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Developing Professional Practice in Human Resources

For this unit, a portfolio of cvidence will be crealed which will be a combination of
writlen responses/report, sell’ assessment/CPD information and evidence generated in
rcal work activities.

Activity 1

For this activity, T will identify and collect information relating to my IIR development
programme by collecting relevant guidance/information.

The first evidence included is the programme of study handbook (L.1). This booklet
provided me with all information relating to the course leader’s contact details, programme of
study information, course duration details, information relating to the CIPD moderator, unit
details such as the purpose and aim of the unit and information relating to CIPD membership
and library and learning rcsources. This programme of study handbook can also be provided
clectronically on Moodle for everyone enrolled on the course.

The second piece ol evidence provided is the apprenticeship information handbook (1.2).
This booklet explains that the apprenticeship programme is provided by the Welsh
Government. This booklet helps understand what is expected from us and provides guidelines
for success on the apprenticeship programme. It provides information relating to non-
authorised absence, unforeseen absence, learner lateness and disciplinary procedures. It also
states the student code of conduct, such as attend all lessons, report any absence by
contacting the lecturer, be on time and take part fully. Other information provided is
safeguarding, compliments and complaints and equality and diversity. The student code of
conduct can also be found on moodle and in my evidence (1.2:1).

Also included is the course timetable (1.3) that was provided in induction. This timetable
lists the date of workshops, the name of the modules, CIPD code for each module, University
module code for each module, submission date and the method of assessment. This timetable
acts similarly to a Gantt chart as it enables myself to plan and visually scc when each
assessment should be submitted.

I have also included a “managing your learning” document which explains that the CIPD
diploma in HRM is a 90 credit qualification with a total qualification time of 900 hours (L.4).
It explains that the hours are made up of “off the job learning”, which is taught workshops,
“on the job learning™, which is the type of learning that will take place in the workplace, and
“self study” which is additional reading to expand our knowledge to complete the
assessments. The document allows myself to visually see how many credits each module is,
the amount of guided learning and self study hours that should be dedicated to the course.

Also included, is the induction questionnaire (1.5). This was given to us at the end of
induction on the 19" of September. This was a document to confirm our understanding on
essential aspects of the programme. Questions asked were examples such as “what is
moodle?” “how many modules form part of the programme?”, “what is cduroam?” and “what



is the name of the training advisor and course lecturer?”. This was later signed off by Julie
‘Thomas to confirm we had successfully completed the document.

Also included as evidence is the Code of Professional Conduct (1.6) which can be found on
the CIPD website. As a member of the CIPD along with 145,000 other members, certain
standards and behaviours (obligations) are expected from us (CIPD, 2018). These can be
grouped into headings of professional competence and behaviour, cthical standards and
integrity, representative of the profession and stewardship. The CIPD takes the code of
conduct seriously if anyone is in breach of the code.

There is also further support on the UWTSD website. MyDay (1.7) is a sysiem that
allows students to access online services and information such as Email, Moodle, library
services, student support, as well as providing the latest information, news, events, forms
and procedures.

Included is a screen shot of Moodle (1.8) which provides in class resources and
information and interactive activities to support student learning. Moodle can be used to
keep in touch with other students through online blogs and provides students with access
to the course leader’s details. Submitting assignments is also done through Moodle
which will take the student to Turnitin,

Turnitin (1.9) is a web based solution which detects potential plagiarism by comparing
students work against online resources/published work. Turnitin enables students to
submit their assignments and allows the lecturer to provide leedback.

I have also included a screcn shot of “student services” support on MyDay (1.10). This
service is offered to those students that wish to improve their study skills and have
support/guidance on academic writing, critical thinking, presentation skills, planning and
organisation and exam revision. If students wish to attend a study skills scssion, they can
call in on any of the times advertised online.

In the evidence section there is also a screenshot of the IT Helpdesk (1.11) on the
UWTSD website. Students experiencing any IT problems are advised lo contact IT
support on the number or email address provided on the website.

A screen shot of the Library and Learning resources website is also included (1.12).
The library and learning service aims to supporl students by providing the learning
resource needs. This part of the university website allows the student to access the online
library for journal articles relating to the area of research. It also gives the student an
option to borrow books from any UWTSD Campus.
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INTRODUCTION

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 =kills in
human resource management, while being employed and earning 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 two years to complete with apprentices dividing their time
between:

= undertaking their role
» being taught on-the-job (e.g. being trained by a manager)
« being taught off-the-job {e.g. attending UWTED).

On successful completion of the CIPD’s Level 5 Diploma in Applied Human
Resources candidates are entitled to use the designation AssocCIPD after 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 exparience and
knowledge at the same time; something not all students are fortunate enough to
gain.

ABOUT THIS HANDBOOK

This handbook provides you with detailed information about your course, or
Programme of Study, and about the modules that will be offered for study at Level 5
in the academic year 2017-2018.

The University has made every effort to make the information as full and as accurate
as possible, but you should note that minor changes in the organisation of modules
between the planning stage and the actual teaching are inevitable. We shall try to
keep any such changes to a minimum, and you will receive plenty of advance
warning in the event of any alteration. We would also be grateful if you would let us
know about any changes that you think might be helpful if introduced into future
handbooks.
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Croeso | Coleg Sir Gar / Welcome to Coleg Sir Gar
Coleg Sir Gar 's Mission Statement
Bod yn rhagorol — y Coleg dewisol

To be excellent = The College of choice

COLLEGE PROFILE

Coleg Sir Gér is a large, multi-site, Further Education College. It has approximately 10,000
learners of which some 3,000 are full time and 7,000 are part time. There are
approximately 950 higher education learners.

£

L Jobsel e
" Campusw Carmarthen

_ === 7 The College s based in South Wes

T AR Wales and has five main campuse
=S mpibwitwyd Eampus.:,__ A at Llanelli’ (Graig), Carmarthe
JCampus” T

a 4 t (Pibwrlwyd and Jobs well,
. Ammyanford Ammanford and Llandeilo (Gel

_ . - Ammanfard B I Aur). It also offers its provision on
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,-'-J ¥ [ , 7 | locations and in the workplace
o i‘—ﬂ;i}iﬁ "'Gj;iig L . 5 Campuses vary in size and natur
S A, U - and offer a variety of subject:
(e v;fé!‘_Lj\a'i_'[lgﬂi":. e Generally, subjects are nc
: fey T b __j duplicated across campuses unles

& Rt = ___J very high demand warrants this.

The College has a comprehensive and broad range of academic and vocational educatio
and training programmes. These range from pre-entry to postgraduate level, providing
service to the whole learning community. It offers further education, adult an
community learning, higher education and work based learning. It also provides for larg
numbers of 14-16 school pupils who attend the College or are taught by College staff :
their schools.

The College has an annual turnover of £30m and employs a total of 854 staff. Of thes
451 are directly involved in teaching and 403 in support and administrative functions.
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Apprenticeship and Traineeship programmes are contracted to Training Providers by the
Welsh Government. Coleg Sir Gar delivers its work based learning provision within a
consortium of training providers (B-wbl) led by Pembrokeshire College. Members
include:

PRP Training Ltd, Cymru Care Training Ltd, Coleg Gwent, Bridgend College, The People
Business Wales and Track Training, Coleg Ceredigion, The College Merthyr Tydfil and
Tydfil Training.

This guide will help employers understand what is expected of all parties involved in the
delivery of work based learning, particularly Coleg Sir Gar's associated policies and
procedures to support employers in ensuring that learners have an enjoyable learning
experience and achieve their desired outcomes. .

To be eligible for the funding for the Apprenticeship programmes, commitment is
required from the employer, College and learner to achieve all aspects of the framework
that underpins the Apprenticeship. Employers are required to:

e Provide a work-based induction for the learner to include aspects of health and
safety as a minimum,;

o Release the learner to attend off the job training at the College;

e Allow the training advisers to undertake reviews of progress within the stipulated
31/61 days( dependant on the programme) to ensure that the learner is
progressing in a timely manner; and

e Promote Literacy, Numeracy, Welsh Language and Culture and ESDGC (Education
for Sustainable Development and Global Citizenship) within the workplace.

el
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WHY APPRENTICESHIPS?

In the current economic climate when training budgets are reduced and recruitment is
difficult, there has never been a better time to invest in the Apprenticeships programme
in Wales.

Apprenticeships deliver real returns to your bottom line. Investment in apprentices,
whether existing staff or by recruiting new employees, is rewarded by motivated and
enthusiastic staff that are loyal to your company.

Well trained and effective employees are more important than ever for the success of
businesses. Having a good team with the right skills can help you meet business
challenges such as competition, growth and innovation. Whether you decide to develop
your existing staff or recruit new employees as apprentices, your business will benefit
from apprenticeship programmes.

WHAT TRAINING 1S INVOLVED?
Each apprenticeship programme includes an industry approved framework specific to the
needs of a particular industry or occupational area.

Apprentices will get hands on experience, off the job and on the job training whilst
gaining industry recognised qualifications leading to a nationally recognised framework of

qualifications.

13l Work based gualification - on the job training - providing the practical skills
that are specific in that occupation.

‘3l Technical Certificate - off the job training -  this is the underpinning
knowledge required for the framework and is usually delivered in College on
a day release basis.

3l Essential skills are work related skills that are transferrable. These include
Communication, Application of Number and ICT.

3! Employment Rights and Responsibilities ensure that apprentices have a full
understanding of their responsibilities and rights as workers and the
procedures and structures within their workplace.

\4
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Key cross cutting themes include Literacy, Numeracy, Welsh Language and Culture ar
ESDGC (Education for Sustainable Development and Global Citizenship) are embedde
into all aspects cf the programme.

Work based learning requires a high degree of involvement and support from employer
managers and supervisors. Much of the learning takes place in the workplace and
focussed around the development of the apprentice within their current job rols
Apprenticeships can only work effectively if the employers are fully involved.

This guide is intended to help workplace managers and supervisors manage the on th
job training of apprentices more effectively. It also highlights good practice in enablin
involverment and understanding of workplace managers and supervisors in the delivery ¢
work based learning.

STAGES OF APPRENTICESHIP TRAINING

The following sections provide guidance for the different stages of the apprentice
training.

INDUCTION

Having recruited the right person you will want to ensure that they stay with you for :
reasonable length of time. One way of ensuring this is by providing a well-plannec
induction programme. Induction training will help learners settle in quickly into you
work force by helping them to understand and appreciate the environment in which they
are based and the job they are expected to do. We will compliment this by providing ar
induction to tell them about their learning programme,

Coleg Sir Gar will:

provide induction training for learners on their training programme;

explain about work-based learning and the role of everyone in the process;

advise you on workplace induction and initial training;

: explain how the framework is achieved;

explain to learners their rights and responsibilities;

check that learners have understood the information which they have been given
at induction; and

2! provide learners with written information to support what they have been given
during induction, which they can refer to in the future.

Gl ! et

ol o

%)
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Employers will:

Zlshow learners where everything in the workplace is;
&l introduce them to the people they will work with and their supervisor;
Al train learners in the health and safety of your workplace;
72 explain your company’s policies and procedures;
73 inform learners of their conditions of employment;
'al provide learners with basic information about the job which they will be doing;
7l provide the learner with a mentor; and
73 where appropriate issue Personal Protective Equipment (PPE)

LEARNING IN THE WORKPLACE

To help you to get the best from your apprentice and to develop their skills and
knowledge, we will jointly plan a learning programme that meets both their needs and
your needs as an employer. An individual learning plan will be developed for each
learner, which shows what training they will receive, both on and off-the-job, to ensure
that they achieve their qualification. The plan will also identify any additional support
that they may require, and we will take into account their current knowledge, skills and
experience when doing this. We will ensure that your staff are provided with all the
information they require to understand the learner's programme. For example:

3 Understand what is involved with the framework that the apprentice is
undertaking ;

{3l Help the apprentice to develop their skills by providing the opportunity to learn a
range of skills through job rotation across different areas ;

ial place apprentices with occupationally competent managers or supervisors; and

%l Allow the appréntice to progress with skills during the period of the programme by
providing the opportunities to gather relevant evidence.

PROGRESS REVIEWS FOR THE APPRENTICE

To ensure that learners are achieving the most out of their learning programme it is
important to monitor their progress at regular intervals - 31 day maximum for
Traineeship programme and 61 days maximum for Apprenticeship programme. This will
ensure that any additional learning or support needs that are identified are properly
addressed. We will fully involve the learners’ supervisors and agree with them what is the
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‘ best time for these monitoring sessions to take place, so as not to cause disruption
, normal workplace activities.

Coleg Sir Gar will

| 73 Organise a schedule of regular review meetings;

‘2 Involve the learner and the workplace supervisor in the review ;

" Record the progress made by the learner;

" Identify additional learning and support needs and amend the learning p
accordingly; and

‘2 Agree and record actions and targets between this and the next review.

Employers will .....

2! Let us know how the learners are progressing in the workplace;
! Advise us of any concerns which you may have regarding the learner's progress;
2 Attend learner progress reviews; and
3 Advise on workplace learning and assessment opportunities that may occur in t
. period to the next review.

ASSESSING THE APPRENTICES COMPETENCE

To achieve a framework, learners are required to collect evidence to demonstrate tt
they are competent in a range of different activities. Each learner is allocated a traini
adviser/assessor who will discuss and agree the best way of providing evidence to rea
the national standard. This will involve collecting material which occurs normally witt
the workplace or organising activities to demonstrate particular skills. The assessor v
observe learners carrying out tasks within the workplace, to make sure that their work
consistent and that the standard of work required can be reached over and over aga
They will also examine pieces of work or information which learners have collected
demonstrate competence. The role of the workplace assessor is of key importance al
our staff can fulfil this role for you.

i Employers will:

.2 |dentify assessment opportunities in the workplace;

o Enable the apprentice to collect evidence of the work that they have bet
H done; and

| = ~4! Sign statements to confirm the apprentice’s competence by use of witne
statements, site diaries or job logs.

1] | S0
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sUPPORTING THE APPRENTICES

Occasionally some learners, particularly those that come straight from school, will want
to change their mind regarding their choice of career and their learning programme. We
will work closely with you to ensure that learners are given proper support and that any
potential problems are identified and addressed as early as possible.

Employers will:

2 Ensure that apprentices understand the framework to support their progress;

"3l provide the opportunities for the apprentice to practice the skills learned off
the job;

2l Encourage apprentices to attend the off the job training; .

