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Planned outcome

Where do I want to be by the end of this period? What do I want to be doing? (This may be evolutionary or “more of the same”.)

	What do I want/need to learn?
	What will I do to achieve this?
	What resources or support will I need?
	What will my success criteria be?
	Target dates for review and completion
	Reflection

	Update knowledge on Employment Law legislation.



	Attend Employment Law seminars / research legislative change.
	Access to Government website / speak with manager to request that I be considered for any Employment Law training / request time from work to attend any seminars.
	To establish a sound knowledge of Employment Law and relevant legislation connected.
	Target date – September 2020

Review date – June 2020
	Task completed – attended an employment law webinar via MS Teams in March 2021. Very informative and provided an update on all employment law changes/matters as well as COVID related changes. 

I have been scheduled to attend these as and when informed with other HR Officers.



	Gain further knowledge on Employee Relation issues in the workplace

	Shadow a number of colleagues who advise in this field.
	Request manager approval to attend any meetings scheduled when office cover.
	Understand how decisions are met, consistency of advice and update knowledge of the Policies and Procedures within my organisation
	Target date - January 2021

Review date – September 2020
	Undertook some shadowing with colleagues who are experts in this field, however, a change in HR field in November 2020 has led to this being postponed until I am scheduled to return to my substantive post in September 2021. Greatly beneficial to attend meetings with a number of colleagues which helped gain a better understanding of employee relation matters within the Council. Better knowledge of procedures and legislation behind this. 

	Contribute to management decisions and portray my ideas


	Regularly view CIPD course events in South Wales area and identified a Leadership and Influencing Managers course
	Allocated time from work to attend event
	To have the courage to challenge and contribute to decisions made within the HR function.
	Course event on 25/03/2020.

	Unfortunately I was unable to attend this course due to COVID-19 lockdown restrictions. 

I have had the opportunity to liaise and be involved in HR management discussions/decisions since a change in role in November 2020. 

I have been able to portray ideas including my contribution to recruitment and selection training and how this is now conducted using the MS Teams online platform.

	Broaden my knowledge of Employee Relations Policies and Procedures.


	Identify training courses/ shadow colleagues at meetings.
	Authorisation from manager to attend meetings with colleagues and identify any training courses to attend.
	Broaden knowledge of the Employee Relations Policies and Procedures, particularly the Council’s Disciplinary Policy and Procedure.
	ACAS Disciplinary Investigation Training booked for 06/06/2020.
	As per above, have shadowed many disciplinary and management of change meeting with other colleagues. This has broadened my knowledge on employment relation matters as well as the Council’s procedure and legislation that is involved with the process.

To attend further shadowing and seek out courses upon my return to substantive post.

The ACAS Disciplinary Investigation training was postponed in June 2020 and I attended this rescheduled training in October 2020.

	Change management assignment





	Gain better insight and understanding of the Council’s management of change policy/procedure
	Seek authorisation from my manager to be excused from my current role to attend any management of change meetings with HR colleagues/Seek permission from other parties who involved with process.
	Better understanding/knowledge of the Council’s process 
	
	This was not initially on my PDP and following thge change management workshop, I felt it was appropriate to gain an understanding of change management and the processes involved in order to fulfil this assignment.

I was fortunate to be granted time by my manager to shadow meetings due to the ongoing work pressures HR are facing. I was given the opportunity to undertake a ‘mini’ management of change process involving a change in operational hours for the TTP service. This provided me with sound knowledge and understanding of the process and what is involved.

	Recruitment and Selection 
	Attendance at refresher R&S courses, following my secondment to a role within HR that oversees the council’s recruitment and selection processes
	Time management
	Refresh my knowledge and updated legislation following period of time out of this field.
	November 2020
	Following my secondment to another HR role, I requested any refresher courses that could be available to gain knowledge and updated legislative matters relating to R&S

I attended a number of webinar courses:

· Safe recruitment 
· Show and tell recruitment
· Diversity and equality training
· Criminal records changes

I was responsible for reviewing and updating our R&S training for managers to ensure that they are fully aware and understand the Council’s policy and procedure. This ensures that managers carrying out R&S activities do so, in a fair and consistent manner.



