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Information Collated relating to the HR development programme
Activity One

The CIPD level five diploma in applied HR is a higher apprenticeship qualification in HR management and it is the equivalent to the 2nd year university degree in the UK.
The advantages of completing the higher apprenticeship is you can gain skills and knowledge, while working and earning. The qualification enables you to expand on the HR function, therefore this supports your most valuable asset; your people (EV1).
The programme is two years, and it divides your time between:
· Undertaking my role.
· Being taught on the job.
· Being taught about the job, by attending UWTSD.
Once the course is successfully completed you will receive the CIPD level 5 qualification and become a CIPD member, this means you can have Assoc CIPD behind your name. CIPD can support with earning potential and is recognised worldwide.
To complete the course, it requires several learning hours, this is called total qualification time. The learner is assessed via different methods and they include assignment projects, case studies, reports, portfolios, and work activities (EV2).
The first stage of the course is to complete an induction, this gives you information about the course and the university. It includes information on your course tutors, the web base platform available and how to use it; this gives you access to all the information you require to complete the course. Once you have completed your induction a questionnaire is completed to ensure your understanding (EV3).
The course is based on modules:
· Developing professional practice in human resources
The aim is to clarify the learner’s development programme and opportunities it can have in a career in HR. It covers the roles available and looks at the problem solving, teamwork and management required by the HR professional. Once the unit is completed successfully the learner will understand the components of the HR development programme, the behaviour required, how to manage yourself, your workload and how to work collaboratively with others.

· Understanding the business context of human resources
The aim is to look at different context to provide workable solutions. It looks at strategic ways as to how an organisation looks at HR policies, practices, and behaviours. The unit outcome is to understand organisational impacts, external factors which can impact and how HR strategies are developed.




· Understanding the contemporary human resource function.
The purpose of this unit is to focus on the aims and objectives and how these evolve in an organisation. It covers different ways of delivering the HR function and considers ethical approaches. The learner will understand the HR function, understand the different ways of delivering the HR function, the role of ethics in HR and the contribution to business and how it is evaluated.

· Understanding Employment Law
The aim is to understand the major areas of employment legislation and the employment law system with focus on the day to day functions including regulations. It is an overview of legislation and will not focus on specific laws. The main purpose is to understand the reason for regulations, how to legally recruit and select employees, manage change lawfully, manage pay issues and make sure the staff are treated correctly and how to manage performance and disciplinaries.

· Research approach in Human Resource
This gives you knowledge on the research process and how it can help with decisions and give you the foundation for change. It will give you an understanding of the research processes, you will be able to conduct a data review and analyse, come to a meaningful conclusion and making recommendations. The learning outcomes are to understand research and the process. To conduct a data review and analyse, conclude, and recommend and prepare a business focus review.

· Understanding coaching and mentoring in the organisation
This looks at coaching and mentoring and the differences between them and the benefits of group coaching and mentoring. It looks at the different methods of coaching and mentoring, the role of the line managers and factors to consider. To conclude, it will give you the benefits of coaching and mentoring.

· Understanding employee engagement
This module gives you the understanding of employee engagement and process of which high level engagement is sustained in a business and the rationale for employee engagement. It also looks at and considers trends in employee engagement and its future in organisations.

· Understanding the link between individual and organisational performance
This teaches you how to get and sustain organisation performance by creating high-performance work organisation (HPWO). It looks at the conceptual framework of HPWO, and looks at the impact on performance, engagement, and well-being. To conclude it covers performance management and the line manager involvement.

· Understanding the management of change

The modules look at what can drive change and what can hinder change. It covers the importance of positivity to change process and how this can be developed. It analyses types of communication, managing change, how to plan for it and how to implement and review.

· Understanding the management of employee relations

This allows you to gain the knowledge on key areas of employee relations, covering policy, processes and practices in UK and Europe. The module is designed to urge you to research and gain knowledge of broader developments that are influencing employee relationship in indigenous and multinational organisations.