"3l Be aware of any problems or difficulties which may be facing apprentices and
share these concerns with us —we are here to help you.

EQUALITY OF OPPORTUNITY

We at Coleg Sir G&r operate and promote a policy of equality and diversity throughout
the whole of our provision. We aim to treat learners fairly and equally during their
programme and ensure that they understand who to approach if they have a complaint.
We hope that your commitment to ensuring equality of opportunity will be the same as
ours.

Employers will:

k|

Comply with equal opportunities legislation;

Ensure equality of opportunity in selection and recruitment;

Take immediate action against discrimination;

3 Treat all apprentices fairly and equally;

3l Ensure that apprentices are not bullied, harassed or made to feel unwelcome;
and 3

7 Ensure that the apprentices understand who to contact if they have a complaint

or are being treated unfairly. '

i i

[
L&
1%

el |

COMMUNICATION

Employers will:

r—

@ Keep in regular contact with the training adviser/assessor, and

'3 Ensure that the workplace supervisor attends every review of progress.
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HEALTH AND SAFETY

We have a commitment to health and safety and ensure employers have good healt
safety practice and management.

Employers will:

L
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o
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o
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=
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=
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; y and welfare of the apprentice;
3 Comply with health and safety legislation;
2 Inform the apprentice about who is responsible for health and safety;
= Provide initial and on-going health and safety training: and
E Report any accidents concerning learners to the Curriculum Area Head, (
Sir Gar immediately.

STANDARDS

All educational providers are subject to inspection by Estyn, a Government body w
inspects quality and standards in education and training providers in Wales. The vi
and comments of our learners and employers play a crucial part of this process,

Employers will:

¥ Provide feedback to us on the quality of the training and provision that we
providing via an annual questionnaire;

3 Take part in discussion with the inspectors as required; and

L Allow inspectors to discuss the learning experience with the learners.

Whether you take on 3 New apprentice or are up skilling existing staff through
apprenticeship programme there will be No cost to your company for the training and t
associated support as this funding is made to Coleg Sir Gar through the European soc
fund and Welsh Government.

,__.
="
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GUIDELINES FOR SUCCESS ON THE APPRENTICESHIP PROGRAMMES WITH COLEG SIR

GAR

ATTENDANCE POLICY

All learners are required to attend all of their timetabled classes unless their absence is

authorised or unforeseen.

Non-notified absence is unacceptable and may lead to disciplinary action being taken by

the College.

AUTHORISED ABSENCE

The following is a list of absences that the College defines as ‘authorised’. The learner

must

inform their training adviser/assessor and subject tutor(s) in advance of the

‘authorised’ absence. These include:

vad

=Y

1

el

{

1 1

a medical or similar appointment that cannot normally be arranged outside College
hours (this does not include routine dentist or optician’s appointments but could
include regular appointments with a recognised counsellor or social worker);

a religious holiday(s) provided that this has been agreed in advance with the
personal tutor;

a visit to a university to attend an open day or interview or a career related
interview;

a need to look after a family member or other person for whom the learner acts as
a personal carer, but not on a regular basis (where this is regularly affecting
studies, staff should discuss with the learner ways to address the issue and, if
appropriate, make changes to the learning plan);

a non-college special activity such as participating in drama, music or sport or
volunteering. The College will only agree absences for events that reflect a
significant level of achievement, for example a national or regional event;
attendance at a probation or court meeting;

attendance at the funeral of a close family member;

a driving test;

attendance at Governors / course representative meetings;

family holidays (only in exceptional circumstances and must be agreed in advance
by a member of the Curriculum Area Management team);

study based work experience or work placement;

A
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MNON - AUTHORISED ABSENCE

The following is a list of absences that the College defines as ‘non -authorised".

3 work, either part or full - time;
L2l {eisure activities;
‘4 birthdays or similar celebrations;

3 babysitting or looking after brothers and sisters;
2 shopping;
3l driving lessons.

UNFORESEEN ABSENCE

If a learner is absent and it is unforeseen, they should: -

-4 telephone their College campus office before 10.00 am on the day of absence :

_ give a reason for the absence (this phone number will be provided at Induction);

‘& provide evidence, if authorised or unforeseen, for their absence on their return
College.

MONITORING ATTENDANCE AND INVESTIGATING 1SSUES

All learners are required to attend all of their timetabled classes unless their absence
authorised or unforeseen. If the attendance of a learner falls below 92% on = course th
an investigation may be undertaken by the course leader or member of the Curricul.
Area Management Team.

Depending on the outcome of the investigation, the College disciplinary procedure m:
be applied by @ member of the Curriculum Area Management Team. In exceptional case
an interim target of below 92% may be set for individual learners by a course tea
member depending on their personal circumstances.
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LEARMNER LATENESS

All learners are required to be punctual for all of their timetabled classes unless their
lateness is unavoidable. Avoidable lateness is unacceptable and may lead to disciplinary
action being taken.,

Lateness is defined as arriving at a timetabled session more than 5 minutes after the
scheduled start of that session.

Any learner arriving more than 5 minutes after the start of a timetabled session will be
marked as late in the register.

Lecturers should not refuse entry to learners who are late.

Learners will be expected to account for their lateness and where such account is not
forthcoming, the lecturer will seek an appropriate moment to discuss reasons for
lateness with the learner. This must be carried out with appropriate sensitivity and must
respect a learner’s right to confidentiality and privacy.

Where a learner is persistently late, the College disciplinary procedures will be instigated.
Where the reason for their lateness is beyond a learner’s control, lecturers must identify
what, if any, adjustments can be made to either timetables or lesson plans to ensure the
learner is not disadvantaged.

DISCIPLINARY PROCEDURES

The college is a community and aims to promote an ethos of mutual respect and good
standards of behaviour to allow everyone to benefit from their time at college and to
achieve their personal goals. It is the responsibility of all learners and staff to ensure that
good standards of behaviour and discipline are maintained.

The college disciplinary Procedure consists of four stages:

Stage one — Cause for Concern Notes for recording minor breaches of the Code of
Conduct

Stage two — First Written Warnings for recording more serious breaches

Q.
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Stage three — Final Written Warning for recording serious and substantial breaches

Stage four — Exclusion for dealing with matters judged to be gross misconduct.

STUDENT CODE OF CONDUCT

o Attend all lessons [that is achieve 100% attendance];

= Reportany absence by phoning their campus office and training adviser befor
10am on each day of absence;

« Beon time for all lessons;

» Take part fully in their course including tutorials, careers guidance, visits, work
experience and any additional suppert arranged for you;

= Be equipped for all lessons with paper, pens and relevant materials :

* Have their Student ID Card with them at all times when at college;

» Complete ail their work by the agreed deadlines; é

+ Make progress against any targets agreed and set:

+ Work together with other students to achieve their goals;

» Attend all examinations that they are entered for: :

*  Only use the IT facilities as outlined in the IT Acceptable Use Policy;

« Discuss with their tutor and training adviser any intention to change or leave the
course,

SAFEGUARDING

No-one deserves to be a victim of bullying. Everyone has the right to be treated wii
respect. This college recognises its responsibility to respond to these issues to ensure
positive learning environment for all.

Students and parents should be assured that they will be supported and listened to whe
bullying is reported,

COMPLIMENTS AND COMPLAINTS

If you feel that any concern raised has not been dealt with, once Coleg Sir Gar processe:
have been followed, you have the right to contact the B-wbl Consortium for further
assistance. Please contact the Consortium Manager on 01437 753177.
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EQUALITY AND DIVERSITY

The Equality Act 2010 (the Act) brings together and replaces the previous anti-
discrimination laws with a single Act. It simplifies and strengthens the law, removes
inconsistencies and makes it easier for people to understand and comply with it.

The new general duty covers the following protected characteristics:

Age; Gender reassignment; Sex; Disability; Pregnancy and maternity; Sexual orientation;
Race — including ethnic or national origin, Colour or nationality; Religion or belief —
including lack of belief.

We have addressed equality and diversity issues in many aspects of the learner’s
experience at college. This includes induction, tutorial programmes, aspects of teaching
and learning and the college Code of Conduct. Our “Respect @colegsirgar” Campaign is a
key element of our work to actively promote equality and diversity within the college

community.

BILINGUALISM

Coleg Sir Gar has adopted the principle that in providing education and training, it will
treat the English and Welsh languages on the basis of equality. The college has operated
a Welsh Language scheme since May 2000, one of the first two further education

colleges in Wales to do so.

The college’s strategic aim is to promote a bilingual culture, the Welsh language and
ethos within our college.

Students will be advised on the benefits of bilingualism — the economic advantages, the
cultural and social context and the need for Welsh speakers in certain specialised

vocational fields.

71% of employers in Wales say that bilingual skills are desirable for job roles in their
businesses. With organisations in all sectors offering more and more bilingual services,
they obviously need people with bilingual skills to deliver them. And, in the workplace,
the ability to speak or write in Welsh and in English is a valuable skill, just like IT skills.

My

O 2
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Hows can bilingualism benefit the employer?

¢ [mproving the quality of customer service;

° Attracting new customers;

® Increasing customer loyalty;

e Creating an attractive work environment for local people who have already gainec
bilingual skills through primary and secondary education:

* Harnessing goodwill at relatively low cost;

* Gaining a marketing edge over competitors;

* Creating a workforce that is supportive of diversity and tolerant of other cultures,

The Welsh Language Board found that giving a company or a product a Welsh name
brand made it a ‘premium product’ in a highly competitive global market.

ESDGC {Education for sustainable Development and Global Citizenship)

ESDGC is about preparing individuals for the challenges facing the planet in the 21st
Century and beyond. j o

“The National Assembly for Wales will promote development that meets the needs of
present without compromising the ability of future generations to meet their own nee
This means that we will integrate the principles of sustaingble development into our v
& seek to influence others to do the same.”

(Extract from the Assembly’s Sustainable Development Scheme)

ESDGC has seven main themes which identify with the real world. These themes shou
be incorporated into the lives of every individual each day.

The seven themes are:

= Wealth and Poverty

» Health

« Natural Environment

» Climate Change

o Identity and Culture

» Choices and Decisions

« Consumption and Waste
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. Introduction

The University is keen to foster a culture where all are expected to behave appropriately and to provide an
inclusive, supportive, and safe learning environment in which all students and staff can flourish and are
able to fulfil their personal potential.

The Code of Conduct complements the Student Charter which states that students are expected to:

« recognise the important of equality and diversity in the University by treating all members of the
university community with respect both in person and on other channels such as social media.

« act as a responsible ambassador for the University through good conduct and engagement with the
local community and environment.

« use the facilities and resources of the University with respect and consideration

This Code of Conduct outlines examples of the different types of unacceptable behaviour that will amount
to a breach of discipline. Lists of unacceptable behaviour given below are not exhaustive. The University
can start disciplinary procedures in relation to other unacceptable behaviour.

Disciplinary offences are classified as either major or minor in the Student Disciplinary Policy (non-
academic misconduct). It is not specified below which examples of unacceptable behaviour are major or
minor and indeed the same unacceptable behaviour could be either major or minor depending on the
seriousness of the disciplinary offence.

The indication of sanctions which may be applied to a particular disciplinary offence is illustrative only. A
full list of sanctions that may be applied can be found in the Student Disciplinary Policy (non-academic
misconduct).

Multiple or repeated incidents of misconduct may be more serious than a single act of misconduct and
previous findings may be taken into account when determining what sanction should be imposed.

a person consents if they agrees by choice and has the freedom and
capacity to make that choice

a group protected by the Equality Act 2010: individual's sex, sexual
orientation, religion or belief, race, pregnancy/maternity, marriage/civil
partnership, gender reassignment, disability or age

unwanted conduct related to a relevant protected characteristic, which
~ has the purpose or effect of violating an individual's dignity or creating
' an intimidating, hostile, degrading, humiliating or offensive environment
for that individual.

offensive, intimidating, malicious or insulting behaviour, an abuse or
- misuse of power through means that undermine, humiliate, denigrate
or injure the recipient.



Punching . i Expulsion

Kicking Suspension/Exclusion
Slapping | Restrictions/Conditions
Pulling hair Behavioural contract
Biting Fine

Assault

Pushing Formal Warning

Shaving Compulsory attendance at a
workshop/coaching session

Written Apology
Behavioural contract
Restorative justice
Fine

Sexual intercourse or engaging in a sexual act Expulsion

JHthGlconsent . Suspension/Exclusion

Attempttng to engage in se_xual intercourse or ResiittionslConditcns
engaging in a sexual act without consent :

; : | F i
Sharing private sexual materials of another person ormalitinIg
without consent Compulsory attendance at a

: ; e : | workshop/coaching session
Physical sexual harassment: inappropriate invasion | B g

of personal space and/or inappropriate physical Written Apology

behaviour Behavioural contract

Repeatedly following another person without good
reason

Making unwanted remarks or advances of a sexual
nature

Display of offensive materials

Inappropriate texting, emailing, posting of sexual
materials an-line including but not limited to using
derogatory sexual terms to describe someone

Asking for sexual favours and making decisions
hased on sexual advances being accepted or

B rejected




Expulsic:

Shouting, threatening, abusing, intimidating or

demeaning sameane | Suspension/Exclusion

Abusive / insulting comments relating to an

individual's sex, sexual orientation, religion or bslief,
race, pregnancy/maternity, marriage/civil partnership, | Behavioural contract
gender reassignment, disability or age

Restrictions/Conditions

Formal warning
Acting in an intimidating and hostile manner -

; SRR Restorative justice
physically or by any means of communication

Ridiculing or destructively criticising

B Ostracising or marginalising

& Humiliating and undermining a person

Spreading malicious rumours or allegations via any
means of communication including social media

Misuse of power

Use of inappropriate language Formal Warning
Repeatedly contacting another person (by phane, Compulsory attendance at a
email, text or on social networking workshop/coaching session
sites) against the wishes of the other person Written Apology

Restorative justice

-
L. 3



Property

Causing damage to University prﬂerty the | Expulsion Suspension/Exclusion
property of students or employees of the University
or visitors to the University

Restrictions/Conditions

Requirement to make good the
damage caused at his/har
expense

Fine

Causing minor damage to University property or Formal Warning
the property of students or employees of the

: : : I t
University or visitors to the University Gompliisary tibnoance #1.9

workshop/coaching session
Written Apology
Fine

Unauthorised entry onto or unauthorised use of Expulsion

| University premises | Suspension/Exclusion

Misappropriate any University property, funds, or
assets

Fraud

Taking property belonging to ancther without
permission

RestrictionsfConditions

Misuse of University property (for example Formal Warning

computers and laboratory equipment) Compulsory attendance at a

workshaop/coaching session
Written Apclogy

Fine

Behavioural Contract

Actfomission that did cause or could have caused Expulsion
serious harm on University premises or during

University activities (for example, disabling fire SuspensionExCULI

extinguishers or possessing/supplying controlled Restrictions/Conditions
drugs)

Restitution of damage

~ Act/omission that did cause or could have caused a Formal Warning

- health and safety concern on University premises
(for example, smoking cigarettes in non-designated
areas, disabling smoke detectors)

Compulsary attendance at a
waorkshop/coaching session

Written Apology

Fine



University

University.
Disruption of the activities of the

University(including academic, administrative,
sporting and social) on University premises or

elsewhere

Disruption of the functions, duties or activities of

any student or employee of the

University or any authorised visitor to the

University.

