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3CO02 Principles of Analytics 
Q1. Explain what evidence-based practice is and provide two examples of how Company X could apply it.  (AC 1.1)

Evidence based practice (EBP) involves making informed decisions using reliable evidence rather than intuition or gut feeling. This is likely to involve using multiple sources of information and applying critical thinking before making decisions based on fact and best available evidence. Barends, Rousseau and Briner (2014) identify four sources of evidence to review. Scientific such as empirical studies and that published in academic journals; organisational- data from the organisation itself; professional - knowledge accumulated over time from people within an organisation; and stakeholder- the values and concerns of people affected by decisions which could include employees, customers or the wider community.

Briner (2019) further provides a six-step approach to EBP

· Asking- turning an issue into a question
· Acquiring- retrieving evidence
· Appraising- quality checking
· Aggregating- weighing up the evidence
· Applying- incorporating the evidence
· Assessing- evaluating

Company X could apply EBP to review and analyse customer satisfaction surveys to refine or redesign services that better meet client needs rather than relying on assumptions about what customers want.

A second example could be using organisational data to support recommendations made to clients about absence management. Analysing absence records, patterns and trends could allow Company X to provide data-driven advice to clients. This could then be supported by academic research on absence reduction strategies and professional experience to recommend targeted interventions, such as wellbeing initiatives or management training.

Q2. Explain the importance of using data at Company X to accurately determine problems and issues. (AC 1.2)

As a provider of HR solutions, it is important that Company X bases its advice and decision-making on valid and reliable data to ensure recommendations are credible, objective and effective. Using accurate data allows issues to be identified based on evidence rather than assumptions, gut feeling, opinions or anecdotal evidence, reducing bias and supporting rational decisions.
Accurate data helps to highlight patterns and trends that may not be immediately visible. For example, analysing absence data can reveal whether high absence levels are linked to specific teams, roles or time periods. This enables Company X to address root causes rather than treat symptoms. Using measures such as turnover rates, engagement survey results or performance data also allows comparisons over time or against benchmarks, supporting consistent, evidence-based decisions across clients and teams. Poor-quality data could lead to inaccurate conclusions, ineffective recommendations and potential loss of reputation.
The importance of using data to challenge assumptions can be demonstrated through my own experience. In my current organisation, concerns were raised that one supervisor’s team had higher attrition than other teams, leading to questions about their management capability. Rather than proceeding directly with performance management, resignation data from the previous 12 months was analysed to identify trends across all teams. While there had been a short-term increase in resignations from this supervisor’s team, longer-term data showed that overall attrition was consistent with other teams. Further analysis of exit interviews demonstrated that the resignations were due to factors outside the supervisor’s control, such as an employee relocating following their partner’s promotion. This evidence prevented an unfair conclusion being drawn and avoided unnecessary disciplinary action.
By using data effectively Company X can demonstrate how critically analysing a combination of data, research, expertise and stakeholder views leads to effective evidence-based practice, and ultimately adds value, reduces costs and strengthens the integrity of the organisation.
Q3. Explain the different types of data measurements that people professionals at Company X could use. (AC 1.3)

People professionals at Company X could use a range of data measurements to support effective decision-making and improve people practices. The data could be either quantitative or qualitative. Quantitative data is statistical numerical data that could be either discrete or continuous. This type of data measures trends or patterns over time in areas including absences, diversity representation, attrition and recruitment. Specific examples may include time to hire, absence rates during bad weather or conversion rates of people visiting a website who then make a purchase. Qualitative data is descriptive, opinion-based data. This data may come from exit interviews, grievance statements or employee surveys amongst others. This data is non-statistical and is used to understand feelings or perceptions. Using a combination of different data measurements would allow Company X to build a fuller picture of workforce issues, improving the accuracy of insights and supporting more informed and balanced people-related decisions.


All types of data need to be appraised and analysed, in order to draw conclusions. Appraisal of data ensures data is the best available and there is sufficient data to reach conclusions. Company X needs to ensure that any data is analysed objectively and consistently to avoid cognitive bias, such as confirmation bias: looking for information that supports your perception or anchoring bias: relying too heavily on the first piece of information received.

When collecting and using data measurements, Company X must also ensure data is handled appropriately and in line with data protection legislation, including the Data Protection Act 2018 and GDPR.

