267
6576830,

16. | Do you know where the fire-exits and first aid

points are
for the building?

Yes

17. | How many credits is the programme?
18. | What is the length of the programme?

'19. | Have you been given the student handbook and
time-
table?

00

Two year programme,
ending in May 2021
Yeos

' 20. | What academic level is this qualification?

Diploma Level 5.

Name: David Harris

A

CIPD Membership No:55479883

Signed:

Signature of Lecturer:
Date:
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Introduction

This report is an evaluation of the CIPD Profession Map and how this is used by allow
HR Professionals in their roles, along with why the differing areas of the Map are vital
elements of any HR professional's role.

Report

Being professional is a key factor of being an HR practitioner and provides the
evidence and legitimacy to be truly effective. This is demonstrated by the high quality
of work that an HR Professional delivers (Johns T, Perkins G).

To assist in their career, the Chartered Institute of Personnel and Development (CIPD,
2019) (CIPD) developed a Profession Map (known within the report as the Map) in
2013. This report sets out to explain the Map's purpose, along with how it can be used
to benefit HR Professionals in their continued HR Journey.

The Map contains several sections — a) eight behaviours b) ten professional areas and
c) four bands of professional competence. These identify the different skills and
behaviour traits that any HR Professional should demonstrate to be truly effective in
their role. It allows them to benchmark their ability within their HR career, as well as
identify actions needed for progression. This is done via self-assessment against each
of the Map's sections, referring these to the competence band that relates to their role.
To this end, the Map acts as a life-long career tool, fitting with the that Continual
Professional Development (CPD) is just that, a continual life-long commitment to
maintain and develop knowledge {(Woodhams C et al).

The CIPD (CIPD HR Profession Map, 2019) has purposefully designed the Map to
drive HR practitioners to be the best that they can be and identifies the behaviours
and skills of the very best HR professionals. An image of the Map can be seen below:

Elghtbehavjours  Tenprofeshonylaress  Fouwrhands of profaslonal gompetence

Figure 1 CIPD Profession Map 2015

The Map identifies what HR professionals need to do to be fully effective, as well as
how these must be done. These are divided into ten professional areas (what they

2|Page
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must do) and eight behaviour (how they must do them). The two areas found at the
centre of the map show the two traits that are applicable to all areas of HR and are the
responsibility of all HR practitioners. The remaining eight professional areas are more
suited to HR specialists and specialisms. The behaviours identify how HR practitioners
should act if they wish to be successful within their roles. These are vital traits and
something that is supported by organisations in how they deliver their HR provision.
This can be seen in Tesco, who became the first organisation to attain the CIPD
People Development Partner status. This demonstrates their collaboration with the
CIPD to develop their HR provision (CIPD, 2019). In addition, public service
organisations, particularly policing, have shifted their recruitment processes to place
greater emphasis on the values of their employees rather than purely on their ability.
This demonstrates organisational belief in the values displayed within the Map
(College of Policing, 2017).

The final section describes the four bands of professional competence. These bands
identify the differing levels within an HR professional's career; starting at band one
being a tactical day to day HR practitioner, to band four - a strategic HR professional
responsible for leading an organisation. Whatever the band, the Map identifies the
characteristics and behaviours that individuals display and engage in at each level.

. CiPD \
profession |  Silled

Map | infuencer

5

Behaviours

Figure 2. Profaession Map Behaviour Areas

“It is becoming increasingly important for HR Professionals to be ‘thinking performers”.
The nature of the HR Professionals role has changed dramatically from one that was
seen to be administrative to one that is a more influencial role, adding value to an
organisation (Woodhams C, Perkins G). Thinking performers are individuals who carry
out tasks but also who consider the wider impact of their decisions and how these fit
with the organisational strategy and purpose.

HR Professionals need to be taken seriously in their organisation and this can only be
achieved by demonstrating the behaviours identified within the Map. The CIPD term

3|Page
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this as being ‘business savvy’ (Johns T & Perkins, G) and state that this consists of 4
elements, which fit with the Map’s behaviour areas. These are:

Understanding the business model in depth
Generating insight through evidence and data
Connecting with curiosity, purpose and impact
Leading with integrity, consideration and challenge

The HR professional that is able to display the above areas in their work is someone
who is able to be fully effective and to provide the most impact for their organisation.
This requires individuals to display many different quallties, including the ability to ask
questions of their organisation and processes, whilst ensuring that their organisation’s
business model is fully understood. This is vital in ensuring that organisational strategy
is considered when decisions are being reached.

In addition, being a skilled Iinfluencer is vital in enabling change and ensuring that all
parties are engaged. To be a truly skilled influencer, this requires developed
communication skills. Managers often revert to instructing people to do things,
however the results for this are limited. By being a fully effective communicator and
basing ones communication success on the response it gets from the audience, this
provides the best possible chance of positive results (Yemm, 2008).

Finally, the need to be a role model for the organisation, as well as being personally
credible is key in ensuring that the HR Professional’s role is one that both continually
evolves, but also develops fellow colleagues. These individuals display high levels of
integrity and act in a consistent manner. They offer guidance and advice to colleagues
and do so in a manner that is supportive and fosters an organisation environment
where shared knowledge and learning is both supported and promoted.

Conclusion

In conclusion, the CIPD Profession Map is a vital tool for all HR professionals,
irrelevant of their role within HR, or their length of service. It provides a well-structured
and intuitive model for benchmarking any HR practitioner's current abilities, while
providing tangible and realistic objectives to allow for further progression, either within
their role or to allow progression to a higher role in HR. The elements within it are the
basis for the development of sound HR practice and are the necessary behaviours
and values which all HR Professionals must demonstrate.

Recommendations

1. All HR Professionals should undertake a self-assessment against key areas of
the Map, identifying objectives to develop in their role.

2. HR Professionals should ensure that they are fully aware of their organisation’s
strategic objectives and vision, to allow this to be considered when carrying out
HR work.

4|Page
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Introduction

This report is an evaluation of team member characteristics and the impagct that this
can have achieving team objectives. It also evaluates the models for team dynamics
and how internal politics can affect organisational change.

Report

Teams exist in all walks of life and play a vital part in achleving the goals set for them
as long as they are effectively managed. The difference between teams and groups
of individuals relate to their shared goals and shared accountability to achieve these
goals (Smith, 1992). Smith states "A team is a small number of people with
complementary skills who are committed to @ common purpose, performance goals,
and approach for which they hold themselves mutually accountable”, therefore
differentiating a team from a simple group of individuals.