Improper interference with the activities of the

University (including academic,

" administrative, sporting and social) on University

premises or elsewhere

Improper interference with the functions, duties or
activities of any student or employee of the
~ University or any authorised visitor to the University

Behaviour which has caused serious damage or
could have caused serious damage to the
reputation of the University or the University's
relationship with the local community

. Behaviour which has damaged or could have
- damaged the reputation of the University or the
* University's relationship with the local community

P

Acts/lomissions/statements intended to deceive the

0

Expulsion
Suspension/Exclusion
Restrictions/Conditions

_ Behavioural Contract

Formal Warning

Compulsory attendance at a
workshop/coaching session

Written Apology
Behavioural Contract

Expulsion
Suspension/Exclusion
Restrictions/Conditions

Formal Warning

Compulsory attendance at a
workshop/coaching session

Written Apaology



Timetable — CIPD Diploma in Applied Human Resources 2018-2020

1.3}

[ Date of Name of Module | CIPD University | Submission | Method of Assessment
Workshop | Code Module Date of
Code | Assessmeoents =
1gth Induction/Using a | 5CIHR BMPDS002
September | Research l
2018 Approach in HR | ) - |
260 Using a Research | 5CIHR | BMPDI002 | Part One - Part One - Writlen
.' Scptember | Approach in HR 2211018 response.
2018 Part Two — Part Two - Research
_ | 1172119 Report, )
17t | Developing SCDOPP | BMPDS000D | 19/11/18 plus | Portfolio of Evidence
October Professional submission of
2018 Practice in Human updated
Resources FPersonal
Development
i Plan on 18/3/20 |
14th Understanding the | 5SCMHR | BMPDS0O03 | 21/12/18 Slides and notes pages
Movember | Contempaorary HR
2018 Function
2t Understanding the | 5CBIC BMPDS001 | 28M1/19 Written repart, analysis
December Business Conlext nolas
2018 of HR !
16th AM: ' L
January Understanding the
2019 Business Context
of HR. '
PM:Understanding | SCELW
Employment Law | |
13t Understanding SCELW | BMPDS004 | 11/3/18 Written answers to
February Employment Law guestions
2019 i
6" March Understanding the | SKCER BEMPDS0O0DS | 29/4/19 Written answers to
2019 Management of , questions
Employment
) | Relations |
3rd April Understanding the | SKIOF BMPDS006 | 10/6/19 Slides and notes pages
2019 Link between
Individual and
Ofganisational 'r
Performanco P
14 May Contribuling to SAI0F BMPD&O12 | 17718 Portfolio of Evidence
| 2019 Improving
Organisalional
Performance B ]
5 June Understanding SKEEG | BMPDs0O? | 29/7/19 Briefing paper
20148 Employee
| Engagement _ _
3 July Contribuling to EAECG | BMPDS013 | 18/9/19 Porllolio of Evidence
| 2019 Employes |
Engagement in |
L the Organisation _ _ |
18th Understanding the | SKMOCG | BMPDS010 | 4/11/19 Slides or screen shots
Seplember | Management of with noles pages
1 2018 Change L
1



T Conlribuling to the | SAMOC | BMPDS015 | 25/11419 Forliolio of Evidence
October Management of
2018 Change - b x
13 Skills Workshop
Movember
2019 | -
141 Understanding SKDCM BMPDS0O0DS | 20/1/20 Bricofing papor
December | Coaching and
2019 Mentoring in the

Organigal'lﬂn ] R
15t Contributing to SADCM | BMPDG014 | 9/3/20 | Portfolio of Evidence
January Coaching and [
2020 Mentoring in the
- Organisation | Al -
121 Skills Workshop o
February
2020 - e
11 March | Understanding SKRTF BMPDS005 | 20/4/20 Written answers (o
2020 Hesourcing and questions
L Talent Planning o eren e o
A April Contributing to 5ARTP BMPDS011 | 27/5/2020 Portfolio of Evidence
2020 Resourcing and

Talent Planning in o

the Organisation pp o]
13t May Developing S5CDPP | BMPD5000 | 18/5/20 Personal Development
2020 Professional Flan Update

Practice .

70 2




[ contributing Lo 8 T ah 0
Improving
Crganisational
Performance . -
- Understanding | 4 20 20
Fmployee
Lngagement
Contributing to
Employee
Engagement in the
Crganisation | :
Understanding the 4 - 20 20
MManagement of
Change °~ = B
Contributing to the | 8 40 40
tManagement of
Change
Understanding 1 20 20
Coaching and ,
ientoring inthe _ B _ . e |
Organisation ; i _
Contributing to L] 40 a0
Coaching and
Mentoring in the
‘Organisation _
| Understanding 4 20 20
Resourcing and Talent i e |
Planning [ _ '
Contributing to 3 40 140
Resourcing and Talent -
Planning in the
Organisation )
Tolals 80 credils 450 hours 450 hours

How to manage your learning:
The above means that you will need to manage your learning as follows:

1. Attend the monthly workshops which form part of the guided learning hours.

2. Complete activitics in your learning plan [2-3 hours per week) which also form part of the
guided learning hours.

3. Read and prepare for your assessments (an additional 5-6 hours per week).

The Business Schoal

12" September 2018

Pt



Induction Queastionnaire

Diploma in Applied Human Resources

Seplember 2018

(1.5)

Question Answer
5 2 When, where and at what time will the course will he Pl E;LN\ID
delivercd? MOWT MY - Eue@
N EONESDAY A 20-4.2
2. | How many modules form part of the programme? | | >
3 : What are the term dates for this year? ' Cpprendons - A )
0 -
4. | What is Moodle? - B -~ acc Lk of NAORGO)
Pﬂrﬁf‘ﬁ
- i ; i o {3 c:@&s_rEad.Lﬂ%mm‘uL
5. | What is Eduroam? ot b
6. | What is Turnitin? a L UpCod TEEg I g
i Do you know when you are required to hand in work? Yes
8. What is the core text for this programme? S0 S uunyoun
:i}} = S Oy
E g i Oof ey © Craacl TR gTs'> L p'a"g gl |
| 9. | Dovyou know how to access the library catalogue? B Yeir
10. | Do you know who to go to if you have a question/concern ) o ;
. about the course? EWMO‘LL\QM
11. | What is the name of the Training Adviser? O = Oy AR AL Du“\'\;.!:.
12. | What is the name of the Course Lecturer? SUA Lo TWOmaso
13. | Will you be expected to complete work outside lessons? Vel )
14. | Do you need to be a member of the CIPD? ea
15. | What support is available for study skills? 2 had o N Suppet
| ' . CLeD e
16. | Do you know where the fire-exits and first aid points are
for the building? B yea
17. | How many credits is the programme? Qo :
18. | What is the length of the prugr&iﬂme?_ AR !Eﬂ [ <
19. | Have you been given access to the student handbook and !
time-table? yes
20. | Whal academic level is this qualification? | Lo o A & S pvamiy
Mame: e walLl i ams
Signed: i W AA AT LAY

CIPD Membership Mumber (to be added when available):

Signature of Lecturer: @-.

Date: {;.(I[Hf" .
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Code of Professional Conduct

(1.0)

As the professional body for HR and peaple development, the CIPD is the voice of a worldwide conununity of more
than 145,000 members committad to championing better work and working lives. We set high standards of entry for
membership and require all of cur members to adhere Lo the standards and behaviours {‘ohligations’} set out in this

Code of Professional Conduct,

These obfigations are grouped into headings of Professional Competence and Behaviour, Ethical Standards and
Integrity, Representative of the Profession and Stewardship. They apply uriversally = at all stages of a CIPL members
careor, regardless of size, sector or specialism, and your membership commits you Lo upthelding and maintaining
these, We take concerns regarding alleged breaches of the Code very seriously, In order to consider allegations af
misconduct, Investigation and Conduct procedures apply and these are set oul in the CIPD’s Regulations availadle an

the websile,

1 Professional Competence and Behaviour
Mermbers of the CIPD shali

I} maintain professional knowledye and competence
throcugh continding professional development, Lo
onsure they provide a professional, up to date and
insightful service

1.2 seek appropriate supporl i business needs require
involvement in new arcas of activity

1.3 accept respansibility for their own professional
actions and docisions

14 apoly professional high standards of relevance,
accuracy and timeliness in the information and
advice they pravide to slakehalders,

2 Ethical Standards and Integrity
Members of the CIPD shall:

21 estahtish, maintain and develop busingss
relationships based on confidence, Lrust and respect

2.7 exhibit and rale model professional and personal
integrity and honesty al all times

23 demonstrate and promote sensitivity for the
customs, practices, culture and persanal beliefs of
others

2.4 champion employment and business practicos that
pramote equalily of apportunity, diversily and
inclusion and support hurman rights and dignity

25 safoguard all confidential, commercially sensitive
and persanal data acquired as a resull of business
refationships and not wse il for parsonal advantage
ar the benefit ar detriment of third parties,

3 Representative of the profession
Membars of the CIPD shall:

31 always act in a way which supports and uphelds the
reputation and values of the profession.

4.7 uphold thar responsibilitics as professional peaplo
towards the wider community

4% comply with prevaifing laws and not encourage,
assist ar callude with others who may be engaged in
unlawful conduct, laking action as appropriale,

3.4 exhihit personal leadership as a role maodel for
maintaining the highest standards of ethical conduct

35 be mindful of the distinction holween acting in a
personal and professional capacity.

4 Stewardship
Members of the CIPD shall:

41 demonstrate and promaote fair and reasonable
standards in the treatment of people who are
operating within their sphere of influence

4.2 challenge others if they suspecl unlawful or
unethical canduct or behaviour, Laking action as
appropriate

4%  ensure that their professional judgement is not
compromised nor could be parceived as being
compromised because of bias, or the undue
infiuence of others

4.4 promole appropriate people managemenl and
development practices to influence and enable the
achievernent of business objoctives

45 ensure those working for them have the appropriate
level of compoltence, supearvision and support.
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Activity 2

This report will explain how the CIPD HRPM professional areas and bands define the HR
prolession. This report will also explain why the HRPM bchaviours are essential to being an
effective HR. professional.

According to (CIPD, 2015), the Profession map includes the knowledge, activilies and
behaviours needed for a HR professional”. This map is important for not only the HR
professional but for the organisation too and it can be used by all HR professionals regardless
of their role and experience. The map helps define what makes a good HR professional, what
areas are nceded for improvement/success and helps build knowledge and rccognise
achievement. According to (Woodhams, et al., 2016, p. 110), this map is used to “define or
benchmark a person’s HR capability™.

The CIPD website (CIPD, 2015) lists the advantages ol the profession map for professionals.
It can be used for CPD planning, preparation for CIPD membership, help with interview
preparation and learning about the profession. The advantages for the organisation is that it
can identify skills needed to make change happen in the organisation, help build competency
framework, understand the behaviours needed for success and what areas need to be
developed.

The Profession Map contains four bands of professional areas, ten professional arcas and
eight behaviours.
The bands of professional competence are the contribution that individuals make at each
stage of their HR career (CIPD, 2015). Band 1 is for those HR professionals that support
colleagues with administration tasks. Band 2 is where professionals advisc/manage IIR
related issues. Band 3 is where professionals lead an arca acting as a consultant/partner. Band
4 leads and manages a professional area. Guidelines are provided where it gives advice on
how to move through each band. The guidelines to determine whether you have transitioned
to the next band are provided on the CIPD website (CIPD, 2015). These include:

o “Where time is spent and what is important™,

¢ “The new skill focus™.

o “What is let go?™.
The professional areas describe “what you need to do, and what you need to know for each
area al each band” (Personnel Today, 2009).
There are two professional areas at the core of the profession map according to (CIPD, 2015).
These include, the leading HR (where the individual in the organisation acts as a role model
by supporting and developing others in the organisation and measuring their performancc)
and The Insights, strategy and solution (knowing the organisation well and tailoring
strategics/solutions to meet the needs of the organisation).
The other 8 additional areas consist of Organisation design (ensure the company is designed
in a way to deliver maximum impact for now and in the future). Organisation development
(identity the capabilities needed and align the processes, company stratcgy and people to
achieve the company goals). Resourcing and talent planning (ensure the corrcet resources,
skills and people are in place to achieve the company ambitions). Learning and



development (build capabilities and knowledge in the organisation to meet sirategy).
Performance and reward (deliver programmes that reward and recognise key employee
capabilities, skills and behaviour to maintain high standards. Employee engagement (work
towards improving and strengthening relationships between employees and the organisation.
This will enable employees to feel more satisfied which will lead to the success of the
organisation). Employee relations (lo make sure that a [ramework is in place to manage the
relationship between employecs and the organisation). Service delivery and information (to
make sure that excellent customer scrvice is being produced across the organisation and
quality processes are being applied).