· Understanding resourcing and talent planning

The HR role focuses on mobilisation of workforce and ensuring the business can access the skills required to drive performance. It covers attracting, recruiting, retaining and the exit of employees. The module requires the learner to look at developing job descriptions, competency frameworks, recruitment and selection process, redeployment, redundancy, and retirement.
(EV4)

The key sources of information can be found from the CIPD website, researching via the internet, newspaper articles, books such Taylor and Woodhams, course tutors and networking (EV5).
The guide to academic writing and referencing to the Harvard method needs to be followed to ensure that plagiarism is avoided, and the assignment is uploaded to Turnitin. This allows students and tutors to check for improper citation (EV6).

To complete the course, you must follow codes of practice. These are to follow the equality and diversity act by treating everyone with respect in person and via any platform used. To be a university ambassador through good conduct and engagement and use all university facilities with respect and always consider others (EV7).
The university code of conduct could be physical misconduct, sexual misconduct, abusive behaviour, damage of property, stealing, breaking health and safety rules or reputational damage. This list is not exhaustive (EV7).
All information including becoming a member of CIPD is covered by a privacy policy. This means that the university and CIPD are committed to protecting your personal data under the Data Protection Act 2018 (EV8).
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Activity Two
Understand the range of HR roles and behavioural requirements of HR professional.

The HR profession often operates by principles deemed as ‘best practise’, many do not question if it is the best for the business which could lead to bad decisions making. CIPD have a profession map, this is to show how value-based decision making creates more of an impact than generic best practices, this will help to create a positive workplace (Mac Court).
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There are three main sections to the profession map – Professional areas, Bands and Transitions.

Professional Areas
There are ten professional areas within the profession map. The two core areas are insights, strategy and solutions and leading HR, these are at the heart of the of all professions and are important regardless of the HR role, location of the role or stage in a HR career. The two core areas underpin the map together. The map describes what you need to do and what you need to know, as well as the predominant behaviours you need to successfully carry out required activities (CIPD).
Insights, strategy, and solutions.
Human resources can only deliver its business purpose and performance if it works from deep within the business looking at contextual and organisational understanding to develop. This allows us to create prioritised and situational HR strategies that will make a difference and build a case for change (CIPD 2020).
Leading HR
Professionals are active and insight led people. They are not just facilitating and observing you, they need to be driven and own and shape a business. They develop across three main areas – personal leadership, leading others, and leading issues.
Organisation Design.
This ensures the business is designed to have a short term and long-term impact.
Organisation Development.
It looks at capability requirements and aligns strategy, people, and processes to achieve. It drives appropriate culture, skills, performance, and behaviours and helps with change strategy planning and implementation. 
Resource and talent planning.
This ensures your business has the right capability, talent, and resource to achieve strategic ambitions now and in the future.
Learning and Development.
This builds organisational and personal capability and knowledge to meet requirements and creating a learning culture to embed performance.
Performance and reward.
Create and maintain a high achieving organisational culture by delivering programmes that recognise and reward behaviours, skills, experience, and performance and ensure the system is cost effective, fair and market relevant.




Employee Relations.
Ensures collective and individual relationships with employees are managed correctly within a framework, underpinned by culture, practises, policies and law.
Service, delivery, and information.
Ensures customer focused HR service is delivered across the entire employee life cycle. Using exceptional process and project management to enable cost efficient and effective HR services and provide the business with analytics to aid improvements.
(CIPD 2020).


The profession map behaviours describe the competences a HR professional needs to have to perform in a HR role. To reach the required professionalism the HR role requires specific competencies to be proven at each band level throughout the HR path.