HR professional often work in teams, either with other HR professionals or in wider
teams, such as with trade unions, employees or line managers. Huczynski and
Buchanan (2017) describe teams fitting into one of four categories; Action, Advice,
Project or Production, with organisations using teams more frequently to undertake
specific team tasks (Lacarenza et al, 2018).

There are several models which explain team dynamics and what impacts on their
effectiveness. Smith (1992) describes individuals finding it difficult to work beyond
being an ‘individual' and shying away sharing responsibility for their colleague'’s
performance and vice versa. This is overcome by focusing less on becoming a team
and more on the fundamental characteristics of being effective. Smith describes this
as a triangle identifying three areas; Skills, Accountability and Commitment, and
suggest these are needed to be an effective team. This is not dissimilar to Belbin's
model, where individual characteristics are categorised into one of nine roles. This,
and Smith’s triangle model are shown below:

PERFORMANCE Thlllkll'll
RESILTS

o ‘e,}*‘
soling  Mutual
f Techricalf  Small nurriber
function  of people %
Interpersonal Individusl

" tpeciic goals

Cormmon approsch

Meaningful purpess
mm‘"“ COMMITMENT PERSONAL
PRODUCTS GROWTH
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Belbin’'s model identifies character traits and how this affects their team’s strengths
and weaknesses. It also allows their teams to be managed effectively and tasked
accordingly. This can assist in achieving team goals. (Why Use Belbin, 2019).

To understand your team's characteristics there are a number of questionnaires
available, aimed at identifying team skills and which of the roles each person naturally
leans towards. Whilst most individuals tend to have a predominance towards one, it is
possible for some people to portray traits of more than one.

Whilst the above models focus on the characteristics of individuals, Tuckman’s theory
of team development focuses on how teams develop and the different stages teams
go through. Tuckman describes this as a four-stage process as shown in fig 3 below.

The model (initially created in 1965) refers to the path which teams follow as they
develop. it describes four separate stages teams move through from initial forming,
through fully functioning and high performing. It is a vital tool for team leaders to be
aware of as it both maps the way team members act, but also the importance of how
team leaders must act at each stage, and how team goals can be negatively affected
if the process is managed ineffectively (Miller, 2014).

Teams often begin politely and positive about their goals and tend not to question
processes of procedures. They have high expectations of each other and the team's
goals. The ‘Forming’ stage requires team leaders to be more directive to ensure that
goals are set for the team. As they move into the ‘Storming’ stage they start to question
each other and the negative character traits of individuals start to appear. It is vital for
team leaders to be able to manage their teams at this stage and to help them identify
each other’s skills.

As teams start to work closely together and recognise each other's abilities, they begin
to work in harmony and begin performing better. At this stage of the process a team
leader starts to become more of a facilitator and is able to allow the team to manage
their own performance, whilst supporting and develop team members. If this continues
well, the final stage of the process is ‘Performing’, where the team take on more
responsibility and become more positive about thelr ability in achieving their goals and
objectives.

What is vital during this process is that line managers are both aware and equipped
with the necessary skills to understand how and why their team is acting in a certain
way. Understanding this model allows line managers to predict patters of behaviours
as well as assisting their team progress through the stages as smoothly as possible.

J|Pag:
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The above models are key to understanding how individual team members act as well
as how teams develop, this is not always enough to ensure that objectives are
achieved. This is evident in change management processes, where it is demonstrated
that informal coalitions exist and play a key part in organisation’s ability to manage
such processes (Rodgers, 20068). The Business Dictionary define organisational
politics as "the pursult of individual agendas and self-interest in an organisation without
regard to their effect on the organisations efforts to achieve its goals”, which can make
this seem negative. Rodgers, however suggests that internal politics are both
necessary and inevitable.

Whatever management’s view is of change, teams of individuals will inevitably speak
about what they want to and will decide for themselves how the change process will
work. Rodgers describes the normal change process as below, identifying the three
different management styles:

Figure 1: Spectrum of conventional approaches to organisational change

EDUCATION
and

TRAINING

INFORM
IMPOSEI and MODIFY INVOLVE
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- vt
e e i
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A3 falgure o wtlng 1 i

This suggests a clear difference from ‘tight’ to ‘flexible’ management styles, however
what is important to understand and accept is that whatever management style is
adopted, managers cannot stop their teams discussing whatever is important to them.
This is where the informal coalitions are made. This is an important viewpoint to
understand, as it recognises how powerful conversations, discussions and internal
politics can be.

Rodgers suggests that internal politics are a necessary and unavoidable step in any
process, particularly when change impacts on team'’s resources or workload. Whilst
politics can be seen as a negative issue, this is the reality and to avoid it will delay any
process being completed. Team leaders and managers should embrace
organisational politics and engage with their teams to work through these processes
rather than trying to fight against them.
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Conclusion

To conclude, it is important for team leaders to be aware of how their teams are made
up and their differing skills and abllities. Additionally, it is also key to understand the
processes that teams move through and how these can be managed to assist in
achieving team goals. Lastly, whilst the above allows managers to be better equipped
to manage their team, they must also be aware of how internal politics in their
organisation play out and how these can assist in achieving their objectives.

Recommendations

1. Allteam leaders should seek to assess their team's abilities by using a Belbin style
questionnaire to ensure that they are equipped to effectively manage their staff.
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Evidence Ref: DPPHR/005
Harris David

“
From: Mills Gary Supt

Sent: 21 October 2019 09:15

To: Harris David

Ce: Morris Sheila; Walters Dawn

Subject: RE: [SWYDDOGOL OFFICIAL] Leaming and Development course creation and

booking process

SWYDDOGOL OFFICIAL
Dave,

Many thanks for your e-mail and proposal. Makes perfect sense to me and will tie In with some other changes we
are looking to make, that will be launched at the Learners’ Fayre being held on 19*" November 2019.

| am free on Thursday, 9.00 a.m. any good?