There arc 8 behaviours a HR professional needs to carry out in their activities according to
(CIPD, 2015). These behaviours include, being curious for instance, being focused for the
future, being open minded and being innovative. This will add valuc to any organisation (HR
Magazine , 2013). Decision thinking is also a behaviour that makes an ellective HR
professional. They have thc ability to interpret the data, analyse it and make
recommendations and conclusions from it. Skilled influencer is also important as it's
essential to gain commitment and support from stakeholders to add value. Personally
credible is also needed to be an effective HR professional as it’s important to build and
deliver  profcssionalism  through expertisc and business to add value to
organisations/stakcholders. Collaborative is important as it allows HR professionals to work
successfully with people, both internally and externally. Driven to deliver behaviour is also
vital to have as having determination is essential to get the best results. Courage to challenge
is an additional behaviour that is important for a HR professional as it’s important to have
courage and confidence to speak up and challenge others. Role model is a behaviour that
someonc in the HR profession should have as it’s important to act with honesty and
independence.

To conclude, the profession map includes the activities, behaviours and the knowledge
needed for HR professionals. The Profession Map contains four bands of professional areas,
ten professional arcas and eight behaviours, The professional areas describe what you need to
do, and what you need to know for each area at each band. The § behaviours listed above are
important in order to carry out HR activities well and contribute to the organisational success.
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Activity 3

TFor this activity, I will collect and present a range of work-based evidence which reflects my
ability to plan, implement, monitor and cvaluate work projects. | will also apply basic
techniques lor analysing and resolving problems and I will apply methods for influencing,
persuading and negoliating with others.

Effcctive time management is effective when planning a work project. In work, “IIR
professionals are faced with competing priorities”. One method through which tasks can be
prioritised is called ABC analysis. A B and C is given to a task depending on their level of
importance. A is seen as urgent and important, B for tasks that are important but not urgent
and C for not urgent and not important (Johns & Perkins 2016).

Alongside this, HR professionals must also have the ability to manage specific projects. A
project can be split into five steps that must be completed (Johns & Perkins 2016). These
consist of initiation (where the nature of the project is determined and a idea devcloped),
planning and design (where you take the idea and start to plan the project to an appropriate
level of detail). Exccution (putting the plan into practice), monitoring and controlling (occurs
whilst the execution phasc is underway), completion (project is evaluated) (Johns & Perkins
2016).

There are many tools and techniques that professionals can use to manage projects
successfully. A Gantt chart is one example where it shows the start and end points of a
project and highlights different tasks and the expected date to complete the tasks. This helps
with time management (Johns & Perkins 2016). An example of where I have used a Gantt
chart to help manage a projecl can be scen in evidence 3.0,

Planning implementing, monitoring and evaluating Induction
According to (Business Dictionary, 2018) planning can be defined as the proccss of making

plans for something whereas implementing can be defined as pulting a plan into effect.
(Cambridge Dictionary, 2018) defines monitoring as observing and checking the
progress/quality. Evaluating is defined as “the making of a judgement about thc amount,
number or value of something”.

Recently I have been involved in planning an induction day for new members of staff at
Coleg Sir Gar. This firstly involved choosing a date and a time that all speakers could attend
by emailing them in advance. My next task was to send out an invite letter to all 13 new
members of staff where it demonstrates my ability to plan (evidence 3.1). This invite letter
confirmed the date, time and venue for the new member of staff. It also provided them with
an outline of the topics that will be covered on the day. The new members ol staff werce
required to complete the tear-off slip and return to HR in order for mysell to create a
spreadsheet of attendecs (Evidence 3.2). This spreadsheet helped me to orgamse and monitor
to see how many ol them were attending on the day in order for me to prepare induction
packs and prepare light refreshments for the day.



My next task involved creating an induction [ormat which included an approximate time slot
for each speaker to talk about their area (evidenmce 3.3). This is where my ability to
implement can be seen. This induction format was then sent to each speaker prior Lo the day
and was also included in the induction packs for the new members of staff. Also included in
cach induction pack is an induction course [orm (evidence 3.4). This form is an activity for
the new member of stafl to gel involved in where it asks for their name, their department
name, something unusual aboul themselves, pleasant surprises about CSG, nasty shocks
about CSG and something they would like to know about CSG. It is also a good opportunity
for individuals to get to know one another. This pack also includes a reporting of sickness
absence procedure form (evidence 3.3). This details the steps a stalf member should go
through when they arc unable to attend work due to sickness. Also included is a SA128 form
which is a sell certilication form (evidence 3.6). It is important that this is completed by the
member ol stafl” afler returning from sickness absence in order for HR to update their
sickness absence records. A document detailing important websites is also included fevidence
3.7). This document provides the necessary links to moodle, college website and student
reports etc. An induction checklist is also provided where the new member of staft should be
miroduced to everything on the document for instance, who's who, physical layout, employee
handbook and job role fevidence 3.8). This induction checklist should be completed by the
line manager and should be returned to the HR department within 21 days of the
commencement date ol the new employee. The last document included in the induction pack
15 the induction evaluation form (evidence 3.9). This document gives the new member of staff
the opportunity to give their opinion on how they found the induction process and how they
would like us to improve services in the future.

During the induction day, monitoring was essential on my behalf to make sure that the day
ran smoothly. This consisted of making sure that cach speaker kept within their allocated
time slots to avoid running into the next speaker’s slot. When this happened, I had to inform
all the speakers that there would be a delay in the time they were set to speak. This then
resulted m shorter breaks in order to finish on time.

Evidence ol where I have evaluated the induction process can be scen in (evidence 3.10).
Currently the induction process starts at 9.30am and finishes at 4.00pm. This can be seen as
overwhelming for new members of staff and also it’s a long day lor them to listen to different
speakers all day. I would like to improve the process in the future by only having key
speakers talk for half a day covering topics such as the organisations missions and vision, the
college culture and values and having a meet and great with senior management. The other
half of the day could be used for online training and for the members of staff to have a tour of
the campus. | have also improved the induction day format for the next induction day on the
10" of December (evidence 3.11). This induction format is an improvement of (evidence 3.3)
where the content column has been removed to keep it simple lor new starters.

Applving basic technigues for analysing and resolving problems

Basic techniques for analysing and resolving problems can consist of brainstorming (holding
a group discussion to produce ideas) and mind mapping (a diagram in which information is



represented visually, usually with a central idea placed in the middle and associated ideas
arranged around if) (Collins Dictionary, 2018). Evidence where I have applied basic
techniques for analysing and resolving problems is through mind mapping my ideas around
amendments to the sickness system (evidence 3.12). The issues outlined on this mind map
were:

s Frror appearing when downloading data to excel spreadsheet from the system. Saving
is also a problem.

e Need o resolve issue regarding exporting absences that are open ended. We are
currently manually adding.

s Absences are open ended on Resource Link (need to update upload to enter end dates
automatically).

e Sickness reason and type is coming over under wrong headings.

e “Othcr absences™ are coming across with duplicate lines.

e A reminder needs to be sent to line managers when SOI* hasn’t been handed in.

e N/A button needs to be added to SOF on system e.g. compassionate leave over 7 days
will not need a SO

e LEmployees that leave carly (system must input an end date automatically at the same
time).

e “Appointments” that are added to the sickness system must be automalically removed
or not give campus office the option to add this in the beginning.

These issues were firstly outlined on a mind map and later transferred into an email to Phil
Pavlou (development officer) to make amendments. This email has also been included m my
evidence (3.12).

Applying methods for influencing, persuading and negotiating with others

IIR professionals often need to influence others to bring about change or gain “buy in” to a
new process. According to (Yemm, 2008, pp21-4) “effective influencers have attributes
including friendliness, empowerment, vision, ability to build alliances and bargaining skills,
expertise and knowledge™.

Persuading can be defined as “the action or process lo make someone do/believe in
something” (IIRINZ, 2018). Persuasion can be linked to how credible a person is. The more
credible and trustworthy you are, the more ability you have to persuadc and influence
SOMennc.

According to (Johns & Perkins, 2016) the purpose of negotiation is “to reach a common
understanding/viewpoint or produce an agreement on a common course of action. To
negotiate successfully, an individual must understand their goals, power dynamics and
outcomes ctc”. A degree of compromise from both parties are often involved in negotiations.
Effective HR professionals seek to achicve a “win win” outcome as often as possible.

According to the Thomos Kilmann theory, in conflict situations, we can describe a person’s
behaviour along two dimensions (Kilmann Diagnosis, 2018). The [irst being asscrtiveness
(the cxtent to which the individual attempts to satisfy their own concerns) and the second



being cooperativeness (the extent to which the individual attempts o satisfy the other
person’s concerns). These 2 can be used to define five methods of dealing with conflict. The
5 are competing (assertive and uncooperative approach), compromising (at the centre,
assertive and cooperative), avoiding (unassertive and uncooperative approach) and
accommodaling (unassertive and cooperative approach), collaborating (willing to believe that
there is a solution).

As part of my evidence, | have completed the Kilmann test to sce what my preferred and least
preferred style is for handling conflict (Evidence 3.13). As can be seen from my results, 1
have scored highly on compromising. This suggests that T concentrate heavily upon the
practicalitics and tactics of compromise that 1 sometimes lose sight of larger principles,
values, long term objectives and company welfare. | have also scored highly on cooperating
which suggests that [ spend time discussing issues in depth that do not seem to deserve it.

The Peace Framework and model by (Cremin & Bevington, 2017 p.55) outlines what to do
when conflict does arise through identifying the conflict, picking the right strategy, cnable
voices to be heard, attack the problems not the people, create oplions and evaluate.

(Evidence 3.12) demonstrates my ability to influcnce and persuade others. This email
exchange between mysell and the development officer is evidence of him “buying in™ to my
idea of changing the sickness system. My email exchange demonstrates a friendly approach
to cncourage him to buy into the process. As a resull, the email back from the development
officer demonstrates that 1 have successfully persuaded him to do so c.g. “I am in the process
of writing a new absence system which these new requirements will be written into the ETA
of the new system going live at the end of November to mid December”.

(Evidence 3.14) demonstrates my ability to negotiate with regards to the timescale of when
the new sickncss system is going to go live. As quoted in the email “with regards to the
timescale, we arc concerned as with Laura going off on matemnity leave in December we
would ideally like to review the new system whilst she is still here. Is it possible we could
view the system mid November before it goes live at the end of November?”. His reply as
quoted “you will have to give it the ok and sign it off before it goes live campus wide. 1 don’t
see there being an issue with you seeing it mid November™. This illustrates my ability (o
negotiate in order to reach an agrecment.

—
-

.

—
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Gantt chart — Activity 2

Task

Date/Duration to be completed

Decide on a HR [ssue with Line Manager

Read through current policy and
procedure and investigate it.

Collect secondary research — CIPD,
Journal Articles, Books etc.

Analyse secondary research and
critically evaluate.

Develop and distribute Questionnaires
to employees.

Arrange focus groups with managers.

Collate and analyse responses from
primary research.

Collate findings from secondary and
primary research and put into the report
to present to corporate board.

Present Report.

Begin implementation of
recommendation

Deadline for report to be submitted.

03/10/2018

110/10/2018

30/10/2018

10/11/2018

20/11/2018

10/12/2018

15/12/2018

10/01/2018

25/01/2018

26/01/2018

11/02/2019



Shebe §) colegsirgar

MEMORANDUM

To: New Stafi Members
From: Catherine Hill

HR. Director
Date: 11 September 2018
Subject: INDUCTION DAY

You are invited to the next Induction "If}-ay' which will be held on Tuesday, 25 September 2018 in the Boardroom at
the Graig Campus.

As part of your employment contract you are obliged to ensure that you have received and understand your
responsibilities as an employee of the college. | would therefare be grateful if you could make every effort to attend,
and | have also written to your line manager to inform them of your invitation.

The programme will commence promptly at 8.45am and end at 4.00pm. You are welcome to bring your own lunch,
but if you prefer there are canteen facilities and a coffee shop at the campus and you will be given adequate time for
this break. Tea and coffee will be provided.

The day provides an opportunity for you to meet other new staff along with existing key members of staff who will be
available to answer any questions you may have within an informal environment.

An outline of the topics covered are as followed:-

Background Information on Coleg Sir Gar/Organisation Structure
Overview of Learners & Business Development

Computer Services (IICS)

Health & Safety/Estates/Recycling

Promoting a Bilingual culture, the Welsh Language and a Welsh ethos in our College
Key Dates/Absence Reporting/Pension Schemes

Equality & Diversity/Overview of Learner Support

Data Protection/Enralment & Data Collection/Quality

Staff Development/Appraisal

Counselling

Finance & Procurement

Overview of Learner Recruitment

Reprographics/Library Services

College Vacancies/Intranet

& & & &% &% & & & 2 & @ @ a4 2

There are limited spaces available and your responses will be dealt with on a “first come first served basis’. | would
therefore be grateful if you could complete the tear-off slip below and return as a matter of urgency, even if you are
unable to attend so that we are able to allocate your space to another member of staff.

To: Catherine Hill, HR. Director

MName:.....comeees
*Please Print

Base Campus: ..o s s

| wish to attend the Induction Day to be held on Tuesday, 25 September 2018 (8.45am — 4.00pm).

or

| will not be attending the Induction Day. -
Reason for not attending: ... s

Please let me know if you would like the induction conducted through the medium of welsh? Yes D No D
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INDUCTION COURSE

QUESTION ANSWER

NAME

DEPARTMENT

TELL US SOMETHING UNUSUAL ABOUT
YOURSELF, THAT WE CAN'T TELL BY
LOOKING AT YOU

PLEASANT SURPRISES ABOUT COLEG
SIR GAR

NASTY SHOCKS ABOUT COLEG SIR GAR

SOMETHING | WOULD LIKE TO KNOW
ABOUT COLEG SIR GAR
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Reporting of Sickness Absence Procedures

if you are unable to attend work due to sickness ahsence you must:

= Telephone your campus office and your line manager or management team on your first day
of absence between 8.00 and 8.45 or with as much notice as possible if normal start time is
different to 8.45

e Advise of the reason and likely duration of absence

¢ If you have not been able to speak to your line manager, you will be asked to leave a contact
number with campus office for your manager to get in touch with you later that day. Your
manager/ management team is expected to speak with you on your first day of absencs.

¢ Maintain regular reasonable contact with your line manager/management team throughout
your absence,

= |If your absence spans more than 7 days, provide a Medical Statement of Fitness from the 8"
day. These must be provided in a timely manner and must run consecutively with no
uncovered days.

= MNotify your campus office and your line manager immediately on your return work,

=« Payments made for days taken as sick leave will be shown on your payslips. These will be done
automatically. Failure to report your return to work could result in incorrect adjustments being
made to your salary.