The four bands of the profession map define the contribution that you make at every stage of your career and incorporates the relationship a HR professional has with others. It looks at activities performed by a HR professional, where you would spend your time, what service you would provide and how contribution and success is measured.
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Band one 
Band one is supporting and processing activities. You provide information, manage data and deliver process by giving facts and information and delivering fundamentals giving peace of mind. It is measured by efficiency, accuracy, and client satisfaction.
Band two.
Band two is managing and advising teams or an individual’s issues and problems. Your time is spent understanding issues and parameters, analysing issues, evaluation, likely consequences, and solutions. It is measured by any issues and the problems are resolved.
Band three.
Band three is leading the professional areas and addressing HR challenges at organisational level. It is about understanding the business realities and providing insightful innovative solutions and completing risk analysis. You generally are a trusted partner or at a leadership level.
Band four.
Band four is leading the function, developing the organisation and developing strategies for the business and the HR function. You would be in a business partner role understanding the business realities and the client’s needs, developing plans and strategies. You would lead teams’ colleagues and be a development and performance coach.

The profession map describes the behaviours and competencies a HR professional needs to perform in a HR role.

Curious 
Curious behaviour is inquisitive and open minded, seeking innovative ways to add value. If you don’t have this behaviour you would fail to ask questions and take things at face value, reject ideas quickly without reflection and would be very focused on the past and present and not the future.
Decisive Thinker
A decisive thinker can analyse and understand data quickly with the use of information and knowledge in a structured way to identify options and make robust, defendable solutions.
Skilled influencer
A skilled influencer can gain the commitment and support from diverse stakeholders by influencing in a value led way.
Personally Credible
To build and deliver professionalism through combining commercial and expertise to add value to the business, stakeholders, and peers.
Collaborative
Works effectively with whoever is required, both within and outside a business.

Driven to deliver
You are determined to deliver using resourcefulness and purpose to give the best results for the business.
Courage to challenge.
To show confidence and courage to challenge others even when there is resistance, or it is an unfamiliar situation.
Role Model.
Leads by example, acts with integrity, acts impartially and balances personal, legal, and organisational parameters.
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The world of HR is creating new opportunities and challenges, so it needs to be adapted and shape the approach and gain solutions to match the fast shift in the HR profession. CIPD needed to update the 2013 profession map to reflect this and adapt to the future. In 2015 CIPD completed a significant research process about real experiences and this became the foundation for the ‘profession for the future’ thinking. It became the start of defining the heart of the new map (Cheese 2018). The 2013 map that I have used remains a robust and relevant point of reference as the CIPD transitions to the new map in 2021 (CIPD 2020).
Words 1062
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Activity Three
Be able to manage self and workload to meet performance requirements.
We plan, implement, monitor, and evaluate projects in everyday life. However, it is predominantly used in the workplace. The first step of anything that needs to be undertaken is to define what is required and why, this would normally begin with a business case. The project would be researched to see if it were ok to go ahead. Important seniors would check any due diligence to ensure the plan can be given the green light to implement (Eby 2018).
To ensure a plan is successful, a plan needs to be developed with a road map that everyone can follow, this would begin with setting clear goals.
S.M.A.R.T Goals.
This method ensures that all processes are thoroughly looked at and gives clarity and understanding of goal setting processes.
Specific.
The goal – The following questions should be answered Who, What, Where, When, Which and Why?
Measurable.
The plan should be created so that the success can be measured.
Attainable.
Identify the goals and what needs to be done to achieve it.
Realistic.
You need to be able to work towards the goal.
Timely.
Create a timeframe to achieve.
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The implementation of your project often feels like the meat of the project as lots happen during this stage. It is at this point that you have decided who is assigned to what, meetings are held, and the plan is modified as required.
The monitoring phase is all about measuring the project progression and its performance. Generally key performance indicators KPI’s are used to determine if the project is on track.
Quality deliverable – This determines if specific tasks have been delivered correctly project.
Project Performance – This could monitor any changes that may occur during the project, it would consider any issues that might arise and how they can be addressed. These could happen from unforeseen circumstances.
During the implementation stage you must ensure that you adjust schedules and resources as required to keep it on track (Eby 2018).
During my career with Morrison PLC I have been involved in management restructures, this included title changes, department moves, redundancies and Tupe.
The most recent restructure that I have been involved in was the management restructure that was announced on 23rd January 2020, this potentially effected 3000 jobs.
The restructure was a 45-day consultation period for all senior and team mangers. The new structure was due to commence on 30th March 2020 (EV1). At the start of the process it involved influencing the affected team that it was a positive for them and the business. I was empathic and reassuring offering for them to go home if they felt overwhelmed, it was essential to stay positive and follow the process in a timely fashion. Each effected manager needs to have a performance review to determine their strengths and weaknesses and what their aspiring career goals are. The scores from these reviews went towards their assessment and interview scores (EV2).
The restructure due to Covid-19 pandemic was postponed until June 2020. This resulted in extra consultations with all affected colleagues, some were relieved, and some were eager to get into the new ways of working. It was fortunate that for the limited amount of redundancies that were required, we had colleagues that were asking for redundancy, this made the process easier and less painful to manage. Due to the delay in the structure, one current manager who had requested redundancy was in the situation where he was being requested to stay in his role until June 2020. Unfortunately, he had to leave due to caring for a family member, I liaised with head office and we honoured his redundancy from the 30th March 2020.
The Covid-19 pandemic had a huge impact on the business and the restructure implementation. This meant adapting and rescheduling consultations, however due to S.M.A.R.T goals being set at the beginning this proved to be beneficial to the process during difficult times.
The restructure was successful due to the correct implementation of planning, monitoring, and evaluating the project. During the process I analysed using influencing, negotiating, and persuading techniques. This proves that if you follow the structure correctly the result will be achieved.
I have discussed all the recent activities with Chloe Phillips, People Manager Haverfordwest Morrisons PLC. I found that all the processes and procedures have not changed since I implemented many of Morrisons previous restructures.
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EV4