Cofion / Regards,

Gary Milis

Uwcharolygydd/Superintendent

Gwasanaethau Dysgu a Datblygu/Leaming and Development Services

Heddlu Dyfed-Powys Police

Phone from within Wales 101 / Rhif ffén yng Nghymru 101 - Option 3 exitn 23500
Phone from elsewhers / Rhif ffdn o'r tu allan i Gymru

01267 222020 Est / Exin 23500

OFfon Symudol / Moblle 07970 146809
gary.mills@dyfed-powys. pnn.police.uk

a* Folice

FED D-POWYS

Hapus | gyfathrebu’n Gymraeg neu’n Saesneg / Happy to communicate in Welsh or in English



SWYDDOGOL OFFICIAL

From: Harris David

Sent: 18 October 2019 13:58

To: Mills Gary Supt

Cc

Subject: AL) Learmning and Development course creation and booking process
Importance: High

SWYDDOGOL OFFICIAL
Afternoon Gary,

We in the BSU have been meeting recentlv to discuss the current process in terms of the course creation and
booking process for Dyfed-Powys Police. ]} and | have been in discussions with colleagues In IT regarding access
being tightened as to who can add individuals to courses on DMS, in order that we as a Force are abletogalna
greater level of control over the courses being delivered, and ultimately the accuracy of Individual’s personal
records,

| would be grateful if you would be avallable for an hour next week to discuss what our proposal would be for this,
as whilst we are able to progress a lot of this work Independently, the success of any change to current practice will
rely on having your buy-in and drive from a senior officer level. Following your approval, we will also then need to
lialse with colleagues in RMU, as well as the Force trainers, to ensure that they are aware of what the impact will be
for them.

in brief we will be aiming to achieve the below:

A structured process of courses being agreed prior to the commencement of a financlal year.
Following the above the BSU will create the courses for the year, which will allow RMU to populate these via
DMS.

e  Remove access for individuals to be able to amend DMS to add people to courses (apart from RMU)
Glving access to the Tralners to record the course outcome themselves on Trent.

s Implement an auditable process for any additional training requests received outside of the Costed Training
Plan {CTP) process.

¢  Launch the new process to the organisation, providing a process to apply for courses if they require this
(outside of the CTP). Hopefully this will be effective of December 1* and will include an Intranet banner and
possibly a pod cast from yourself (if you are in agreement).

We are aiming to professionalise the process and to reduce the burden on all of those involved, by channelling
requests through a set process, allowing us to maintain accurate records on Trent and to allow BSU time to be less
reactive and to focus more on Trent development.

| am currently available on elther Thursday or Friday all day, or Monday from 2pm onwards. Please let me know If
any of these days sult you and we would welcome a discussion regarding the above.

Kind regards

Dave Harris

Swyddog yr Uned Cymorth Busnes/ BSU Officer

Uned Cymorth Busnes (UCB) - Adnoddau Dynol a Chyflogres/ Business Support Unit - Human
Resources & Payroll

Heddlu Dyfed-Powys Police
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Would you off ba svallable for a follow up meeting this Friey to discuss tha course booling procesy, which we are locldng to start from Dacember.
Isnusry, so k would be grest to have everyans together 5o wa can duckie
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Harris David

From: Tudor Simon

Sent: 07 November 2019 09:10

To: Harris David: Mills Gary Supt

Subject: E S GOL ICIAL] Course Booking Process

SWYDDOGOL OFFICIAL
Cheers Dave. Appreciated as always.

Really sorry but Is there anything available other than the 15* as | don’t routinely work Fridays?
Sorry to be a pain and if it's an Issue, I'll come in, no worries..

Cheers, Sim

Kind regards, Simon

Simon Tudor
Service Delivery Manager / Rheolwr Cyflenwl Gwasanaethau

Hepus i gyfatimebu'n Gymraeg neu'n Saasneg
Happy to communicate in Welsh or In English

Rhag,
ﬁ. A, Heddlu Dyfed Powys Police

'i# 3 ¢ et 1 Dotd Ffon Mewnolintemal: 23802
. ' mlﬂhm.um Rhif Allancl/External : 0845 3130300 ( 23802 )
) /4

E-boet / E-mailk:

"opn gt

Nid yw'r a-bost hwn nag unrhyw ffelliau & drosgiwyddir gydag ef 0 angenrheidrwydd yn ediewyrchu bam Heddiu Dyfed-Powys. Bwriedir yr e-bost ar gyfer y
person neu'r selydiiad a enwir uchod. Qs derbyniwyd yr e-bost hwn trwy gamgymeriad, dyiid hysbysu'r anfonydd & dileu'r e-bost odd! ar eich system os
gwelwoh yn dda. Os mei nid | chil y bwriadwyd ef ac nid chi yw'r cyflogwr na'r asiant sy'n gyfrifol am rofr e-bost i'r derbynnydd bwriadedig, fe'ch hysbysir gan
hyn na chanfateir | chi ddefnyddio, sdolygu, lledaenu, dosbarthu na choplo'r e-boat ar unrhyw gyfrif.

This e-mall and any fleg transmitted with it are not necesserily the view of Dyfed-Powys Police. it is intended only for the person or eniily named above. if
you have received this e-mail in error pleass notily originator and srase this e-mail from your system. Iif you are not the intended recipient or the employsr or
ageni responsible for defivening it to the intended recipient, you are hersby notifled that any use, review, disssmination, distrnbution or copying of the e-mail is

strictly prohibited.

SWYDDOGOL. OFFICIAL

From: Harris David
Sent: 06 November 2019 14:50
To: Mills Gary Supt; Tudor Simon
Cc: Motris Shella; Melly Mike ChInsp
Subject: [SWYDDOGOL OFFICIAL] Course Booking Process
Importance: High
1



SWYDDOGOL OFFICIAL
Hi Gents,

As you will be aware from our previous conversations, we are in the process of working towards a new way of
managing the course booking process. The intention is that only RMU will be able to book people onto internal
training courses, and the only courses that wlill be avallable for them to book are the ones- has created. This
will mean a change to the way in which RMU, BSU and the L&D trainers work and in light of this we have met with
you previous and this morning met with Mike.

Whilst everyone Is supportive of the principal of these changes, there are some practical issues which need further
work, specifically how the large scale training such as PST is managed, not just the booking of people onto these
events. In light of this | am suggesting that we have a brief meeting with all of us present to discuss how this will
work in reality and what roles we will all play.

We are aiming to get these changes made and Implemented by December, which will allow the PST taking place in
2020 to be a good test on how things will work in the future,

| will have a look for an avallable slot in all of our calendars either at the end of this week or beginning of next, in
order that we can discuss this and move the preject forward.

If you have any queries or wish to discuss the above please let me know.

Kind regards

Dave Harrls

Swyddog yr Uned Cymorth Busnes/ BSU Offlcer

Uned Cymorth Busnes (UCB) - Adnoddau Dynol a Chyflogres/ Business Support Unit - Human
Resources & Payroll

Heddlu Dyfed-Powys Police

Ext:23817

SWYDDOGOL OFFICIAL
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Harris David

From: Tudor Simon

Sent: 26 November 2019 11:56

To: Harris David

Subject: RE: [SWYDDOGOL OFFICIAL] Course Booking Process - Update

SWYDDOGOL OFFICIAL
Apologies for the delay Dave but thank you and spot on mate.

Really appreciated.