Q4. Explain how the application of policies and procedures can inform Company X’s decisions. (AC 1.6)

CIPD (2025) states that, “HR policies provide written guidance on how a wide range of issues are handled within an organisation.” Company X’s policies and procedures define their philosophies, values and organisational culture. They are a means of achieving expected behaviours, ensuring consistency and legal compliance and providing guidance for making decisions and creating trust between employer and employee. They inform decision making by providing a framework for handling issues fairly, reducing risk and supporting ethical practice. For example, a disciplinary policy outlines the steps managers must follow when addressing misconduct, ensuring decisions are proportionate, evidence-based and applied consistently. This reduces the risk of unfair treatment and supports compliance with employment legislation. Similarly, grievance procedures guide how employee concerns are raised, investigated and resolved, helping Company X make informed decisions while maintaining trust and transparency. Company X’s data protection policies can guide how data is stored and shared ensuring compliance with the Data Protection Act and GDPR. Company X’s equality, diversity and inclusion (EDI) policies can influence decision-making by ensuring recruitment, promotion and reward decisions are fair, objective, inclusive and free from discrimination.

By adhering to company policies and procedures Company X can ensure bias is avoided. Rousseau (2020) states, “using appropriate organizational decision practices helps overcome both well-established individual biases and biases peculiar to organizations.”

Therefore, the application of policies and procedures can enable Company X to make consistent and well-informed decisions. This protects the organisation from risk and strengthens confidence among employees, clients and wider stakeholders.

Q5. Explain how the people professionals at Company X can create value for their people, their organisation and their wider stakeholders. (AC 2.1)

People professionals at Company X can create value for their people by supporting fair, inclusive and engaging people practices. The development and application of robust recruitment and selection policies, alongside effective onboarding, helps ensure new employees feel supported and are more likely to remain with the organisation. Transparent learning and development policies also add value by enabling employees to understand how they can access development and progression opportunities, increasing motivation, job satisfaction and engagement. In addition, focusing on employee wellbeing and engagement through methods such as staff surveys or employee consultation groups gives employees a voice, helping all colleagues to feel valued and supported.

For the organisation, people professionals add value by improving workforce capability and performance. A skilled, engaged workforce is more productive, makes fewer errors, has increased efficiency and is better able to meet organisational objectives. Robust policies and procedures can also reduce risk by supporting consistent management practices, lowering employee turnover and absence, and avoiding costly employment tribunal claims. These practices contribute to a positive employer brand and can help Company X become an employer of choice.

People professionals at Company X also create value for wider stakeholders, including clients and the wider community. By providing accurate, ethical and evidence-based HR advice, Company X supports its clients in meeting legal and best practice standards. This strengthens client relationships, protects organisational reputations and contributes to sustainable and responsible business practices.

Q6. Imagine that you have been successful in your application for the role at Company X. Summarise the ways that you could be customer focused and standards driven in your new role, drawing on your previous experience, as necessary. (AC 2.2)

In my role as People Analytics Administrator at Company X, I will take a customer-focused and standards-driven approach, drawing on my previous experience as a training and recruitment manager in a hospitality business meant the customer was at the heart of our business. I had to understand the needs and expectations of customers and recruit and train teams accordingly. This involved analysing guest feedback with regards to housekeeping and conducting audits of cleanliness. Accurate, timely and relevant data supported informed decision-making. This led to the creation of a housekeeping specific onboarding and training process and efficiency driven training for all housekeepers. My previous experience has demonstrated that I can communicate clearly, manage expectations and deliver services within agreed timescales, and I will continue to apply these skills when responding to data requests and producing reports for clients.

My previous role was standards driven. I implemented a new training and feedback system where housekeepers during their 8-week training programme were given regular feedback on performance to keep standards high. For example, housekeepers were given a WAGOLL (what a good one looks like) booklet of expected outcomes such as what a well-made bed looks like. Housekeepers could then compare their work against expected standards. This enabled training needs to be identified quickly and staff to feel supported in continuous improvement.
I ensure that my own work is standards driven by maintaining high levels of accuracy, confidentiality and professionalism when handling people data. Having previously managed recruitment and training records, I am experienced in working in line with organisational policies, data protection legislation and GDPR. I routinely check data for accuracy and completeness to ensure that information used for analysis is reliable and can be trusted by clients and colleagues.

Q7. The excel table shows the hours of overtime worked over a four-week period for one of Company X’s clients, Blue Mountain Patisserie. 
      Your task is to:
· calculate the average number of overtime hours worked by each employee during the four-week period.
· calculate the average overtime hours as a percentage of the normal working hours.
· analyse the results and provide written comments on any issues that the data has revealed suggesting potential problems and solutions. (AC 1.4)
By inserting the formula below into column H and dragging it down the column I was able to calculate the average number of overtime hours worked by each employee during the four-week period.
[image: ]
By inserting the formula below into column I and dragging it down the column I was able to calculate the average overtime hours as a percentage of the normal working hours.
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I represented the result as a percentage by formatting the cells, thus:[image: A screenshot of a computer
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The resultant sheet now looks like this:
	Hours of overtime worked over a four week period for Blue Mountain Patisserie

	