Chloe Phillips <chloe.phillips@morrisonsplc.co.uk>
Sun 13/09/2020 17:32




To:
·  You
I can confirm that Sarah Mason had numerous meetings and conversations with Myself, Shaun Bird Store Manager and Team Managers.

Sarah has been involved in numerous management restructures and has followed the processes from start to finish. She was supporting myself with the current restructure that was postponed due to the pandemic.

Sarah supported with the induction and on boarding of the home shopping team and supported the Home shopping team manager with recruitment and training. 

This has given her the information to fully complete her portfolio. 

Chloe Phillips
People Manager 
Haverfordwest 273 
Chloe Philips, People Manager.

[bookmark: _Hlk59201891]Activity Four.

Be able to work collaboratively with others, as a member of a team or working group.

HR professionals need teamwork skills to help businesses thrive. They can support to build a diverse team who bring individual ideas to the table. Teamwork helps solve issues and brainstorming is a great way for ideas to be exchanged to come up with ‘out of the box thinking’ to find solutions that work the best for the business (schoultz).

‘’ A team is a group of people with complementary skills who are committed to a common purpose performance goals and approach for which they hold themselves mutually accountable. ‘’

Clear direction – Without a clear sense of direction, what is to be accomplished and how outcome will be defined it is impossible to assemble the right group to get there (spoon 2013). So, the goals and outcomes are divided first.

Open and honest communication is a key characteristic in any team. The more openly communication happens between team members the more comfortable you and the team are in sharing ideas. Listening is the most important part of communication it is a way of finding things out and it is also a sign of respect.

Risk taking – Great teams support risk taking and look at first time mistakes as opportunities to learn.

Defined Roles – The skill set can determine the roles. These roles may shift once the team is in place, once all the roles have been determined the strongest team member could be the leader.

Mutually Accountable – Team members accept responsibility as a team and individuals team members do not blame one another for team mistakes.

Common goals are a key characteristic; team members should place common goals above individual interests. Encouraging difference of opinions and agreeing is essential, however it should not be at a cost of pursuing different ideas and opinions. Diverse opinions enlighten new thoughts and ideas. Collaboration is simply the more you communicate, then the more can be created.

Team trust - Team members who cannot trust or believe in a process and goal seldom succeed. Effective teams are focused, trust goes closely alongside communication. Team members can trust each other if they have adult to adult conversations to air views.