	Management style/decision making


	My manager requested that I attend a course relating to team engagement, better management. Particularly due to the current home working arrangements
	Time management to attend courses




	Better understand my management style and to help engage teams during home working

	Ongoing – May/June 2021
	In line with my new role I manage 8 employees with a managing approach being somewhat different homeworking to that in the office. 

It is difficult to be fully aware of employee well-being and engagement whilst homeworking. I am due to attend a number of online training courses between May/June 2021.


	
Mental Health first aid training 

	
In my sickness absence role, I manage a number of sickness cases. Mental Health awareness is vital in this role. Gaining a better understanding and awareness of mental health and the signs/symptoms

	
Time management – attendance for a half day course
	
Understanding the various mental health related illnesses and the signs related to these for early intervention.
	
January 2020
	
Attended mental health first aid training in January 2020 – gained a greater insight and awareness of mental health and related illnesses as well as potential signs/symptoms for early intervention. 

I am now a qualified mental health first aider – level 1. I have been able to use this knowledge in identifying any mental health related sickness absence cases. 

	Coaching  and Mentoring assignment
	Concerned with lack of knowledge in this field  - hoping to broaden this through support from the Learning, Training and Development Section
	Time management – setting time aside from HR duties
	Gain better understanding and knowledge of Council’s approach to this,
	February 2021 onwards
	Not yet had the opportunity to arrange and meet with a colleague from the Learning, Training and Development Section to due to work pressures on both sides. 

Aiming to reschedule this in August following the implementation of the new HR/Payroll system.



CIPD (2021a) argues that the creation of a plan for continuing professional development (CPD) is an individual investment to incorporate any learning directly to practice – whether on a personal or professional level. The implementation of CPD approach can help record and update skills and knowledge that will prepare us for greater responsibilities. CPD can increase confidence, reinforce professional credibility as well as helping to become more creative in tackling any new challenges.

Woodhams et al (2016) defines CPD in the following term:

“The maintenance and enhancement of the knowledge, expertise and competence of professionals throughout their careers according to a plan formulated with regard to the need of the professional, the employer, the profession and society”.

I used the CPD cycle and the stages involved when completing and updating my continuing professional development plan above. CIPD (2021b) refers to there being seven stages of the CPD that should be adopted into any plan:

· Identify – where you have come from, where you are now and where you want to be.[image: ]www.cipd.co.uk/learn/cpd/cycle

· Plan – plan how to get to where you want to be, setting clear outcomes and timeframes for progress.
· Act – follow up on plan, include openness to learning.
· Reflect – document your day-to-day learning and reflect.
· Apply – create opportunities where you can incorporate learning into practice.
· Share – share learning experiences to encourage better insight and benefit.
· Impact – measure the overall experience and impact learning has had on practice.


Having incorporated the above stages into my plan, I am in a position where I can easily identify, monitor, update and review any progress that I have made or need to make in the future. I feel that the CIPD level 5 qualification has not only helped me gain a better understanding of the HR principles, but I have been able to implement the skills and knowledge attained into my working practice. On commencement of this course, my role was heavily involved in employee relations and therefore, my initial development plan incorporated this. However, I was offered a secondment opportunity in November 2020 whereby my role entailed recruitment and resourcing work. I have been able to enhance my skills and knowledge in this field through the recent modules of ‘resourcing and talent planning’. 

My least knowledgeable topics were the change management and coaching and mentoring modules. I found this difficult to approach into working practices as I have little or no experience in these fields. I have highlighted both areas on my plan above, with ongoing shadowing continuing with my HR colleagues and due to work pressures, I have recently amended the date I was initially planned to meet with the Learning, Training and Development Section to obtain guidance on the Council’s approach to coaching and mentoring – this has been rescheduled for August 2021.

I found this course very challenging, during unprecedented times with the current COVID-19 pandemic. Both work and personal pressures were escalating, with HR work continuously intensifying and managing home schooling.  I am glad that I was able to maintain focus and enhance my skills and knowledge in all modules.

A quote that encouraged me to continue with my learning was “Never stop learning, for when we stop learning, we stop growing…..” Lewman, J (1997).
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