Cheers, Simon

Kind regards, Sinon

Simon Tudor
Service Delivery Manager / Rheolwr Cyflenwi Gwasanaethau

Hapus i gyfathrebu’n Gymraeg new'n Saasneg
Happy to communicate in Weish or in English

Mﬁﬂﬁ
5 GO, Heddlu Dyfed Powys Police

w [ ~ — P Ffon Mewnolfintemal: 23802
. . umln.llim:ﬂm Rhif Allanol/External : 0845 3130300 ( 23602 )
V / E-boat / E-mall:
- -

it Bt

Nid yw'r a-host hwn nag unrhyw fefliiau & drosgiwyddir gydag ef 0 angenrheidrwydd yn adlewyrchu bam Heddiu Dyfed-Powys. Bwrisdir yr e-bost ar gyfery
person neu'r sefydliad a enwir uchod. Os derbyniwyd yr e-bost hwn trwy gamgymeriad, dylid hysbysu'r snfonydd & dileu'r e-bost oddi ar eich system os

yn daa. O3 mai nid | chl y bwriadwyd ef ac nid ohi yw'r cyfiogwr na'r asiant sy'n gyfritol am rof'r e-bost I'r derbynnydd bwriadaaig, fe'ch hysbysir gan
hyn na chaniateir | chi ddefhyddio, adolygu, fedaenu, dosbarthu na choplo’r e-bost er unrhyw gyiril.

Thiz e-mail and any les transmitted with it are not necessarily the view of Dyfed-Powys Polics. It is intended only for the person or entily named above. if
you have recelved this e-malf in error pleass notify onginator and erase this e-mail from your system. If you are not the intended recipient or the employer or
agent responsible for delfvering i fo the intended recipient, you are hereby noliffed that any use, review, dissemination, distribution or copving of the e-mali is

sirictly prohibifed.

SWYDDOGOL OFFICIAL

From: Harris David
Sent: 21 November 2019 10:50

Impﬁi‘ta.nne: High

SWYDDOGOL OFFICIAL

Good morning all,



Further to our recent meeting, | wanted to thank you all for your attendance and your support in delivering the
proposed changes to the internal course booking process. | have no doubt that this will be a success, particularly
with all of your buy-in and support from senior management.

| have discussed the process with IT and due to leave and to ensure that this is delivered as a useable product, | am

proposing that this goes live now on January 1* and not December 1%, as previously discussed. This will allow the IT
to be in place, the courses to have been created fully, along with the communication plan to have been devised and
communicated to the organisation.

In brief the decisions regarding the project are as follows:

1. Asfrom January 1* access to allocate individuals to internal courses on DMS will be removed for everyone, with
the exception of RMU (there will need to be two exceptions to this for Dogs Unit and Firearms —this is to be
agreed In due course) - -- can you confirm If you anticipate any Issues with this?

2. Costed Training Plan wiil be managed by L&D and only courses via this process will be provided to BSU to
create. -- - Are you able to work with senior managers from all depts. To reiterate this in your annual
discussions re; training provision?

3. A communication plan will be devised by the BSU, explaining the process to be undertaken moving forward. -
BSU will complete this task

4. A review of the courses currently on Trent will be conducted and this will be mapped against DMS. — BSU will
complete this task

5. Podcast to be recorded by Supt Gary Mills — BSU to write this

I would be grateful for your comments on the above and whether you see any issues which could impact on the
delivery of this project by January 1%,

Kind regards

Dave Harris

Swyddog yr Uned Cymorth Busnes/ BSU Officer

Uned Cymorth Busnes (UCB) - Adnoddau Dynol a Chyflogres/ Business Support Unit - Human
Resources & Payroll

Heddlu Dyfed-Powys Police

Ext:23817

SWYDDOGOL OFFICIAL
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Harris David

From: Tudor Simon

Sent: 06 December 2019 12:03

To: Harris David

Subject: RE: [SWYDDOGOL OFFICIAL] Course Booking Process
SWYDDOGOL OFFICIAL

Perfect | think thanks mate.
Really is appreciated.
See you next week then .

Cheers, Sim.

Kind regards, Sonon

Simon Tudor
Service Delivery Manager / Rheolwr Cyflenwi Gwasanaethau

Hapus i gyfatiwabu’n Gynvasg neu'n Ssasneg
Happy to communicats in Welsh or in English

i % Heddlu Dyfed Powys Police

n_/ 5 b Ffon Mewnolintemal: 23802
) L Lamrsing ned Dodalosmen Sardess  Rhif AllanoVExteral : 0845 3130300 { 23802 )

E-boat / E-mall: gimon.fudorfDvfed-powvs. onn.poflce. uk
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Nid yw'r e-bost hwn nag unrhyw ffeliiau a drosglwyddir gydag ef o angenrheidrwydd yn adiewyrchu bam Heddiu Dyfed-Pawys. Bwriedir yr s-bost ar gyfory
person neu'r sefydilad a enwir uchod, Os derbyniwyd yr e-bost hwn trwy gemgymeriad, dylid hysbysu'r anfonydd a difeu'’r e-bost oddi ar vich system os
gweiwch yn dda. Oa mal nid i chi y bwriadwyd ef ac nid chi yw'r cyflogwr na'r asient sy'n gyirifol am rol'r e-bost I'r derbynnydd bwriadediy, fe'ch hysbysir gan
hyn na chanialeir i chi ddefnyddio, adolygu, lledaenu, dosbarthu na choplo'r e-boat ar unrhyw gyivit,

This e-mail and any Fies fransmitted with It are nof necessarily the view of Dyfed-Powys Folice. If Is intended only for the person or entity named above. If

you have received this e-mall in error please notlly originator and erase this e-mall from your aystem. If you &re not the Infended reciplent or the empioyer or
agent responsible for deiivering I to the infended recipient, you are hereby notfifed thaf any use, roview, dissemination, distribution or copying of the e-mail Is

airictly prohiblted.

SWYDDOGOL OFFICIAL
From: Harrls David
Sent: 06 December 2019 11:29
To: Tudor Simon
Cc:
Su . DOGOL OFFICIAL] Course Booking Process

Importance: High



SWYDDOGOL OFFICIAL
Hi Si,

Thanks for coming over to meet with JJj and | this morning to discuss the course booking process. | have
attached the amended ‘Additional Training Request’ form, along with the process map for the Costed Training Plan

and ad-hoc training requests. Should you need any further amendments to be made following your discussions with
Teresa, please let me know.