(Harvard)(Schoutlz)

Working as part of a team is an integral aspect of business. If we work successfully as a team, we maximise our chances of being successful.


‘’The whole is greater than the sums of its parts’’ Arisotle

The difference between a group and a team is the interaction between the members who depend on each other to achieve a goal. A group could be a football supporters’ group and a team could be the football team.

Psychologist Bruce Tuckman in 1965 came up with memorable phase ‘Forming-Storming-Norming-Performing’. It describes the path that teams follow to high performance. Tuckman adapted a fifth stage ‘Adjourning’ (also known as ‘’Mourning’’) to mark the end of the journey (Mindtools). If you are fully aware of the characteristics of each stage you can implement strategies so the team can more quickly through each stage, this will get you closer to the pinnacle performance giving the best chance of success.

Forming.

The forming stage is when the team first meet, they will compare themselves against each other and assess strengths and weaknesses. Individuals will identify their roles and interpersonal relationships will form.

Storming.

This is the resistance stage; this occurs when team members fight team rules. During this stage communication is key, it needs to be open and objective about the expectations and responsibilities and come up with strategies to decrease friction and stress.

Norming.

During this stage, the storming is replaced with cooperation and unity. Individuals work closely towards goals. The roles in the team are stabilised and everyone is comfortable with the part they play. It is at this point that leaders should reinforce performance and efforts and reward outstanding performance.

Performing.

This is the stage where the team channel energies to succeed and achieve. The roles in the team are defined, the relationships are stable, individual success does not go unrecognised and the team’s success is the primary goal.

Adjourning (Mourning).

This is reached naturally; it could be the project has come to an end or maybe people have been redeployed. Potentially if it involves people that like routine or have developed close working relationships with others, they may find this stage hard.

The Tuckman theory is not a one-way street, you can go back and forth between the stages. Once the team is at the performing stage, the teams performance and progression need monitoring in case it slips. Re-evaluation can happen at any point.

In the HR profession good political influencing is essential. Winning hearts and minds can be difficult if your views are discounted. As a HR professional you must be willing to deploy a range of political strategies and tactics, in line with ensuring moral and ethics are used.
Common tactics include networking, building your own support systems and getting ideas from different levels. A common strategy used is to have a strong business plan and presenting a strong argument, along with adapting your behaviour to the situation.

Learn to be positive this can benefit an organisation and the individual. People tend to learn from observing others, positive politics depends on having a clear agenda and a strategy for achieving. The best agendas take other peoples’ agendas into account, in particular those belonging to the people wanting to succeed.

‘’In order to be a successful arm twister one needs to know which arm to twist and how’’(Pfeffer).

The channel of communication is key to hear and be heard, then identify who is politically influenced and what motivates them. You could maximise your chance of the success of your ideas by mixing other’s needs with your own.

The key drivers of a political climate that can impact the HR function could include union laws, work contracts, job descriptions, recruitment, performance management, talent management and pay.

During my career I have faced many scenarios where I have worked in a team. I can honestly say that the majority of teams I have worked with have been successful. The main reason it may not have worked is usually due to the team not singing from the same hymn sheet. This would be recognised during the forming, storming, norming and performing stages, therefore they were easily rectified. 
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Activity Five.

Be able to apply CPD techniques to devise, implement and review a personal development.

As a HR generalist starting a new role with Andrews Property Group in January 2021. I felt that this role would include most actions and behaviours within the map. I will need to be revisiting my PDP regularly as my career with Andrews Property Group evolves. For the purpose of this activity, I have chosen to focus on service delivery and information. It is an area of interest for the business and recommendations for development actions. Reading and research will be an invaluable guide to my new role and further my skills and knowledge.
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Professional development plan.

	 Name 
	Sarah Mason
	Student No.
	2005783
	

	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?