« Complete an 8A128 Self Certification Form. It is important that these indicate actual days of
sickness even if they are days that you would not normally work, eg weekends and public
holidays.

s If you leave work due to sickness before 10.00 the full day will be recorded as 1 day's sickness
absence, if you leave after 10.00 OR leave 1.25 hours after the normal start time it will be
recorded, not as sickness absence but may be considered as a unacceptable pattern of
absence under the new Short Term Absence Management procedure. You must advise
campus office and your line manager that you are going home,

e All staff will be required to participate in a return to work discussion with their line manager
following every period of absence. Details of this will be recorded on the CSG My Absence
system and must be agreed by the employee prior to submission to HR.

All staff are able to view their own sickness record by accessing CSG My Absence via the College
Gateway. All staff should be familiar with the contents of the Sickness Absence Management Policy
and Procedure.

Please note, failure fo comply with the provisions of the Sickness Absence Management Policy
and Procedure could lead to the withholding of sick pay and may constitute misconduct and be
dealt with in accordance with the College’s Disciplinary Policy.

Updated 21/08/2017 r.




Absences Other Than Sickness Absence

The rCaIIege has a Special Leave of Absence Policy and a Parental Leave Policy, which contains
details in relation to absence from work not relating to sickness absence. These policies are both
available on the College Gateway. The following are the most common forms of absences:

TIME OFF FOR DEPENDANTS

& All employees have the right to time off during working hours for dependants, this time off is
intended to deal with unforeseen matters and emergencies. A dependant could be a spouse,
partner, child, parent, or someone who depends on an employee for care. The leave can be
taken for example, to deal with a breakdown in childcare or if a dependant falls ill or is taken into
hospital. Please refer to the Special Leave of Absence policy for more detail.

There is no statutory entitement to receive pay while taking time off for dependants,
however, the College will allow the first day to be paid but any subsequent days will be
unpaid. Alternatively, an employee can take annual leave or TOIL. An SA128 must be
completed on return to work. '

COMPASSIONATE LEAVE

+ Compassionate leave normally up to 5 days will be granted for the following (this may be
increased to a maximum of 10 days at the discretion of the line manager taking in to account
individual circumstances): Death of, or life threatening iliness or injury to: Spouse, Civil Partner,
Partner, Child, Parent/ guardian, Sibling, Grandparent, or other close dependent relative or
partner.

The employee should inform the manager of the need to take compassionate leave as soon as
is reasonably practical to. Each case will be viewed sympathetically and the individual's
circumstances will be taken in to account. An SA128 must be completed upon returmn to work.
Please refer to the Special Leave of Absence policy for more detail.

DOCTOR/DENTIST/HOSPITAL APPOINTMENTS
(The intention is that the time granted would be a maximum of one whole day per appointment.)

¢ The line manager and campus office should be notified in advance of the appointment if it is a
planned visit. If an emergency arises, notification should be made on return to work.

JURY SERVICE/COURT WITNESS

¢ The line manager should be advised and the campus office should be notified in advance of any
impending absence, and an SA128 completed. Please refer to the Special Leave of Absence
Policy for further details and information relating to pay during this type of absence.

PARENTAL LEAVE

¢ All staff are entitled to apply for parental leave provided that they meet the required eligibility
criteria. The entitlement is for up to 18 weeks of unpaid parental leave. Employees may not take
leave in blocks of less than one week (except in relation to a child who is disabled) and may not
take more than four weeks leave in respect of any individual child in any year, an application for
parental leave must be made. Please see Parental Leave Policy for further details.

Updated 21/08/2017
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Yn Gwbl Gyfrinacholl Strictly Confidential — SA128

PAPUR ABSENOLDEB / STATEMENT OF ABSENCE

Danfonwch y papur hwn wedi ef gwblhau i'r Rheolwr Campws. Send this proforma to you Campus Manager

1. PERSONAL DETAILS

Rhif Gweithiwr/

Ermad Namia: i i isaisie . EPIOYER NUMIBBI 1cvumismmpmmamnsnrenss s
Adran/ Cyfadran Campws/

Department! FACUIEY: ......ccoveiiiin i I BIMPMES e o s
SWYAAS POSE TIIE.  1oovreveeeeeesiesinnissns st RS

2. LENGTH OF ABSENCE
Dyddiad cyntaf yr afiechyd Dyddiad olaf yr afiechyd
First day of Sickness: ......ccoeveeeeinmmnnnnc i, Last day of sickness: ...........ccoerrnicinnnia

Dyddiad dychwelyd i'r gwaith/ Date returned to work :

3. RHESWM AM ABSENOLDEB/ REASON FOR ABSENCE

A dderbynioch driniaeth feddygol yn ystod eich absenoldeb/ YDWYF / NAC YDWYF
Did you receive medical treatment during your absence? YES / NO

Os felly, nodwch ble a phryd/
If 50, please state Where and WHEN: ... s

Ydych chi'n credu bod eich absenoldeb o ganlyniad i anaf / afiechyd YDWYF / NAC YDWYF
Galwedigaethol?
Do you believe your absence was as a resduit of an Occupational injury/ disease?  YES/NO

4. DATGANIAD / DECLARATION

Yr wyf yn datgau bod y wybodaeth uchod yn gywir, ac yr wyf drwy hyn yn hawlioumrhyw dal afeichyd sy'n
ddyledus | mi. Deallaf y gall rhoi gwybodaeth anghywir neu gamarweiniol olygu cael fy nisgyblu ac o
bosible colli'm swydd.

| declare that the above statement is true, and herewith claim any sickness payments to which | am
entitled. 1 understand that to give false or misleading information can result in disciplinary proceedings,
which may lead to dismissal.

Liofnodwyd y gweithiwr/ Dyddiad/
Employee's SIgnature: ..o Bales o s

SA128 August 2017 Lf
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INDUCTION CHECKLIST EVALUATION FORM

Name (optional):

Post Title:

Department/Curriculum Area:

In order to improve services, it would be helpful if you would sparﬁ some time to complete
the following questions relating to your departmental Induction.

Q1. | What was your general opinion of the departmental Induction and Checklist your line
manager/mentor covered with you? Is there anything further which you would need

to know?

Q2. | How would you rate the delivery of the Poor | Fair Good Excellent
induction provided by your line manager/ S
mentor?

Q3. | How relevant are the topics covered on Poor Fair Good | Excellent
the Induction Checklist? - —

Q4. | Was the completion of the induction - Not at All ' Fartljr Mostly
checklist structured to meet your needs ? — :

Q5. | Were you provided with the information in Not About Right | Too Much
sufficient detail/depth? _E_'_nnugh_ :
Q6. | Were all your questions answered? Yes No
| : ot
Q7. | Do you feel fully supported in your new : Yes No
post? : e

Q8. | Briefly summarise your overall impressions. Please comment on whether any
aspects of the Induction Checklist need to be covered in greater/less detail and
identify any other topics which you would like covered. What could be done to
improve the Checklist and/or Employee Handbook?
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INDUCTION DAY FORMAT
6™ DECEMBER 2018

TIME | SPEAKERS

9.00 | Laura Lucas, HR Advisor
General Introduction

930 | Andrew Cornish, Principal
| Welcome to the College

1000 | BREAK

' 10.05 | Mike Williams, Assistant Principal
Data, Funding, Performance and Data Protection

10.30 | Ceris Harries, Director of Estates
Estates, Environment, Health & Safety

11.00 | BREAK

11.05 | Stuart Thomas, [ICS Manager
Computer Services

11.30 | Amanda Daniels, Assistant Principal
| Staff Development, Appraisal 8 Quality

11.55 | Anna Jones, Welsh Language Manager
Promoting Bilingual Culture & welsh Ethos in the College

12.10 | Ralph Priller, Executive Director of Finance & Estates
| Finance & Procurement

12.30 | LUNCH (45 Mins)
1.15

1.35




150 |
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245
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(EVIDENCE 3. 2L Page 1 of 1

From:  Phillip Pavlou <phillip.pavlou(@colegsirgar.ac.uk>
To: Nia Williams <Nia. Williams@colegsirgar.ac.uk>

Date: 30/10/2018 14:48
Subject: Re: Sickness system Amendments

Hi Nia,

The GDPR will be tough to perform as all manager links to staff are created manually in the system by
the managers themselves, it is up to the manager to remove a member of staff from their team in the
system if they no longer wish to see that employee’s sickness data.

As for the other updates, | am in the process of writing a new absence system, which these new
requirements will be written into the ETA of the new system going live is the end of November to mid
December. The new system will be directly linked to Resourcelink so this will also eliminate the GDPR
issues

Cheers

Phil
From: Nia Williams <Nia.Williams@colegsirgar.ac.uk>
Date: Tuesday, 30 October 2018 at 12:12
To: Phillip Pavlou <Phillip.Pavlou@colegsirgar.ac.uk>
Subject: Sickness system Amendments

Hi Phil,

Are there any updates with regards to the sick system amendments that we sent you last month?
Alsa can | check if there are any updates with the GDPR issue that Laura sent you last week?

Mia

Mia Williams

Cynorthwy-ydd Gweinydd - AD/ HR administrative assistant
Campus Graig Campus

Llanelli

5415 4DN

Flon/ Telephone: 01554 748154
Ffacs/Fax: 01554 748097

1’.2( )

S

file:///C:/Users/NiaW/AppData/Local/ Temp/X Perpwise/SBD86F325taff DomainST...  30/10/2018



(.EV\D&MC,E, 2. Q)
Adcoched ko E oo\

Sickness System Amendments.
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Urgent

1. When you view the absences for each campus and click the excel button in the bottom right
hand corner to put the data into an excel spreadsheet | get the following two errors:
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It also wont let me the save the excel spreadsheet. This has been happening since the new
updates were dane.

2. Export Data for all posts:

a. You were going to have a look at exporting absences that were open ended. At the
moment we are manually adding these to the export upload

b. For absences that are open ended on Resource Link you were going to look into an
update upload to enter the end dates automatically rather than manually. (a and b
currently cause a lot of additional manual intervention)

¢.  When the data is exported into the excel sheet the sickness absence reason and
type is coming over under the wrong headings.

d. | have noticed that “Other Absences” are coming across with duplicate lines.

Mot as urgent as above..

1. SA128 and SOF outstanding reports —are we able to build in a prompt button for these so
that for SA128's, where the employee has returned to work and paper work is outstanding,
we can run the report and then a “reminder” email can be generated automatically to the
employee? For outstanding SOF we would need the reminder to go to the line manager?
(We will need to work on the wording for these emails)

2. SA128 and SOF on the absence system. We currently have a “n/a” option for 5A128"s. Can
we also have this for the SOF7? The need for one of these runs off when the absence has
gone over 7 days and the colour coded system automatically goes red. For some absence,
such as compassionate leave, they wouldn’t need a SOF but the absence may go over 7 days.
We need a nfa option for these cases.
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. Is there a way that when the campus office input an absence for someone who has left early
due to sickness, that they must input the end date at the same time? These should only ever
be recorded as one day and currently campus office tend to leave them open ended. If a
prompt or failure to submit would happen this should help stop this.

. “Appointments "option — can we stop Campus office being able to enter against this? The
aption is not there for them?

. On the return to work template can you:

a. Move the section relating to the trigger points criteria above the guestion
that asks whether a trigger point has been hit,

b. Swap the submit & send to employee button, and the the back, rest and
save button around.

. We need to review the background info in relation to what the system is looking at for
producing the reminders for RTW and feedback from employees. :

The colour coded system of the process that the RTW is in is temperamental
Return to work outstanding report = Admin View

There is a “prompt line managers” button which when pressed should email a reminder to
all the line managers associated with the outstanding RTW'’s . | used this before and it wasn't
working properly as people were getting emails when they had actually completed the RTW
and it was employee feedback that was outstanding not that the manager hadn’t done their
side.

. Once the above is sorted — the prompt line managers for outstanding RTW is only available
in admin view. Can this feature be made available for the managers for their individual areas
when they run the report for their department? And the same for the report for feedback
outstanding from employees,

. Under a manager view > View Team, a “Manage Hierarchy” section was put in. Can you
remove this. Mangers don't need it.

. Reports — can you remove the “Absences per calendar day report” from all views, admin and
managers, it is not needed.
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Nia Williams - Re: Sickness system

From:  Phillip Pavlou <phillip.pavlou@colegsirgar.ac.uk>
To: Nia Williams <Nia. Williams{@colegsirgar.ac.uk>
Date: 30/10/2018 16:01
Subject: Re: Sickncss system

Hi Nia,

Yep all previous issues will be eradicated, and new features incorporated into the new system. You
will have to give it the ok and sign it off before it goes live campus wide | don’t see there being an issue
with you seeing it mid November

Cheers
Phil

From: Nia Williams <Nia.Williams@colegsirgar.ac.uk>
Date: Tuesday, 30 October 2018 at 15:37

To: Phillip Pavlou <Phillip.Paviou@colegsirgar.ac.uk>
Subject: Sickness system

Hi Phil,

With regards to the new system is it possible we could see it before it goes live so we can have

an input?

Is this new system going to address all the problems we previously sent through to you?

With regards to the time scale, we are concerned as with Laura going off on Maternity in December we
would ideally like to review it whilst she is still here. Is it possible we could view the system mid
Movember?

Thankyou
Mia

Mia Williams

Cynorthwy-ydd Gweinydd - AD/ HR administrative assistant
Campus Gralg Campus

Lianelli

SA15 4DN

Ffon/ Telephone: 01554 748154
Ffacs/Fax: 01554 748057
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Thomas/ Kilman Conllict Mode Instrument

HOW DO I MANAGE DIFFERENCES?

Ficture yourself in a situation where your wishes differ from that of another person.

Yor each of the following 30 statements, choose either A or B fwith a circle) us the one
which best deseribes how you would vespond. Sometinies neither the 4 or B statement
is typical of your response but try to ehoose the one that would seem most likely to be
your instinctive response in that sttuation. Only you will see the finished exercise.

l. (A 1! here are times when I let others (ake responsibility for solving the problem.
ather than negoliate the things on which we disagree, T try Lo stress those things upan
which we both agree.

2 I try to find a compromise solution.
I Tattempt to deal with all of his and my coneems.

3. @am usually frm in pursuing my poals,
might ity o soothe the other's feelings and preserve our relationshap.

4, @1 try to find a compromise solution.
1 sometimes sacrifice my own wishes for the wishes of the other person.