To summarise our discussions, the process will be as follows:

Additlonal Training Request form will be sent out to all trainers, explaining how these changes will impact them.
When additional training Is required, this form will be completed and forwarded to Simon at (

)
Simon wiil review the request and check this against the 12 month planner to ensure that there are no clashes.
Once approved, the completed form will be forwarded to the BSU via e-mail to:

BSU will create the course on Trent, applying a unique identifier to enable effective data transfer between Trent and
DMS.

Once created, BSU will forward completed form to RMU for them to populate.

| will amend the e-malil | showed you earlier and send this out to the trainers, asking them to complete the ATR form
and forwarding this to you, when they have training requests.

If you think of anything else, or need our assistance with anything else just let us know.

Kind regards

/A4

Dave Harris

Swyddog yr Uned Cymorth Busnes/ BSU Officer

Uned Cymorth Busnes (UCB) - Adnoddau Dynol a Chyflogres/ Business Support Unit — Human
Resources & Payroll

Heddlu Dyfed-Powys Pollce

Ext:23817

SWYDDOGOL OFFICIAL
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Harris Davld_

=
From: Mills Gary Supt
Sent: 06 December 2019 13:00
To: Harris David
Subject: FW: [SWYDDOGOL-SENSITIF OFFICIAL-SENSITIVE - Gweithredol Operational}
IMPORTANT - Course Booking Changes (Swyddogal Official)
Attachments: Course Creation Formxlsx; Course process.pub
importance: High

Classification: Swyddogol Official
David,

Thank you for all your work with regards to this which will undoubtedly bring some cohesion with
regards to course creation and attendance. Much appreciated.

Gary Mills
Uwcharolygydd/Superintendent
Gwasanaethau Dysgu a Datblygu/Learning & Development Services

Classification: Swyddogol Official

From: Harris David <david.harris@dyfed-powys.pnn.police.uk>
Sent: 6 Dec 2019 11:33

Ce: Mills Gary Supt

Subject: [SWYDDOGOL-SENSITIF OFFICIAL-SENSITIVE - Gweithredol Operational] IMPORTANT -
Course Booking Changes

SWYDDOGOL-SENSITIF OFFICIAL-SENSITIVE - Gwelthredol Operationail
For named reclplent/s or distribution group | dderbynnydd/derbynwyr a enwir neu gn¥p dosbarthu

Good morning all,

As you may or may not be aware, the organisation has been reviewing the course booking process to ensure that
this is being monttored and driven by central Learning and Development. The changes to the process will Include
blocking access for individuals to be placed on courses unless done so by RMU, RMU only being able to book
individuals onto Internal courses if they have been created in Trent, as well as Trent and DMS becoming more
integrated to allow for automatic updating of Trent records and duty rotas.

What does this mean for you as Trainers?

As a tralner, we are asking that with Inmedlate effect, if you are looking to run an Internal course you no longer do

this by contacting RMU directly. Instead you complete the attached Additional Training Request {ATR) form and

forward this to Simon Tudor at This will ensure that the course Is agreed
1



and that all the necessary checks have been conducted prior to it being delivered. Once Simon has reviewed the
form, he will forward this to the Business Support Unit for it to be created on Trent.. Once this is done, RMU will be
notified of the available dates and the maximum/minimum number of Individuals able to undertake the training in
any one event and will commence populating it with candlidates. Anyone contacting RMU directly will be asked to
complete the attached Additional Training Request (ATR) form.

| have attached a process map of how the new course booking process will work, along with a copy of the ATR for
future requests for internal courses to be delivered.

In the future the above process will also be rolled out to External courses, however this will not take place until the
end of the flnanclal year.

Should you have any queries with regard to the above, please do not hesitate to contact either myself, Simen Tudor
or Sheila Morris who will be happy to assist.

Kind regards

Dave Harris

Swyddog yr Uned Cymorth Busnes/ BSU Officer

Uned Cymorth Busnes (UCB) - Adnoddau Dynol a Chyflogres/ Business Support Unit - Human
Resources & Payroll

Heddlu Dyfed-Powys Police

Ext:23817

SWYDDOGOL-SENSITIF OFFICIAL-SENSITIVE - Gwelthredol Operational
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Harris David
I e

= e — —
From: Harris David
Sent: 10 December 2019 10:54
To:
Subject: [SWYDDOGOL OFFICIAL] Intranet Banner - Course Booking
Attachments: Course Booking Communication.docx
SWYDDOGOL OFFICIAL

)

Further to our conversation this morning, | would be grateful if you would be able to create an intranet banner to
publicise the change in the course booking process.

i have attached the draft comms which will need to be available when individuals click on the banner {this s yet to
be approved by Supt Mills so | wlll let you know the final version when this Is received}. There are links in the
comms document which link to pages on the BSU intranet page, 5o these would need to be active.

The banner needs to say ” Important information about the new course booking process” and have something
which s L&D orientated (silhouettes of people in class - or something like that).

Can you let me know If this is ok and whether this could be ready for mid next week?

Cheers

Kind regards

Dave Harrls

Swyddog yr Uned Cymorth Busnes/ BSU Officer

Uned Cymorth Busnes (UCB} — Adnoddau Dynol a Chyflogres/ Business Support Unit - Human
Resources & Payroll

Heddlu Dyfed-Powys Police

Ext:23817

SWYDDOGOL OFFICIAL
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Harris David
From:
Sent: 16 Dacember 2019 18:01
To: Harris David
Subject: RE: [SWYDDOGOL OFFICIAL] Intranet Banner
Attachments: courseBookingBanner.jpg
SWYDDOGOL OFFICIAL
Hi Dave,

No problem, please find attached banner. If you need anything changed, give me a shout.

Cheers,

frbenigwr M

E or Hapu « ¢ gyfiartymout Gyrvsop me'r S20e00

SWYDDOGOL OFFICIAL

From: Harrls David <david.harris@dyfed-powys.pnn.police.uk>
Sent: 16 December 2019 09:36

To:

Subject: [SWYDDOGOL OFFICIAL] Intranet Banner
Importance: High

SWYDDOGOL OFFICIAL

Hi [l

Just checking If we are still ok track for an intranet banner to be ready for this week for the new course booking
process? This is my last week in the office until the 30* December so wanted to make sure that it was ready and had
been ratified by Supt Mills prior to me going off.

Cheers

Kind regards

Dave Harris

Swyddog yr Uned Cymorth Busnes/ BSU Officer

Uned Cymorth Bushes (UCB) - Adnoddau Dynol a Chyflogres/ Business Support Unit - Human
Resources & Payroll

Heddlu Dyfed-Powys Police

Ext:23817

SWYDDOGOL OFFICIAL
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Harris David
e e e e

From: Mills Gary Supt

Sent: 06 January 2020 17:55

To: Harris David

Subject: [SWYDDOGOL OFFICIAL] Course Booking Process
SWYDDOGOL OFFICIAL

Dave,

Can | personally thank you for the work you have undertaken to resolve some of the issues we have had In relation
to the process around arranging courses, Identifying attendees and recognising the skills obtained as a result. As
you have quite rightly pointed out this has been a source of consternation for us as a Force for some time and the
fact that you have recognised these Issues through the analysis you conducted and Introduced the new process is
testament to the problem solving approach you have instilled within the BSU.