	Expand knowledge on Employment Law 
	Complete employment law assignment.
Read ACAS code of practise.
Network 
Attend free courses.
Sign up to regular updates
	Attend course to gain current knowledge.
Work with seniors to gain branch knowledge 
	Pass employment law assignment.
Feel confident in meetings with my knowledge. Able to mentor others
	July 2021

	Improve the HR function 
	Meeting to discuss the HR strategy, identify ways to improve the objectives so the HR function has a real impact on the business. Comparisons to other HR functions 
	Senior input. Brainstorm to improve. Feedback to what works and what may need improvement 
KPI.s achieved 
	The HR function will be a valuable to the business and working in collaboration with others 
	Ongoing 

	HR should know the business. Spot trends and advice the broader business on strengths and opportunities that can impact the business 
	Branch visits.
Swot analysis and recommendations of improvement.
	Continual feedback. Observation make an improved business.


	All HR advisors are aware of all the aspects of the business. Therefore, has the knowledge to impact the business positively and drive KPI’s
	June 2021
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‘Atthe start of each module, tutors will provide on Moodle full details of the means by
‘which you will be assessed in that module. This will include a full assessment brief and
quidelines on the ciiteria that will be used for marking your work as well as clear
information about when the assessments are due and the tum-around feedback time
for the assessments. It will also detail how you will be able to discuss the feedback on
your work and your performance and what to do if you have any questions.

Al assessed written coursework needs to be submitted in electronic copy via Turnitin;
alternative instructions will be provided by the Programme Manager for any forms of
coursework that cannot be submitted via Turitin.

The University offers programmes in both English and Welsh. The normal expectation
s that you will be assessed in the same language in which the programme or modules.
are delivered. f you have been taught in English and wish to be assessed in Welsh,
or vice versa, you should consult your Programme Manager about the options.
available to you.

You will receive confiration of your assessment marks at the end of the programme.
Any marks released prior to formal approval by the Progression / Award Examining
Board are provisional.

Extenuating Circumstances

If you believe that there are extenuating circumstances which may have adversely
affected your ability to complete coursework or examinations, you should follow the
University's procedures for Extenuating Circumstances for Taught Provision, which
can be found on the University's website:

http://www.uwtsd ac.uk/academic-officelprocedures-for-academic-appeals-
complaints-and-other-student-cases/
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How to write an academic essay

Our guide to helping you write effective academic essays

On this page

¢? Planning your essay
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“Turnitin Originality Checking & Plagiarism Prevention
is the #1 web-based solution that lets educators and
their students check written work for improper
citation or misappropriated content.”

What is Turnitin?

An originality checking and plagiarism prevention service used by
lecturing staff and students across thousands of institutions.
worldwide.

Turnitin encourages best practices for using and citing other people’s
written material.

How does it work?

Your lecturer will set up a Turnitin assignment within your Moodle
course/module.

You submit an electronic copy of your assignment to Turnitin via the
module or course.
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Welcome to the CIPD's privacy policy

The CIPD respects your privacy and is committed to protecting your personal data. Tt
explains how and why we use your personal data.

privacy p

It Is Important that you read this privacy policy together with any other privacy notice or fair processing
notice we may provide on specific occasions when we are collecting or processing personal data about you so
that you are fully aware of how and why we are using your data. This privacy policy supplements the other
notices and is not intended to override them.

PURPOSE OF THIS PRIVACY POLICY

This privacy policy aims to give you information on how the CIPD collects and processes your personal data through your use of our
website and other means including post, telephone and email, including any data you may provide through our website when you
register as a member, sign up to purchase a product or subscribe to a service, personalise your preferences, participate i discussion
boards, our newsletters, or other social media functions, submit a regisration form or take part i research or a competition.

Please use the Glossary at the end of this notice to understand the meaning of some of the terms used in this privacy policy.

8y using our websites: ww.cipd.co.uk. wwnw.cipd.asia, wuv.cipd.ae, wriw.cpd e, ww peoplemanagement.co.uk.

peopleprofession.ipd.org and peopleskillshub.cipd.co.uk (our Website), or any of our applications including the Community Mobile App,
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Proposed Management Structure Change

1 write following a briefing which took place on 19th March 2020 following an update regarding
the managerent structure change proposal. As you know, following the recent management
restructure activity new structures are due to go live from Monday 30th March

*Thank you for joining me today. | want to share with you an important business update. | am
going to be reading from a script to make sure | share al of the key messages with you. The
same script will be delivered to all managers across all stores today.