	Department
	Name
	Week 1
	Week 2
	Week 3
	Week 4
	Normal working hours
	Average number of overtime hours worked  per week over 4 weeks 
	Average overtime worked as a percentage against normal working hours

	Shop Staff
	J Scott
	16
	8
	12
	8
	37.5
	11
	29.33%

	
	P Mean
	10
	14
	6
	7
	20
	9.25
	46.25%

	
	S Kidding
	8
	10
	9
	10
	20
	9.25
	46.25%

	
	D Jaques 
	9
	6
	21
	11
	37.5
	11.75
	31.33%

	
	K Ritter
	8
	5
	9
	8
	16
	7.5
	46.88%

	
	H Barrel 
	12
	12
	11
	5
	16
	10
	62.50%

	
	L Guarani 
	11
	7
	10
	6
	37.5
	8.5
	22.67%

	
	K Pathos 
	10
	11
	15
	12
	20
	12
	60.00%

	
	B Sykes 
	10
	14
	13
	14
	20
	12.75
	63.75%

	
	S Grant 
	14
	7
	9
	4
	16
	8.5
	53.13%

	
	P Perfect 
	5
	8
	10
	12
	16
	8.75
	54.69%

	
	H Dumpty 
	4
	7
	7
	7
	20
	6.25
	31.25%

	
	R Rickson
	2
	4
	5
	8
	16
	4.75
	29.69%

	 
	 
	 
	 
	 
	 
	 
	 
	 

	Baristas 
	K Gerbil 
	12
	10
	1
	2
	37.5
	6.25
	16.67%

	
	S Lund 
	10
	8
	8
	8
	20
	8.5
	42.50%

	
	B Bathbun
	5
	7
	6
	7
	16
	6.25
	39.06%

	
	H John 
	4
	5
	4
	6
	8
	4.75
	59.38%

	
	R Rabbitt 
	2
	3
	2
	2
	8
	2.25
	28.13%

	 
	 
	 
	 
	 
	 
	 
	 
	 

	Bakery 
	P Harlum 
	6
	8
	9
	9
	37.5
	8
	21.33%

	
	M Hubbard
	8
	6
	7
	5
	20
	6.5
	32.50%

	
	P Boots
	8
	6
	6
	6
	20
	6.5
	32.50%



The results demonstrate that all staff are working more than expected hours. If this were to continue the patisserie staff could be at risk of burnout, which could lead to reduced wellbeing, lower engagement, increased absence and higher staff turnover. This would also have a negative impact on productivity, service quality and overall business performance. I would advise that the company investigate the reasons behind staff working over their hours. Is this to cover staff holidays for example? Are they covering absences or is this just the expected culture at this company? Analysing rotas, absence data and staff feedback would help identify the underlying causes. A solution would then be suggested based on further investigation. One potential solution could be to employ an extra member of staff in the shop as the total number of average overtime hours in the shop is 120.25 hours. This equates to 30.0625 hours per week over a 4-week period, which supports the business case for an additional role. This approach could reduce pressure on existing staff, improve wellbeing and support more sustainable working practices.
I have calculated that the shop staff are working on average 9.25 hours more than expected, whereas the figure for baristas is 5.6 more than average. This disparity could create friction between teams and may negatively impact morale, engagement and perceptions of fairness. If one group consistently feels under greater pressure, this could lead to dissatisfaction, increased absence or higher turnover. The shop team could be poorly managed or poorly motivated meaning that they take longer to get their work done. This could be investigated further by reviewing staff turnover and absence rates or staff survey results to identify potential issues relating to workload, management support or skills gaps. A time and motion study could provide further information. Another reason could be systemic or equipment related. Outdated or unreliable machinery could be slowing productivity and increasing pressure on staff. A business case could be put forward for investment in new machinery which would pay for itself in more efficient practices.
In addition to recruiting additional staff or investing in equipment, the organisation could also explore alternative solutions such as adjusting shift patterns, redistributing workloads or providing targeted training to improve efficiency. Trialling these options on a short-term basis and monitoring their impact through overtime levels, productivity data and staff feedback would support informed decision-making. Using data to evaluate the effectiveness of each intervention would enable the business to select the most cost-effective and sustainable solution, while demonstrating a commitment to employee wellbeing and evidence-based people management.
Q8. Finally, present your findings using at least two different types of diagrammatic forms (for example, pie charts, bar graphs, or line graphs) to make the information easier to understand. (AC 1.5)


The stacked bar chart illustrates the proportion of overtime worked in addition to normal working hours across each department, clearly demonstrating that shop staff work the highest level of overtime relative to their contracted hours.


The clustered column chart illustrates the average number of overtime hours worked per week over 4 weeks by each member of staff, grouped by department. This chart clearly highlights which members of staff are working the most hours.
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