3. @l consistently seek the ofher's help in working out a solulion,
B ITtrytodo vihat 1s necessary to avold nseless tensioms,
6. [ try to avoid creating nnpleasantneas for myscll
T try to win my position.
7 1 try to postpone the issue nntil T have had some Gme to think it over.

I give up some points in exchange for others,

B j}\ T amn usually frm in purswing my goals,
@]' atternpt to get all concerns and ssucs Tmediately out in the open.

9. A 1 feel that the differences are not always worth worrying about.
l make some elfort (o gel my way.

10. A 1 am firm in pursuing my poals,
try to tind a compromise solution.

l ]@attempt to get all concerns and issues mmediately out in the open.
might try to soothe the ofher's feelings and preserve our relationship,

12. A Tsometimes avold taking positions which could create conlroversy.
@T will let him have some of his positions it he lets me have some of mine,

iﬁ@ propose a middle ground.
press to get my points made.

Sourcer Kenueth Thomas & Halph Kilman (1976).



Thomas/Kilman Conlict Maode Instirument

14@}[ tell him iy Tdeas and ask him for his.
B [ try to show him the logic and benefits of my position.

15. A 1 might try and soothe the other's feelings and preserve our relationship,
(@I Iry to do whal is necessary to avoid tensions.

16. A~ try not to hurt the other's feclings.
try to convinee the other person of the merits of my position,
l?@l am usually firm in pursuing my goals.
I try to do what is necessaty o avoid useless tensions.

18, A Tfit makes the other person happy, | might let him maintain his views.

will let him have some of his positions if he lets me have some of mine,

19 attempt to get all concerns and 1ssues immediately out in the open.

T try to postpone the issue until I have had lme (o think it over.

EH@ atiernpt o immediately work through our differences.
T try to fmd a [air combination of gains and losses for both of us.

Q@Jl approaching nepotiations, T try to be considerate of the other person's wishes.
[ always lean toward a direct discussion of the problem.

22@?&}; to find a position that is inlermediate between his and mine.
[ assert my wishes.

23. A Tam very often concerned with satisfying all our wishes.
R /’F'hurc are times when I let others take responsibility for solving the problem.

' 24, A Il the other's position seems very important to him, 1 would (ry to meet his wishes.
i Iry lo get him to settle for a compromise solution.

: v to show him the logic and benefits of my position.
In approaching negoliations, T try to be considerate of the other person's wishes.

26 A ¥ propose a middle pround,
1 am nearly always concerned with satisfying all our wishes.

2’@sometimes avoid taking positions which could create controversy.
If it makes the other person happy, Ttmght let him maintain his views.

28, A Tam usually firm in pursuing my goals,
usually seek the other's help in working oul a solufion,

—
2 I propose a middle ground,

I [zel that the differences are not always worlh worrying aboul.

30, A @iry not o hort the other's fechings.
@ always share the problem with the other person so that we can work it out,

Source: Kenneth Thomas & Ralph Kilman (1976).
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Themas I ilman Conflict Moede Instrument

Your scores on the 5 styles for handling conflict

No set of scores will ever describe you pertectly, They provide a way to lalk about your most
preferred and least preferred style for handling conflict -about your conflict comfort zone, You
do not always approach things in exactly the same way; but neither do you fry sumething
different each time. You starling point for managing conflict tends to be your comfort zone.

‘Transfer your score from the 30 questions to this sheet by circling the A or the B Jellers below
that you circled on each question. Then add vp cach column to gel a score for each style,

Competing ) Cooperating | Compromising Avoiding Accommundaling
{forcing {problem (sharing) (withdrawal) (smoothing)

| { solving)

B;@TL_@ —2;
B 0
&,
A
A

@ R B
B
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ot | | —
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[ 18
19
20
21
22
23
24

25
26
27 |
28
29

30 fE ) A
I Competing Cooperating Compromising Avoiding Accommuodating

5 | @ |0 | 5|2

Total |
Source: Kenmeth Thomas & Ralph Kilman (1976).




The maximum score for any style is 12 and the total aggregate score
is 30. A score of more than 6 on any style would indicate a
preference for that mode, while a score of less than 6 would indicate
relative neglect.

This iz only a one-point-in-time measure of your reaction to conflict sicvations and shauld nat be talien as
having grest validity, The best way to use it is to see it as a corrcborative device for your own perception
of your preferred style.

FOLLOWY-UP
fou need practice and application if you are to develap your skills in resolving conflices.

We may be better managers if we accept that conflict and ‘palitics’ are part of organisational life, rather
than symptoms of organisationzl ill health — though there may be a difference between constructive and
destructive conflict and politics.



A. Competing

Lises:
«  When quick, decisive action is vital, e.g. cmergencies
e On imporlant issues where unpopular courses ol action need implementing, e.g.
cost cutting, enlorcing unpopular rules, discipline
e (nissucs vital to company welfare when you know you’re right
o To protect yoursclf against people who Lake advantage of non-competitive
behaviour
II yon scored High:

» Terhaps people have learned that it’s unwisc to disagree with you, or have given
up trying to influence you. This closes you off from information.

e Arc subordinates afraid to admit ignorance and uncertaintics? In compelitive
climates we fight for influence and respect. This means acting more certain and
confident than one feels. People are less able to ask for information and opinion —
they are less able to leamn. :

If you scored Low:

¢ Do you often fecl powerless in situations? Are you unawarc of the power you do
have, unskilled in its use, or uncomfortable with the idea of using it? This may
hinder your effecliveness by restricting your influence.

e Do you have trouble taking a firm stand, even when you sec the need?
Sometimes concerns [or others’ feelings or anxiclics about using power cause us
to vacillate. Postponing may mean delay and adding to sullering and/or
resentment ol others.



B.

Uses:

Cooperating

For an integrative solation where both concerns arc important and not to be
compromised |

When the objective is Lo leam, e.g. testing assumptions, understanding others’
VICWS

To merge insights from dillerent perspectives

To gain commitment by incorporating other’s views into a consensual decision
To work through hard [eclings that interfere with an interpersonal relationship.

If you scored High: :

1o you spend time discussing issucs in depth that do not seem to deserve it?
(Collaboration takes time and cnergy-perhaps the scarcesl organisational
resources, ‘Irivial problems don’t require optimal sohutions, and not all personal
dillerences need to be hashed out. The overuse of collaboration and consensual
decision making sometimes represents a desire to minimise risk-by diffusing
responsibility [or a decision or by postponing action.)

Does your collaborative behaviour fail to elicit collaborative responses from
others?

(The exploratory and tentative nature of some collaborative hehaviour may make
it easy for others Lo disregard collaborative overtures; or the trust and openness
may be taken advantage of. You may be missing some cues which would indicate
the presence of defensiveness, strong feelings, impatience, competitivencss, or
conflicting interests.)

If you scored Low:

Is it hard for you to see differences as opportunities for joint gain as opportunitics
to learn or solve problems?

(Although there are often threatening or unproductive aspects of conflict,
indiscriminate pessimism can prevent you [rom seeing collaborative possibilitics
and thus deprive you of the mutual gains and satislactions which accompany
succeastul collaboration.)

Are subordinates uncommitted to your decisions or policics? (Perhaps their own
coneerns are not being incorporated into those decisions or policics.)



c

Uses:

Compromising

When goals are moderately important, but not worth the effort or potential
disruption ol more assertive modes

When two opponents with cqual power are strongly comimitted fo mutually
exclusive goals - arc in labour-management bargaining

To achicve temporary scttlements to complex issues

To arrive at expedicnt sohations under time pressure

As a backup mode when collaboration or competition [ails Lo be suceessful

If you scored High:

Do you concentrate so heavily upon the practicalitics and tactics of compromise
thal you sometimes lose sight of larger issues-principles, values, long-term
objectives, company welfare?

Docs an emphasis on bargaining and trading create a cynical climate of
samesmanship? (Such a climate might undermine interpersonal trust and deflect
altention away from the merits ol the 1ssues discussed.)

If yon scored Low:

-

Do you find yourself too sensitive or cmbarrassed to be effeclive in bargaining
situations?

Do you find it hard to make concessions? (Without this safety valve, you may
have trouble getting pracefully oot of mumally destruclive arguments, power
struggles, ele.)



D.

Tlses:

Avoiding

When an 1ssue is trivial, of only passing importance, or when other more
important issues are pressing

When you perceive no chance of satisfying your concems, e.g. when you have
low power or you are frustrated by something which would be very difficult to
change (national policics, somenne’s personality, ete.)

When the potential damage of confronting a conflict outweighs the henefits of its
resolution

To let people cool down Lo reduce tensions to a productive level and to repain
perspective and composure

When gathering more information outweighs the advantages of an immediate
decision

When others can resolve the conflict more effectively

When the issuc seems tangentjal or symptomatic of another more basic issue.

If you scored High:

Does your coordination suffer because people have trouble getting inputs on
1ssues?

Docs it often appear that people are “walking on eggshells?” (Sometimes a
dysfunctional amount of enerpy can be devoted to caution and the avolding of
issues, indicating that issues need to be faced and resolved.)

Are decisions on imporlant issues made by default?

If you scored Low:

Do you find yourself hurling peoples’ feclings or stirring up hostiliies? (You
may need to exercise more discrelion in confronting issues or more tact in framing
1ssues in non-threatening ways. Tact is partially the art of avoiding potentially
disruplive aspects of an issuc.)

Do you often feel harried or overwhelmed by a number of issues? (You may need
to devote more time Lo setting priorities — deciding which issues are relatively
unimportant and perhaps delegating them to others.)

%0



Accommodating

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

When the issne is much more important to the other person than to yoursell —to
satisfy the needs ol others, and as a goodwill gesture to help mainfain a
cooperative relationship.

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

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

When preserving harmony and avoiding disraption are especially important.
To aid in the managerial development ol subordinates by allowing them to
experiment and learn form their own mistakes.

If you scored High:

1o you leel that your own ideas and concerns are not getting the atlention they
deserve?

(Deferring too much to the concerns of others can deprive you of influence,
respect, and recognition. It also deprives the organisation ol your potential
contributions.)

Is discipline lax?

(Although discipline for its own sake may be of little value, there are olten rules,
procedures, and assippments whosc implementation is crucial for you or the
organisation.)

If you scored Low:

Do you have trouble building goodwill with others? (Accommodating on minor
issues which are important to others are pestures of goodwill.)

Do others often seem to regard you as unreasonable?

Do you have trouble admilting it when you are wrong?

Do you recognise legilimate exceptions to roles?

1o you know when Lo give up?
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Activity 4

This report will explain the concept of group/team dynamics and will explain the concept of
political behaviour in organisations and how it can impact positively and negatively on the
achicvement of organisational objectives.

According to (Watson, 2014, p. 209), teams/groups are individuals that come together (o
work towards the same goal. All members bring different personalities, views, cxperiences,
skills and expertisc which can often result in cither a positive or negative group dynamic.
Group dynamics is defined as “the way people interact with one another in a group” (Mind
Tools, 2013). A positive dynamic is when members trust each other, help/respect each other
and they know whal they arc working towards. In contrast, a poor dynamic is when people’s
behaviour disrupts work and as a result the group may not come to any decision/make the
wrong decision. According to (Watson, 2014, p. 210) there are diffcrences between groups
and teams. Groups recognise each othcr as being part of a group. “They contribute
individually to a group’s goal and the evaluation of their performance depends on their
contribution”, In contrast, “teams are individuals within a group that work towards a common
purposc. They hold themselves mutnally accountable™ (Watson, 2014, p. 212).

According to (Huczynski and Buchanan, 2010) teams/groups can be influenced by a variety
of dynamics such as, the nature of the individual, leadership, the structurc of the group/team,
power and status and communication processes. Google have done rescarch into what makes
successful teamwork, They lound that psychological safety is the most important where
people feel safc to take risks, say their opinion, trust each other and rely on each other (Bariso
2018). Research into effective leadership of surgical teams also found that a high degree of
trust, constructive engagement in conflict, clear commitment to the task, all team members
holding one another accountable and a team that is focused on results leads to successful
teamwork (RCS, 2014, p 13).

Individuals take on specific roles in groups according to (Allorn, 1985,pp.52-58). These 3
roles arc:

Task Role which focuses on productivity, development and achievement of organisation
goals. They involve facilitating (sctting goals for problem solving), seeking information
(seeking idcas/taking part in discussion), disseminating information (ollering suggestions/
viewpoints), coordinating and monitoring of activities and motivating the group 10 achieve
high output.

Group maintenance which focuses on creating good relationships between group members.
They invelve encouragers (creating a friendly atmosphere and encouraging others),
harmonisers (try (o keep the peace), gate seekers (encourage parlicipation), standard setfers
(give advice/agree on slandards). Observers and followers (provide feedback and show
willingness to follow directions).

Self oriented which refers to individual needs and personal agendas. These involve
aggressors (compelitive, nol listening to others), blockers (resist agreed decisions),
recognition seekers (want attention and recognition for cfforts/ideas). Dominators (control
the group by giving orders). Conflict can arise within a positive dynamic group, but the
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conflict must be managed and overcome otherwise it will lead to a negative effect on a group
dynamic (Watson, 2014). According to (Allorn, 1985, pp.52-58) groups need to have a
balanced mix ol all 3 roles.

Groups/teams go through different development stages according to Tuckman’s 1963 five
stage model (Tuckman & Jenson, 1977, p. 419). These consist of the following, Sforming (this
is the development stage wherc uncertainty and confusion occur and where they test goals,
purpose and leadership). Storming (where they negotiate roles/duties and decide on leader
and how to share information. Conflict and confrontation is likely to occur at this stage).
Norming (where the group/team members establish indcpendence. This is where
performance norms and group structure is formed). Performing (where the group/tcam is
fully functional, have a clear understanding of how to share information and know what they
are working towards.). Adjourning (this is where the objective is accomplished. The
group/team can cither re-form or part ways).

Belbin 1981 model (Mind Tools, 2016), identifies diffcrent roles that team members lake
which depends on their personality. Roles can be classifies into 3 categories. Thesc are, task
related, team related and the individual/thinking related. An advantage and a disadvantage of
each role have been included in the table below. According to (Mind Tools, 2016) Belbin
believes that “all the team roles need to be prevalent at different slages of team work.”™ The
Belbin team role test assesses the behaviours and attributes to determine a person’s place in a
team. Belbin concludes that for a team to be effective they need a mix of the different
personality types.