You quite rightly pointed out that not all courses were belng organised through Learning & Development with
Departments/BCUs organising their own localised training which, resulted in significant demands and duplication in
delivery. Having analysed what the issues were and identified the significant financial and resource demand being
placed on the organisation, the new process you have Introduced will now see consistency in approach with the
resultant efficiency galns. What was important however, Is your approach to how the new process would be
Implemented with the fact you involved myself and other senior leaders from the outset key as part of this. Those
early meetings where you got the buy In from all concerned are key to ensuring that the process would be fit for
purpose at a strategic level before implementing at an operational level.

Once this was achleved, you were then able to meet with key stakeholders Including operational officers, 1.5 & T and
tralners to ensure that their views were taken Into account whilst implementing what Is a significant change for us
as an organisation. This has resulted in the new process being introduced whereby all courses are created via the
BSU and L & D to ensure that clear and accurate records are kept with analysis undertaken with regards to non-
attendance and associated costs. Whilst It is very much at an early stage, we are already seelng the benefits of this
and | am grateful of the fact that you will be monltoring the position closely and addressing any issues should they

arise,
Than you once again for all your hard work.

Cofion / Regards,

[,

Gary Mills
Uwcharolygydd/Superintendent
Gwasanaethau Dysgu a Datblygu/Learning and Development Services
Hedadlu Dyfed-Powys Police
Phone from within Wales 101 / Rhif ffdn yng Nghymru 101 - Option 3 exin 23600
Phone from elsewhere / Rhif ffn o'r tu alfan | Gymru
01267 222020 Est / Extn 23500
OFfon Symudol / Mobile: 07970 146809
ary.mill lice.uk
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Business Support Unit
S v

Audlence: Bupt Gary Mllls, Simon Tudor, Dawn Walters, Lynne Davles!

This report provides an update on the work undertaken to date regarding the proposed
amendments to the Dyfed-Powys Police internal course booking process.

Background

Following initial discussions in September 2019, it was raised that the current process for
booking internal courses in Dyfed-Powys Police is not efficient and is resulting in
individuals attending internal courses, without these being identified as official training
needs of the organisation. In addition, this has led to gaps in the training records
maintained via the Trent system. Due to the above, a decision was taken that a project
would be undertaken to look to improve this process by carrying out a review of where
the current issues lay, and how these could be address to ensure that a robust process
was in place. This would aim to address any data integrity issues resulting from
individuals training records not being up to date, as well as looking to provide a central
steer for course creation and attendance. This would also aim to address issues in non-
attendance for courses, reducing the risk of police officer and staff skills not being
maintained.

Report

In order to achieve an initial meeting took place with the Learmning and Development
Administrator to further understand the issues within this process, both from an
administrative aspect as well as organisationally. This was followed by a series of
meetings with both senior police officers and police staff from the Leamning and
Development Department, as weill as from operational policing. The outcome of these
meetings resulted in a number of proposals being put forward, which would be delivered
by the Business Support Unit in an effort to address the inherent issues with the current
process. These are detailed below:

Implementation of a structured process for new course requests

Withdrawal of access for individuals to be added to courses on DMS unless done so
by RMU

Automated data transfer between Trent and DMS

Reintroduction of E-form for removal from courses

Withdrawal of Learning Event Attendance (LEA) forms and introduction of Trainers
directly resulting courses in Trent

To achieve the above a series of meetings have taken place with key stakeholders within
the process, including Learning and Development senior management, Trainers and IT
colleagues. These have generated a number of actions which have been progressed to
date; withdrawing access to add individuals to courses, limiting the courses available on

e I.III__

David Harris, Business Support Cfficer - HR, Heddlu Dyfed-Powys Police 3
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DMS to those that exist in Trent and the creation of a unique reference for courses to
allow seamless data transfer between Trent and DMS.

In addition to the above, the Business Support Unit (BSU) have conducted a review of all
of the courses available on DMS to conduct a match and gap exercise with Trent data in
order that there are no official courses missed off when the process is fed by Trent.
During this process BSU have been engaging with the training team to ensure that the
relevant dates are identified for courses being delivered in early 2020.

Moving Forward

As from January 1% 2020, the courses available via DMS will only be those that exist in
Trent. This will not impact on those courses where people have been allocated to them
on DMS but they do not exist in Trent, however no further individuals will be able to
allocated to it unless the BSU are made aware.

In addition, for all courses being delivered from January 2020, DMS will automatically
feed the candidate detalils into Trent 24 hours prior to the course being delivered. This
will allow the trainers to gain access to an attendee list on the day that training is to be
delivered. This will also allow them to update course results as soon as the training is
completed, which in turn wilf update any skills which are an output of the course. This will
reduce any potential delay in these skills being updated, reducing any data integrity
issues.

Lastly, to monitor the process moving forward a monthly meeting has been set up
between the Learning and Development management team, Special Ops, Trainers,
Resource Management Unit, IT and the BSU. This will allow issues to be identified and
discussed as we roll out the new process. This will also allow further reporting to be
provided in the coming months.

David Harris

A

Business Support officer - HR

David Harrls, Business Support Officer - HR, Heddiu Dyfed-Powys Police 4
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APPENDIX 1

Additional Training Request Form

Dyfed-Powys Police
Additional Training Request

Db e S i Eretation (Dayar AT Location | Boome | Targd Audimce  Min Parfioipants | Saa Participants

1]
! -
7 -
3 | )
2
:0 =
: 1
2 |

i
2

{
Al

|
B
& E ONCE COMPLETED PLEASE FORWARD THE FORM TO SERVICE DELIVERY MANAGER, LEARNING AND DEVELOPMENT - SIMON TURDOR

|

1
2] pped b =_ Date

| Becte foriendod to
a i i}

[nmlnnmiulh

R4

s . =

— - ——ERS

David Harris, Business Support Officer - HR, Heddlu Dyfed-Powys Pollce ]
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APPENDIX 2

Course Booking Process Map
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M spprovad, forwerdad to
TrentCoursaAdmin E-msH

o

85U cragta coursa on Trant snd
forwerd {orm to HMLL,

Davld Harris, Business Support Officer - HR, Heddlu Dyfed-Powys Pollce 6
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APPENDIX 3

Force-Wide Communication

Dyfed-Powys Palice has recently reviewed the way in which is delivers internal courses to its employees
and the process that is followed to manage this process. This has been undertaken to ensure there is
robust control over which courses are delivered and these meet the needs of the organisation.