As you know, our new structures are due to go live from Monday 30th March.

For a number of reasons we've now decided to extend the consultation period for up
to an additional 8 weeks, and this has been discussed with the Sata National Officer.
We'll shortly be arranging a call with the colleague representatives for senior
colleagues. The reasons for this decision are:

- Following the outcome of the selection process, there are still many ongoing

conversations regarding the step down hours available to colleagues, and
some appeals against placement decisions that we need to work through to
get the right outcome for colleagues and the business

- At the same time we’re now dealing with the unprecedented challenge posed by
Coronavirus (Covid-19), and we want to support colleagues through these
uncertain times by offering those who were due to leave the business through
redundancy, extended employment with us

- Also as a result of the Coronavirus, and the Government advice around
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- Also as a result of the Coronavirus, and the Government advice around

non-essential travel, we're not able to provide planned training to managers in
the skills required for their new roles. So as a result we need to review the
training methodology to ensure we're able to fully equip the managers in the
new structure to be able to fulfil their role to the best of their abilities. This will
take time to work through

- We also recognise we have a duty to strengthen and protect our supply chain,

as we play our full part in feeding the nation throughout this crisis. To do this
we need the help and support of all our colleagues.

For these reasons we're confirming to all colleagues affected by the restructure in
that the consultation period will be extended. It's anticipated that the new structures
will go live within 8 weeks, and as soon as we have clarity on this date we’ll confirm it
to representatives and let everyone know. Those colleagues who were unsuccessful
in selection will then be served their notices of termination.

1 would like to set up a call with you to explain in more detail what this means for you and
(insert contact details and times in here)

Yours sincerely

Manager Name
Store Manager
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‘Which level would you like to assess yourself against?
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« Seek out role models who deliver service
excellence and demonstrate a strong customer
% service ethos. Ask them specifically what more
you can do to excel and invite them to lead a
% knowledge-sharing session with your team.

« Build up knowledge and expertise in the
organisation’s procurement policy and the
process to commission, contract and manage
service providers (such as options appraisal,

Resourcing needs identification, provider selection) as well as

and talent external good practice in this area.

Planning.
o Request informal feedback on the customer
service you and your team provide, asking for
specific examples of what you do well and what
could be improved. Act on the feedback.

It seems like you're at the right level for your skills

CollaboratV® ‘and experience. -
Associate Chartered Chartered
Member Member Fellow

Emogng @ Excoading
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Key Information

Qualification objective
‘The CIPD Level 5 Diploma in Applied HR, is a Higher Apprenticeship qualification in HR Management. It is
equivalent to the second year of a university degree in the UK.

‘The Higher Apprenticeship will enable apprentices to develop knowledge and skills in human resource
‘management, while being employed and eaming a salary. Employers will have a chance to expand their
"human resource function and better support their most valuable asset: their people.

‘The apprenticeship takes between one and two years to complete with apprentices dividing their time
between:

« undertaking their role
+ being taught on-the-job (eg being trained byla manager)
« being taught off-the-job (eg attending a college).

Once the apprenticeship is complete the apprentice wil receive a certificate to confirm they have completed
the CIPD Level 5 Intermediate qualification and they will automatically become a CIPD Associate member.
‘This means they will be able to use the designation Assoc CIPD behind their name.

CIPD professional membership is recognised globally by employers and could help increase earning potential.
‘The apprenticeship will ensure the student receives on the job training whilst studying so they will acquire the
relevant experience at knowledge at the same time; something not all students are fortunate enough to gain.

Total qualification time
Total qualification time (TQT) is the number of hours it s estimated that a candidate will take to complete a
qualifiaction from start to finish and includes guided leaming hours, self study, preparation and assessment.