Advantages Disadvantages ]
Task )
Shaper % Challenging. | 4 Ofien offends people’s
- % Goal orientated. feelings.
| Im plemenier % Organised. % Inflexible.
% Disciplined. 4 Slow to respond to new |
% Turns ideas into possibilities.
actions.
Completer finisher % Accurale. % Worry.
# Conscientious. | %+ Reluctant to delegale.
| Team ) _
| Resource investigator % [Enthusiastic. % Over optimistic.
% Communicative, % Loose interest.
% Develop contacts. B
Coordinator % Calm. 4+ Can be scen as
% Confident. manipulative.
%+ Participale in decision % OfT loads personal
_ making. work,
| Team worker 4 Caring. 4 Indecisive.
% Diplomatic.
% Sensitive.
% Listen.




The individual-or thinking | ]
related : =
Plant % Creative. % Too pre-occupicd to

% Imaginative, communicate

% Solve difficult effectively.

- _ problems. _ 4

Monitor Evaluator % Analytical. % Lack ability o inspire

% Judges accurately. others.
Specialist # Motivated by pursuil of % Dwell on technicalitics.

| knowledge.

*From undertaking the test myself, my primary tcam role is a complete finisher (evidence 4.1). My
| secondary team role is an implementer.

According to (Horn, 2009, p. 120) political behaviour is taking a view with the intention of
personally gaining from that position. Each team member can act as cither allies (your friends
that help the tcam), opponents (where they are critical about a teams direction), adversaries
(where they try to sabotage the team), bedfcllows (where they align with the team because
they want to benelit from it) and fence silters (where they remain neutral). It is important that
managers are aware of these and manage them so that objectives arc still achieved.

(Owen, 2017) however, has an alternative view, He belicves that managers need to act
politically themselves to be successful. This can be through fighting for resources for their
own leams or cstablishing relationships with influential people inside and outside the
business which helps meet business objcctives. According to this article, managers need 1Q,
EQ and PQ. Organisations assess employees on their 1Q before hiring them. Most people
with high 1Q, are too clever to make things happen. They therefore look for EQ (emotional
quotient). This is team work, charisma and the ability to motivate. PQ (political quotient) is
about knowing how (o acquire power and how to use it. This is at the heart of management
where they make things happen through people. Successful managers have all 3. (Rodgers,
2007. p.7) also sees acting politically as good management practicc when managing change.
He defines it as “cnpaging with political dynamics; and using power cthically to influence
outcomes in organisationally enhancing ways”.

To conclude, teams/groups arc when people come together to work towards the same goal
which can cither resull in a positive or negative group dynamic. Tuckman’s five stage model
suggesls that tcams go though different development stages. Belbin also identifies different
roles that team members take which depends on their personalily. According to (Horn, 2009,
p.120) tcam members can be allies, opponents, adversarics, bedfellows and fence sitters and
coneludes that managers nced to be aware of them and manage them for objectives to be
achieved. (Owen, 2017) and (Rodgers 2007. P.7) have an alternative view where they believe
that managers need Lo act politically themselves to be successful.
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(EViberce - 1)

Belbin team type questionnaire

The Belbin questionnaire seeks to identify your preferred role in a team. Itis based on the
work of Dr Meredith Belbin, whose research into team performance concluded that the
most effective teams have a good mix of different personality types.

How to complete the questionnaire
On the following pages are a series of statements divided into seven sections.
For each section, distribute a total of ten points among the statements which you think best

describe your own behaviour. See the example below:

When involved in a project with other people:

A | have an aptitude for influencing people without
pressurising them

B | am generally effective in preventing careless mistakesand | 1
omissions from spoiling the success of an operation

C I like to press for action to make sure that the meeting does '3
not waste time or lose sight of the main objective

D | can be counted on to contribute something original 2
E | try to maintain my sense of professionalism
F | am quick to see possibilities in new ideas and

developments

G | believe my capacity for judgement can help to bring about | 1
the right decisions

H | can be relied upon to bring an Drganis.e& approach to the
demands of the job

| I am always ready to back a good suggestion in the 3
common interest

Your points may be distributed among several sentences as in the example above. In extreme cases
they may be spread among all sentences or ten points may be given to a single sentence.
At the end, there are further instructions on how to tally your score.



Section 1
What | believe | can contribute to a team

A | think | can quickly see and take advantage of new
opportunities

B | can work well with a very wide range of people

C My specialist knowledge and experience is usually my

major asset

D My ability rests on being able to draw people out whenever
| detect they have something of value to contribute to
group objectives

E I can be relied upon to finish any task | undertake

F | am prepared to be blunt and outspoken in the cause of
making things happen

G I can usually tell whether a plan or idea will fit a particular
situation
H | can offer a reasoned and unbiased case for alternative

sources of action

| Producing ideas is one of my natural assets




Section 2

If I have a possible shortcoming in teamwork, it could be that:

A | am not at ease unless meetings are well structured and
controlled and generally well conducted

B I am inclined to be too generous towards athers who have
a valid viewpoint that has not been given a proper airing

C | have a tendency to talk a lot once the group gets on to a
new topic

D My objective outlook makes it difficult for me to join in
readily and enthusiastically with colleagues

E I am sometimes seen as forceful and authoritarian when
dealing with important issues

F | find it difficult to lead from the front, perhaps because |
am over-responsive to group atmosphere

G I am apt to get caught up in ideas that occur to me and so
lose track of what is happening

H I am reluctant to contribute unless that subject deals with

an area | know well

| am reluctant to express my opinions or proposal or plans
that are incomplete or are insufficiently detailed

U




Section 3

When involved in a project with other people:

A | have an aptitude for influencing people without
pressurising them

B I am generally effective in preventing careless mistakes and
amissions from spoiling the success of an operation

= | like to press for action to make sure that the meeting does
not waste time or lose sight of the main objective

D | can be counted on to contribute something original

E | try to maintain my sense of professionalism

F I am quick to see possibilities in new ideas and
developments

G | believe my capacity for judgement can help to bring about
the right decisions

H | can be relied upon to bring an organised approach to the
demands of the job

I | am always ready to back a good suggestion in the
common interest




Section 4
My characteristic approach to the group is that:

A | contribute when | know what I'm talking about 1

B | am not reluctant to challenge the view of others or hold a
minority view myself

C | can usually find a line of argument to refute unsound
propositions

D | think | have a talent for making things work once a plan 3
has to be put into operation

E | prefer to avoid the obvious and to open up lines that have
not been explored

F | bring a touch of perfectionism to any job | undertake 3

G | am likely to be the one to make contacts outside the
group or the firm

H While | am interested in all views | have no hesitation in
making up my mind once a decision has to be made

| I maintain a quiet interest in getting to know colleagues 3
better




Section 5

| gain satisfaction in a job because:

A | enjoy analysing situations and weighing up all the possible
choices
B | feel that | am using;y special qualifications and training 3
to advantage
C | like to feel | am fostering éood working relationships 3 _
D | can have a strong influence on decisions
E | have a chance of meeting new people with different ideas _1:_-
F | can get people to agree on priorities and objectives
G - | feel in my element where | give a task my full attention 3
-H | can find an opportunity to stretch my imagination 2

| am interested in finding practical solutions to problems




Section 6
If 1 am suddenly given a difficult task with limited time and unfamiliar people:

A I would feel like devising a solution of my own and then
trying to sell it to the group

B | would be ready to work with the person who showed the | 3
most positive approach

( I would find some way of reducing the size of the task by 2
establishing what different individuals might best
contribute

D My natural sense of urgency would help to ensure that we | 4

did not fall behind schedule

E | like to read up as much as | conveniently can on the 1
subject
F In spite of conflicting pressure | would press ahead with

whatever needed to be done

G | would take the lead if | felt the group was making no
progress
H ' | would open up discussions with a view to stimulating new

thoughts and getting something moving

| | believe | would keep cool and maintain my capacity to
think straight




Section 7
With reference to the problems to which | am subject to in working in groups:

A 1 am apt to show my impatience with those who are
obstructing progress

B Some people criticise me for being too analytical 1

C My desire to check that we get the important details right 3
are not always welcome

D | am inclined to feel | am wasting my time and would do
better on my own

E | find it difficult to get started unless the goals are clear

Fis | am sometimes poor at putting across complex points that | 3
occur to me

G I am conscious of demanding from others the things |

cannot do myself

H | hesitate to express my personal views in front of difficult 3
or powerful people

| I tend to show boredom unless | am actively engaged with
stimulating people

Mow read on, for details of how to tally your score.



Scoring

The table below is used to compile your Belbin scores.

Transfer your scores from each section to the appropriate boxes below.

Then add up your totals for each team role.

Once you have established your total scores, note down below:

°  Your primary team role (the one with the most points)

o

Your secondary team role

| Sectlon i

Roles Saction 1 Section3 | Sectiond | Section5 | Section6 | Section7 | Totals
Completer E | B F G D C 21
, Finisher 4 1 3 3 3 4 3
Implementer G A H D | | F E 14
1 6 | 4 |3
Monitor H D G C A [ B 2
| Evaluator 1 1
Specialist C H E A B [ D E
1 1 | 1 1 3 1
| Co-ordinator | D B A H F c G 5
3 2
Team worker B F | i Ic B H 13
| 1 3 3 | 3 3 il
Resource A C | F [ | E H I 1
Investigator 1

Al




Shaper

Plant




Using the team type information

Now that you are more aware of your preferred style of working you can choose how to use
the information.

Playing to your strengths

Whatever your preferred team type, see it as a strength.

Seek out tasks or projects requiring your skills.

Look for opportunities to work in teams that need your team-type to achieve the right
balance.

Become more flexible

Remember the team type questionnaire shows your preferred style, this does not mean it

needs to be your only style!

Think about your second, third, fourth choices - would you like to work more on these
areas?

If you work in a team that does not have the right balance, could you think about taking on
another team type role?

See other people’s team type as a strength and think about how you could work more
effectively together

Seek out tasks and projects to develop strengths in other areas (often we prefer doing
things we are good at)

Using the information with others

You now have information about your team type, and may wish to think about using the
questionnaire within your own team

Explain what it's all about —it's not a test, it’s about individual preferences

Agree how you will all be able to use the information

Share your own team type — go first

Use the information to try out new ways of working together

A word of warning

Don’t become a self-fulfilling prophecy. The guestionnaire shows only your preferred style,
it does not mean that you cannot operate in the other areas, only that given the choice you
will adopt your preference.
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Activity 5

For this activity 1 will undertake a sell assessment against a section of the CIPD HR Profcssional
Map at Band 1, to identify my professional development nceds. This section will include 2
professional areas (1 of which will be a core area and 2 behaviours). I will also select development
options to meet my development needs. [ will devise a personal development plan in which T will
detail my development objectives. 1 will justify the development options sclected in this report.

As can be seen in my development plan (evidence 5.1), the core professional area 1 will look at is
the insights, strategy and solutions. I have chosen to develop this core area as T wanl to network
widely and use my knowledge of HR and business trends, best practice and thought leadership to
understand the organisation and its people capability better.

The other professional area I want to develop is service, delivery and information. | have chosen to
develop this arca as [ want to achieve higher levels of customer focused HR services delivery across
the entire employec lifecycle.

The 2 behaviours that will also be developed are curious and collaborative. I have chosen curious as
I want to be more future focused, inquisitive and open minded and finding innovative ways to add
value to the organisation. 1 have also chosen collaborative as | want to work more effectively and
inclusively with a range of people, both within and outside the organisation.

From undertaking a self assessment against 4 sections of the CIPD Professional Map at Band 1 I
have been identified as currently assessing as a T'echnician.

Insights, strategy and solutions (Evidence 5.2)

The core area T will be focusing on is “insights, strategy and solutions™. This is about developing
my understanding of the organisation and its context and using the insights to develop strategies and
solutions which meet the needs of the organisation.

My results have shown that T will need to use data to develop insights into the organisation and the
way il works. This will help me to understand external issues that affect the organisation and its
financial performance. From the assessment it has been identified that my knowledge and skills in
this core area is still cmerging. This typically applics to an employee who has just starled their
carcer in IIR. This is relatable, as I have only been working within HR for 10 months. My
knowledge of IIR is still building and 'm currently al the early stages of gaining experience.

Strengths that have been identified are:
e Supporting the administration and delivery of IIR programmes and projects.
e The HR plan for my own part of the businecss
e Principles and basic practice of project management.
s Issues currently affecting the organisation.
» External factors thal impact the organisation
e Providing reports on relevant project/organisation information.
s Collecting, analysing on data and metrics.
s Using insights [rom data and good HR practice to spot potential trends and risks for the
organisation.



To work towards band 2, the gaps [ will develop are:

e Developing an understanding of the organisation using information and own experience.
o Rclevant law for own role (or where to access legal information il required).

Service delivery and information (Evidence 5.3)

Service delivery and information is about employces working to ensure that the highest level of
customer service is being delivered across the entire employee lifecycle. My results have shown
that my knowledge and skills in this area are developing. This is related to someone who has a solid
basc in HR, with limited exposure to service delivery and information at this level.

My strengths in this area are:
¢ Keeping accurale records ol HR. cases and Issues.
¢ [nsuring compliance with the organisations policies and procedures and relevant legislation,
s |dentifying ways to improve the efficiency and effectiveness of the HR issue.
s HR information systems.

To work towards band 2, the gaps I will develop are:
¢ The main stages of the employee lifecycle.
¢ Providing an HR service which is focused on the customer, asking the right questions to
meet their needs.

Curious (Evidence 5.4)

When showing curiosity, you're [uture focused, inguisitive, open minded and linding ways you
could add walue to the organisation. From what I have told the CIPD, my behaviour is still
emerging, This applies to someonc who is yet to demonstrate/develop their competence at the
expected level in this area,

My strengths in this area are:
e Being inquisitive: looking below the surlace (o understand the causes ol problems.

To work towards band 2, T will develop on the following:
s [inding out about the connections between wider organisational issues and own role.
¢ Analysing information and tcsting out ideas with others.



Collaborative (Evidence 5.5)

Working collaboratively with others means that you're working cffectively and inclusively with a
range of people. both within and outside the organisation. My behaviour from this assessment
shows that I'm still developing in this area. This applies to someone who is demonstrating some of
the behaviours expected at this level, but is yet to demonstrate and develop their competence more
broadly in this area.