To achieve the above, the course booking process will be altered. Individual supervisors will no longer
having access to add staff to internal courses on DMS. This function will only be available to the Resource
Management Unit (RMU) staff, ensuring that organisational control In maintained and that abstraction
levels are managed centrally. Any supervisors wishing to deliver a course within Dyfed-Powys Police will
be required to submit a training course request to Simon Tudor - Service Delivery Manager, Learning and
Development Dept. This will be done annually via the Costed Tralning Plan process, carried out by
Learning and Development each year. For all urgent course requirements mid-year, these will also follow
a process of submisslon and authorisation prior to these being delivered. To do this an ‘Additional

form will need to be completed and forwarded to Simon.

To view a process map explalning the course booking process, please click here,

These changes are a necessary step to ensure that courses are only delivered once they have been
approved by the Learning and Development department, ensuring they have been considered alongside
organisational need and required abstraction levels.

in light of the above, as from January 1«, RMU will be the only team able to bock individuals onto internal
courses and these will only be those that exist on Trent.

In addition, once an individual has been booked on a course, the only way for thelr attendance to be
cancelled will be via the E-Form system ( ). This is to ensure that there is control over this process
so as to avoid non-compliance with any mandatory training requirements. Due to the number of
withdrawals/no shows we are experlencing on courses, the new process will see the removal from
courses requiring authorisation of a Chief Inspector or Police Staff equivalent.

| trust you as employees will assist In the delivery of the above changes. Should you have any querles
about how to submit a course request, or how to book an individual onto a course, please contact the
Business Support Unit or Simon Tudor, who will be happy to assist.

Gary Mills Superintendent Learning & Development Services

David Harris, Business Support Officer - HR, Haddlu Dyfed-Powys Police 7
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Evidence Ref: DPPHR/005
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Evidence Ref: DPPHR/005

Course Booking Communication

Dyfed-Powys Police has recently reviewed the way In which is delivers internal courses to its
employees and the process that is followed to manage this process. This has been undertaken to
ensure there Is robust control over which courses are delivered and these meet the needs of the
organisation.

To achieve the above, the course booking process will be altered. Individual supervisors will no
longer having access to add staff to internal courses on DMS. This function will only be avaitable to
the Resource Management Unit (RMU) staff, ensuring that organisational control in maintained and
that abstraction levels are managed centrally. Any supervisors wishing to deliver a course within
Dyfed-Powys Police will be required to submit a tralning course request to Simon Tudor — Service
Delivery Manager, Learning and Development Dept. This will be done annually via the Costed
Training Plan process, carried out by Learning and Development each year. For all urgent course
requirements mid-year, these will also follow a process of submission and authorlsation prior to
these being dellvered. To do this an ‘Additional Training Reguest’ form will need to be completed
and forwarded to Simon.

To view a process map explaining the course booking process, please click

These changes are a necessary step to ensure that courses are only delivered once they have been
approved by the Learning and Development department, ensuring they have been considered
alongside organisational need and required abstraction levels.

In light of the above, as from January 1%, RMU wlll be the only team able to book individuals onto
internal courses and these wlll only be those that exist on Trent.

In addition, once an Individual has been booked on a course, the only way for thelr attendance to be
cancelled will be via the E-Form system { ). This is to ensure that there Is control over this
process so as to avold non-compliance with any mandatory training requirements.

In addition, due to the number of withdrawals/no shows we are experiencing on courses, the new
process will see the authorisation of a Chief Inspector or Police Staff equivalent being required to
withdraw an employee from a course.

| trust you as employees will assist in the delivery of the above changes. Should you have any querles
about how to submit a course request, or how to book an individual onto a course, please contact
the Business Support Unit or Simon Tudor, who will be happy to assist.






P00/HHddQ :33UI3f3} 3dU3PIAT
a8ed|t

‘Jusuissesse
se pajojdwod eAey | ausym seale oy Bupybiybiy ‘depy uoissajoid adin oyl Jsurebe Juowssassy Juepn)g Aw jo abew ue s| mojeg

“JOYHNY siipjs Aw dojeasp 0} Ysim pINOM | YdIym SBaIe oM} Os|e aJe Aay) JoAemoy ‘Jnoqe

AiBuoys |as} | sunoiAeYyeq SE 3w 0} IN0 poo)s Ajeuosiad YoIym Seele OM) Ie 3Sal) ‘pajdo|es oAy | Seale JnoiAeyaq ayj Jo Suus} uj
"eaue |euojssajoud Juswabeue Jusje ] pue 6uioinosey ) ©S00YD OS[E O} BLU JO) [EJA SBM )i SI0JAISY) ‘JUSLLYNISa] YBIS 891[10d
[eweixs pue [ewelu] uo sesndoj Apueuiwopaid sjol Aw ‘aaoqe oy o} uolippe u| Jes) dew sy} Jo Peay ayj 1B IS SEaUe OM]. 9SoY)
Aym pue dep uoissajoid ey} UM ‘QdID 9y Aq peoyoe S| iy “10} AJjiqe LB SHEJSUOWISP PINoYS s|euoissejoid pue sisuonnoesd YH
Ile yoiym Bujypewos se uonnjog pue ABsjens ‘siybisu| pue yH Buipesn Joj pasu oy} oes | se ‘seale [euoissajold oy pajoojes aAey |
9|qipau) Ajleucsiod e

BAjeloge|loD e

sealy Jnojaeyeqg

Jswoabeuep Jusje] pue Bulainossy o
uopnjog pue ABajeng ‘siybisu| e
YH Bulpea e

SE3IY [euUoISSajold

:seale Bumol|o} ey
Jsujebe Juswssesse ay) JoNpuod 0} pajosie BABY PUB ‘[BUOISS8J0Id — Z pued e Jno SIY} paLued oAeY | ‘Juswssasse aly) Bupjepspun uj

"1eak Bujwod ay) Jaao seAldalqo Aw dew o) (dad) ueld wswdojeasq [euosiad
Se Juswdojerep 0} mojje 0} pue ‘spjey YH Jyads ulyum sepusjuadwod pue Ajige Aw Jo yeWwyousq e se S|y} @sn 0] oW moje
0} Sy} uop @Ay | "GLOZ de uoissajoid s,ad|D 8y} Jsulebe Juawissesse-Jjos B usyepspun oAey | uopesyienb gdio Aw jo ped sy



P00/HHddQ :32Ua.13[3Y 3dUaPIAT
a8ed|z

‘pouad Yuow z| Buiwods ayj} JoAo JuawidojoAsp JO) Seale [RIBASS pajedlpul pue
paynuop! 8ARY | SJoum ‘ueld juswdojeas( [BuoIssajold B padojoasp Jou os[e aAeyY | ‘Judwssesse AW Jo uojjejdwiod sy} Bumojjo4

[@Aa] gof ei Jsuiehe JISEIN0A SSI5SE NOA PUSWILIODR

am ‘nok ioj Jybi: eq Aaus diysiacruaNl JO jBAD)
yoym sujuuaep diay of ~Sujdojsasp, Jo Gujbiawe,
am nok seE6ns dej) S JO AI0) M) JO) SYNSEL INOA

"SUCNEPUSULRLICISI pUE
SYNSas 1USWISS3STE INOA 995 03 dewl
ai} jo eaue pejoiduioog B JoRi88

-_ﬁ@ -n.ie u!ﬁ@ E!l!ne

UORRULIOJI JREING JOJ 8312 Y388 U0 YD §

SIINS9J JUBLLSSISSe JNOA

INIWSSISSV LNIANLS

nx3 IO WIed paeogyseqd TYNOISSII0U © 52 BUISSasse ARUDLND aLNoA
LINIANIS) PRl doegq SWODM Dn —U

(4 (@) (@)

n Snsoopdordeuspdaiuy//sday U Q <



$00/HHddQ :33ua13faYy 3duaping

aied|e

"me] JuswAojdwe
Jo abpajmouy
Aepoy _N:MMWowm ] Aw anoudw

\J S|Uj op

"sie]jew mej yuswojdwe o})aame Aep e

uo seshojdwse Joyjo Jjey apise Buipes

pue wes) Aw as|Ape )n-co-suzeliepy ‘suonediignd me|

B 0202 yoiep 0} ajqe Japaq Buleq YH 0} ss900y | Jejnba) Guipeal Ag |

uonejdwod ipeau Juiea)
ajeq uops|dwon) pue majaaa ons ah._oa:.ua_..”a_..o | IIim Joddns Jo ¢S aAaloe 0} pasujjuem
B | 10j sejep jeBuey | SS9 1IA JeyM se2.nosal JRYM 0} Op | IIIm Jeym ] op 1eYM

(".owes ey jo alouw, Jo Areuopnjoas aq Aew sy} ) ;Buiop eq o) Juem | op JBYA ¢ poliad S JO pus auy) Aq 8q 0} Juem | op aIBYAA

8wio2No pauuejd

. ‘NO¥MH

0¢0¢ lequiedaqg : Joquians
oL 60z 15 d AORi3d JHL ONRISJAOD
€886/1SS n___._mumm_M“__m__-_“ SWeH piaeq *JNVYN

ueld juswdo|aasqg




a8ed|vy

Y00/HHddQ :39u213[aY 3IU3PIAT

020¢ 4equedeg

0202 judy

"jdep pajoaye yim
yuswebebus/uope)nsuod

Ajjenusjod
‘Apuspuadaput sseooid
Juswabeuew sbueyo
e jo Wed ayepspun

-ssooaud abueyo
yBnouy Buiob
juswyedap pue
iobeuepy J0jusg
woJj Jyoddng

“HOM Ul 9}eHapuUn
| 1ooloud xau 1o}
ue|d jpeloid e pejsjdwion

-106eUep 103loud
wolj uonesadood

‘pasesjel usym
1seopod pejueyq

|oiueq o) usisr |

pue Jusweaiby

‘ssaoold
juswsbeuew
abueyo e Suunp
ISISSE/MOPEBYS
pue juswobeuep
efiueyn

1o} JoBeuepy
Jojusg sy ypm
aw awios puadg

‘aoe|huom

oy} ui peloid

e BuiBeuew
usSYm SMOJ|0}

ays ssaooud

ay} Buissnosip
Jebeuepy

jo9lo1d s,20104 O}
aw) swos puadg

sseso.d
Judwebeuew
ebueyo

e yum Buijeep
Jo eousuedxg
[ednoeid

"Juswabeuew
yosloud jo |epowl
¢3ONIHd @241

Jo Buipuejsiapun
Joyealb e ules)




28¢e .

0202 isnbny

-sassaooud

MejAlelu| pue Bupsipioys
Je |[nyssaosons Buieq pue
seiouedea 10j buikjdde
sonbe9)|0o jews)u)

Ul 8SBaJOUl UR 988 0]

0202 judy

Y0O/YHdda :33uaiajay aouaping

‘Juswidojoasp
Jiay) ul senbesjjoo
[euiejul woddns

BuiAieoal BUuImO}jo) HHom
1 Yolym ui Aem au 0}

‘JusAS Ue uru 0} siy} Buubisap

0} Juawoabeuew ‘sseooud
Joluss E JO Malrdl

woy poddng | |iny e ayepapun)
‘@oueulopad

Aw aacudwy ues |

aaeljaq senbes)joo

pue wes) Aq

aJoym pue siayjo

oeqpes) ‘Apsouoy ocs op | AqQ pealsased ale
0} pue ajedioiped suonoe A moy
0} senbesjjoo | o Buipuejsiopun
waoy u-Ang Jayealb e uiesy

sebueyp [eopoeid ayew

sonbe9||0o
|ewajul

Jo} doysyiom
ssaooid uogosjes
e dojaasp

pue malnay

wes|

s92IMI9G a|doad
ay JO sJaquusw
SE ||oMm Se ‘Wes)
Juewebeuew
Joluas

oL} jo suaquew
‘wea) Aw

JO slaquiawl yum
yoeqpeej aaubep
-09€ € Jonpuo)




a8ed|9

2uies} nok

Jeym asn NOA ||IM MOH | w0l weej noA pip Jeym

<SR

P00/UHddQ :33uaiafay 3ouapiaA

SAUM sopnoApipjeym | ajeq A3y

p1039Y AdI

020¢ yoseN

‘sue)s aaiojdwe mau
ey} swn ayj Aq Jonpaud
B pajeald aAey (M |

‘aoe|d

aye} 0} Buyoyuow
aoueuuopsd
BAllOoYo

MOj|e 0} pue MO||0)
0] SISUISW Wes)
‘paainbat | msu 10} aunjonns
s92Inosal sjqeinseswl
oyvads oN e apiAcld

soaAojdwa

HH Mmau

Jo} uejd uononpui
ue dojeaeq




Y00/¥HddQ :32uai3fay asuaping