The results have shown that | am compelent in kecping colleagues up to datc with information
relevant to my work.

To work towards band 2, T will develop on:
s Showing sensitivity and respect for other’s feclings, cultures and beliefs.

The development options that I have chosen in my plan to meet my development needs are based on
my results from undertaking the VARK learning styles test (evidence 5.6). This test implics that 1
best learn through visually seeing things such as flow charts, pictures, posters, graphs and books
with diagrams. The test also implies that I equally learn through aural study. I like (o atiend classcs,
attend discussions and tutorials, discuss topics with others and explain ideas with other people. It
suggests that I prefer to listen to others and record classes and listen back at them. These resulls led
me to choose the development options that best suit my lcarning. Examples that have been chosen
for my plan are creating an organisation hierarchy by using diagrams, conducting spider diagrams
from research found online, discussing topics with others, asking for feedback from co-workers in
one to one meetings/appraisals, discussing with my line manager issues and ideas that [ want to
address, forming relationships with others, participating in blogs and forums and doing some
reading.

To conclude, the lour seetions of the CIPD map [ will develop is insights, strategy and solutions,
service delivery and solution, curious and collaborative. The gaps identified at band 1 for cach of
these areas will be worked at during my programme as stated on my development plan. The
development options chosen were selected based on my VARK learning style. I will reflect on my
performance against my plan in May 2020,

O\
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Development plan

(cvicerxe 5, ()

NAME:

COVERING THE
PERIOD FROM:

Mia Williams

“September 2018

FPlanned outcome

Where do | want to be by the end of this period? What do 1 want to be doing? (This may be evolutionary or “more of the same™.}

What do [ wantneed to
learn?

= MEMBERSHIP 53274221
NUMBER: )
TO: May 2020

‘Whar will I do to achieve
this?

sofutions

Developing an
understanding of the
organisation using
information and own
experience,

To develop this, 1 will need
to study the organisation
hierarchy to undersiand the
structure. This will require
me to create an organisation
hierarchy in order for me to
visually see it and
understand it better. [ could
also read and understand the
college policies that are in
place.

I could also

undertake some online
research using the CIPD
website on the principles of
business as well as reading
HRE textbooks.

What resources or support will [
need?

What will mv success criteria
be?

Target dates {or review and
completion

[ will need a database from
resource link on all emplovees
with their post IDs in order to
create the organisational
hierarchy by hand. I will also
need to read the policies and
understand them in order to
know the principles and the
courses of action that are in
place.

I will use the following
resources to undertake research
on the principles of business:
CIPD Website — Developing
principles of business.
Studying HRM (Tavlor and
Woodhams).

Introduction to HEM

{ Leatherbarrow, Fletcher and
Currie).

Research will be presented in
the form of a spider diagram.

Giving advice to others about
the organisational chart,
business principles and
policies.

December 2018




solutiony

Relevant law for own role
{or where to access legal
information if requirad).

1 will find out from my HE
colleagues where Lo source
relevant and up to date
employment law relevant to
my own role, 1 will also do
secondary research to read
about employment law.

I will need the help of other HR
colleagues to give me advice on
where to source relevant and up
to date employment law
regarding my own role,
Website: CIFD

Book: Employment Law (Lewis
and Sargeant2017).

Have the knowledge on
employment law from my
own research to advice others,

January 2019

Service delivery and
information

The main stages of the
emplovee lifecycle.

I will find out about the key
stages of the employee
lifecycle by reading about
the 7 stages online. | can
then find the main HR
processes used through my
own experience at Coleg Sir
Giar at every stage of the
cvcle and also through the
help of co-workers.

I will need to firstly read the
following website on the stages
of En employee lifecyele:
iy questhack comdblo
oithe-T T-stames-of-the-emnploves-

lifegvele-and-why-thev-matter
I will rely on my own
experience of being a HR
Administrative Assistant and
Assistant HR officer to kmow
what we do for each stage of the
life cycle.

1 will also need the help of co-
workers.

To know what the
oreanization does at each stage
of the employee lifecyele and
work towards improving our
processes based on research.

February 201 9

SNervice defivery and
infarmation

Provide a HR service
which is focused on the
customer, asking the right
questions to meet their

needs.

Review my own approach to
work by asking others for
feedback on the way 1 work.
This will indicate how
effective and efficient [ am
in my approach 1o customers
and ways that [ can improve
in the future with regards to
customer service.

Asking colleagues in the HR
department for feedback on the
way | work and deal with
customers. This can be done
through one to one
meetings/appraisal.

To take on board colleagues’
feedback and change my
approach to the way | work.

March 2019

Curious

Finding out about the
connections between
wider organisational

issues and own role.

Discuss with my line
manager the current issues
for the organisation and how
my role connects or impacts
these. 1 could search online
newsletters, blogs and set
aside time to read and learn

Discuss with my Line Manager
the current issues of the
organisation and how my role
connects/impacts these,
Secondary research could also
be conducted e.g. search online
newsletters and blogs.

Presenting a report to the
executive board on why there
is an increase in sickness
absence and how it can be
minimised through conducting
primary and secondary
research.

MMay 2019




from them. T could also
select a HR issue and set
aside time each week to find
relevant articles and reports
g.g. reasons for the rise in

sickness absence.

Curious

Analysing information and
testing out ideas with
others.

Find out what processes
other colleges use e.g, what
channel do they advertise
through? What they do for
each stage of the emploves
lifecycle? This will lead to
ideas on how to improve our
process.

I could also search for online
newsletters, forums and
blogs that are relevant to my
roleforganisation. [ could
sign up o receive updates
and set aside time to read
and learn from them.

Forming a relationship with
other colleges around the area to
find out their processes.

1 will also need to search for
online newsletters, forums and
blogs and sign up to receive
updates and read them.

Having a range of different
options to present to my line
manager with regards to a new
recruitment channel.

June 2019

- Collaborative

Showing sensitivity and
respect for other’s
feelings, cultures and
beliefs.

I will research and increase
my understanding of the
cultures and beliefs of
emplovees within Coleg Sir
Gar. I will identify any
issues in HR policies that
could disadvantage some
employees and [ will
highlight to the HR director,

T will need to read the policies
in depth and identify any 1ssues
that could disadvantage some
employees. | will then need to
support my findings to the HR
Director.

To create a new policy that
doesn’t vet exist within the
college e.g. transgender
policy.

| August 2019

To ncEEn#m.ﬁ.mm new
CIPD map.

[ will go onto the CIPD
website and complete the
new CIPD} map, This map
sets out the international
standard for HR
professionals to make their
areatest impact and 1o
evolve and develop the core
capabilities needed to thrive
in an organisation.

CIPD website — My Map.

To work towards the gaps
identified from my assessment
and work towards the next
band up.

MNovember 2019
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C l pD Currently assessing a5 a TECHMICIAI

TAKE A STUDENT ASSESSMENT
Your assessment results

Collaborative

Your Level: Developing

@ summary

when you're demonstrating collaboration, you're werking effectively and inclusively with a range of peaple, both within and
outside the organisation,

How prepared am 7

what you've tald us indicates that your behaviour in this area is developing. This usually applies Lo someong who is demonstrating
some of the behaviours expected at this level, but is yet to demonstrate and develop their competence maore broadly in this area,

Below, we show you the areas where you're particularly strong, areas where you're competent, and areas where thare are gaps in
the way vou demonstrate collaboration. If you're keen to develop vour collaboration skills, you should censider the courses,
reading materials and practical development actions that we've recommended for you, These recommendations reflect your
individual strengths and development areas based on what you've told us in your assessment. As your score suggests you have
same room to develop at your current lavel, we think they'll be of particular benefit to you in building the skills and experience
vou'll need to excel in your role,

What are my strenagths and gaps for my current level?

Where | am competent
+ Keaping colleagues up to date with information relevant to their work

My Gaps
« Showing sensitivity and respect for others' feelings, cultures and beliefs

s Establishing constructive and collaborative relationships with colleagues

» Seeking constructive solutions to disagreements as they occour

B Development actions

» Research and increase your understanding of the cultures and beliefs of others' particularly in relation to groups who are
reprasentad in your employee population. Identify any potential oversights or issues in HR policies that could disadvantage
others' and highlight to the relevant HR manager.

s Map out the current internal network you have within your organisation and the strength of these relaticnships. Identify mutual
interests or priorities that you can use as a way to form new relationships.

s Reofloct on a disagreement that you have had with someone at work (possibly with a coach or mentor). Review what happened

by imagining that you are a third party observer of any communications and interactions. Consider how your approach could
have been more collaborative and constructive and how vou could have adopted a "'win-win' approach.

@ Reading & Research

FACTSHEET: The role of line managers in HR
ClPD

@ Courses & Events

COURSE: Essential interpersonal skilis
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The VARK Guestionnaire {Version 7.1}

How Do | Learn Best?

Choosz the answer which best explaing your preferance and circle the lettens) nextio it
Dlease circle more than one if a singie answer doss not match your perception.

| eave blank any question that doss not apply.

You are helping someone who wants to go to your airport, the canter of town or railway stetion. You
would:
a, no with her.

@ il her the directions.
C,

write down iha directionz.
d. draw, or glva her a map.

 Yopu are not sure whether s word should be spelled “dependent’ or “dependant’. You would:

AL see the w—:_-r_dé In your mind and choose by therway they look, i
think about how each word sounds and choosé ons. 2 il o

.:: b, g
q ") find i online or in & dictionary.

wiribe both words on peper and choose ofe.

You are planning a vacation for a group. You want some fesdback from them sbout the plan. You
would:

a, describe-some of the highlights.
b. lise 3 map of wabsits 1o show them the places.
C: give them a copy of the printed itinerary.

@ phonz, text or emal them.
You are going fo cook someihing as 2 spa:'la] treat for your family. You would:
a. cook something you know without the nesd for insfructions.
aek friends for suggestione, ’
look through the cookbook for ieas from the pictures.
uze a cookbook whers you know thers is a good recipe.

gin =

A group of tourists want to leam ghout the parks or wildlife ressves in your arsa. You would:

a2 talk about, or arrange a {alk for them about parks or wildiiie resarves.
{L‘;. t} show them Intemet pictures, pholographs or piclure books.

= {akethem to a park orwildlife reserve and walk with them.

d. give them a book or pamphlsts sbout the parks or wildlife resan/ss.

You are about to purchase a digital camera or maobile phone. Other than price, what would most
influznce your decision?

a___ Trying or f=sting i,
@ Reading the details about it features.
C. Itiz & modem design and iooks good.
o - Thesalesperson eling me sbout s features. -

Remearnber a fime when you lsamed how to do something new. Try to avoid choosing & physical
skill, eg. riding a bike. You learned best by:
a_ walohing & demonsiralion.
(_"_E:i‘} listening i somebody explaining it and asking questions.
diagrams and chars - visual clues,
d. wrillen insiructions — 8.0, 2 manual or exdbook.




10.

11

12,

13

18,

You have a problem with your heart. You would prefer that the doctor:

=]
b.
By

5

gave you a someining to read fo explain what was wrang.
used a plastic modol fo show what was wiong. '
described what was wiong,

showed you a diagram of what was wrong.

You want to learn a new program, skill or game on a compuler. You would:

a razd the written Instructions that came with the program.
b talk with people who know about the program.
g use the contrals or keyboard,
d follow the disgrams in the book that came with iE
1 like websites that have:
a, things | can click on, shift o try.
i interesting design and visus! fealures.
int&mi’ing written descripfions, lists and explanations.
d. audio channels where | can hear music, radio programs o infervisws,

Other than price, what would most influence your dacision to buy a new non-fiction book?

a
s

&

d.-

The way it lonks i= appealing,

CQuickly resding parts of i

A friend talie-about it snd recommends ik

it has real life stories, experiences a nd r'x'trr.ples

You are using a book, GD or website to learn how tu:: tzke photos wrth YOUT NEw |:E|g|tal Camara, ‘fmu
would like to have:

E.
[

a chance o esk guestions and {alk about the camera and ils Teaturas,
clear written Inslciions with lists and bullet points shout what to do.
dizgrams showing the camera and what mach part doss.

many exsmples of geod and poor photos and how to improve them,

Do you prefar a teacher or a presenter who uses:

e

C.
d.

feedback:

a.

ey o

I3

>

demonstrations, madals or praciical sessions.

guestion and answer, talk, group discussion, or guest speakers,
hzndouts, boolks, or readings.

diagrams, chartz or graphs.

. You have finished a competition or test and would like some feadback. You would like io have

using oxamples from wiat you have done.
v=ing 2 writien description of your resulis.
from somebody who talks i through with you,

using graphs =howing what you had achisved.

. You are going fo choose food at 2 restaurant or cafe. You would:

choose somathing that you have had there befora,

listan to the wafter or 2=k friends 1o recommend cholszs.
choose from the descriptions in the ment.

look af what othars are esting or look at pichures of each dish.

You have io make an important speach at & conferance or specizl occaslon. You would:

maks dizgrame or get graphs o help explain things.

wite a few key wards and practice saying your spesch over and over.
write out your spesch and lzarn from raading it over saveral times.
gather many examples and stories to make the falk rsal and praciical,




o —
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The VARK Questionnaire Scofing Chart
Use the foliowing scoring chart to find the VARK category that each of your answers correspands o, Circle
the letters that correspond to your answers
e.g. If you answered b and ¢ for guastion 3, circlz v and R in the guestion 3 row.
Ouestion | a catsgory b category c category d caiegoly

3 S ) ) I
Seoring Chart
OUsston | acaiegory | boategory | o category iﬂr:atsgo;-y |
=Y
1 K i R Vo
- — . @ . K.“
3 K W T A .
4 K ] .--. ﬁq\ 1I.|l . } -
5 "A PR CNE - K i z
B K v A
T K 4@ T R
8 R N @ v
I A QI
[ D IK (7 1 R A
K v R . AT K
i2 A R . Eu Y | K]
EE K & R Y
14 14 R A AP
15 (KJ A R_ Vo
® v A | E?_ K|

Calculating your scores
Count the number of each of the VARK lstlars you have circled fo get your score for each WARK categon.

Total number of Ys circled =

[ e,

Total number of As cirdled = E%
b

Lt

Fr

Total number of FRs circled =
Total numbar of Ks cirded =




