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Work based learning deadline commitments.

Admiral Group plc is a FTSE 100 insurance company established in 1993.  Admiral currently employs 10,000 employees with approx. 3000 overseas mainly in Europe but has offices in USA, India and Canada.  Within the UK there are more than 7000 staff spread over three sites, Swansea, Cardiff and Newport.  The largest being Swansea and Cardiff with 2,500 and 3,000 respectively.  The culture of the organisation is focused on the ethos

 “people who like what they do, do it better” (Engelhart, 1993)

Admiral Academy (AA) is a department within Human Resources.  This area is responsible for the work-based learning for all employees and compulsory management training in the business.  Consultancy and delivery of effective development programmes to support the ethos above is also a primary responsibility.  I have worked within the business for 19 years, 14 of which are within the Learning and Development sector (AA).  In 2012, AA became a direct centre for Institute of Leadership and Management (ILM).  The opportunity to take I qualifications validated by ILM (the City and Guilds of London Institute) is available to all Admiral staff.  

As a current ILM Tutor, Assessor and Internal Quality Assessor within the centre, I have noticed that the ILM offering within Admiral had increased over the last three years.  More people are enrolling yet from experience and inside knowledge, less people are completing work within the dedicated? specified timeframe of 14 months.   Enrolments on ILM Level 3: Leadership and Management (L&M) has more than doubled.  There is an increase in ILM Level 3: Coaching, yet the higher qualification (Level 5) shows a decline in numbers.  However, enrolment numbers are not within the remit of this research which will focus on completion rates.



Fig 1
Looking further into the data and at completion rates of each level, the perceived level of commitment is a concern.  Expectations are set to the learner to complete this qualification within 14 months of the first tutor learning day.  The data below (fig 2) shows how many people are either yet to finish or have withdrawn.

Fig 2
I expected a lower amount of finished qualifications for 2019, and even some outstanding from 2018 due to the 14 months still being in affect when writing this assignment.  But the low completion scores for 2017 indicates a lack of commitment to the students’ own learning and development within the workplace.  The impact of the non-completions can be considered a waste of resource from the Academy, as this department is focused on “developing people to be the best they can be” (James-Mahoney, 2018) as well as ensuring managers are compliant within employment law.  From a return of investment perspective, as within any business, the learning and development (L&D) function is a cost centre and the amount spent purely for registration fees of ILM candidates has led to this research project.  On average, the cost for registration is £112.  Since 2017, approximately £40,000 has been paid out by the company on registration fees alone.  Without commitment from students (average is 68%) the £27,000 invested to engage and develop staff could be considered wasteful.


Fig 3
From the research, information could answer the following question: “What are the factors that determine students’ commitment concerning the submission of ILM assignments within Admiral?”
If this question is not researched, leakage will continue and the centre, when under audit review, could face challenging questions on the value of ILM.  For example, without submissions, application of learning cannot be confirmed, so what can be measured to prove the cost to the company is beneficial? As ILM is a professional qualification to aid self-development, progression and employability, it will be interesting to discover what is motivating students to sign up for this venture and what could be stopping their impetus.
 (Lewis and Webster 2014) state, as adults, we have an instinct to stay in behaviours we feel we are good at.  ILM is designed to challenge, learn new theories and skills to apply new behaviours.  Students are expected to write assignments, which could be a brand-new behaviour.  If some students have been out of education for some time or did not attend higher or even further education, is there a lack of support for this changed behaviour?  Is this a factor in submissions by deadline?  ILM is voluntary, so the question remains, what is stopping the student from hitting deadlines for their work?  For example, if a student is reluctant to create a new change due to fear of failure, there is likelihood, they are not applying the learning back in the workplace.  This lack of application could correlate with the leakage of investment suggested above.
The aim of this research is to learn what the root causes of late submissions of ILM assignments within a work-based learning environment are.  If students are volunteering for this offering within the business and signing to confirm their understanding of expectations and commit to them e.g. deadlines, why are these deadlines not being hit?
Once factors are realised, this ILM centre should re-evaluate current processes and relationships with key stakeholders and students.  Consideration of changes to improve learner journey as well as proving return of investment to the business can also be made.
Objectives for the research include
· Analyse motivation levels before, during and after ILM experience within its current 14-month commitment.
· Investigate current levels of motivation to make recommendations to increase amounts of assignments submitted on time by 10% by May 2021.
· Examine existing processes and content to identify what is required to offer the most effective learning experience.
· Explore independent study workload and word count for assignments.  Compare ILM to equivalent qualifications to validate this as a factor impacting intrinsic motivation to complete assignments by deadline.
From empirical experience, ILM covers a wide variety of theories relevant to the topic’s students choose to learn.  However, these theories are taught as an introduction to independent study and in some cases more than three theories are taught in only six hours.  From personal experience, when looking at my own Masters level research assignment, I have received ten sessions for one module, totalling 30 hours.  As well as this, guidance is provided one to one through different communication methods with lecturers throughout your module. 
Comparing this with current ILM teaching process within Admiral, a student will receive only six hours guided learning within a classroom and limited time with a tutor after the session (if requested).  Word count on ILM is not discussed in depth and there have been occasions where assignments have been more than 15,000 words.  When considering the ILM equivalent levels to education i.e. ILM Level 5 is second year undergraduate degree (I-l-m.com, 2019), this wordcount seems excessive.  This research project will explore if this is a factor affecting commitment to deadlines?  For example, if the student does not believe they will be successful in the task, they are unlikely to start.  Without dedicated tutor support, it could be argued that a simple conversation could be a preventative measure which could impact deadline submission.
This will be action research (Cohen, Manion and Morrison, 2017. p 19-21) because I will only be investigating the deadline aspect of the ILM centre.  The research will question students on personal motivation levels before, during and after ILM.  The scope of the project will be restricted to Admiral due to accessibility to learners, Swansea and Cardiff sites will be used to discover notable differences.  
There are five contemporary theories on motivation 1. Expectancy-value 2. Attribution 3. Social-cognitive 4. Goal orientation 5. Self-determination (Cook and Artino, 2016).  Each has key concepts which interestingly overlap in some areas.  This can be a starting point when considering research methods to explore students’ commitment and identifying factors, which may potentially hinder motivation.  It will be interesting to see if any theory is prominent through data collected.
Results should provide evidence to promote changes to current processes and enhance the learning experiences.  It can also prove the knowledge transfer of students.  This in turn will prove the investment the company are making in their staff and improve employee engagement.
Methods will include questionnaires, interviews, focus groups, current data analysis and observations of classroom training.  The research should last a cohort approximately 14 months.  From these methods, which will be discussed later in the assignment, it highlights my use of the methodology paradigm (Cohen, Manion and Morrison, 2017. p 35-43).  I am aware this research could include ontology because the concepts of motivation are personal to individuals and one could argue, you can never really know the reality, only the nature of it (Briggs, Coleman and Morrison, 2014. P 16-25).  Furthermore, considering there are five contemporary theories on motivation noted, with many more available, how are we certain either one is the correct if they all show validity and reliability? (Briggs, Coleman and Morrison, 2014. p 81-84) (Cohen, Manion and Morrison, 2017. p 245-249).  I believe a mixed method paradigm framework will help establish answers to the question, my aim is to study the epistemology paradigm of intrinsic motivation to make a judgement on current processes, determine feasibility and recommend improvements.
Review of Literature
Within this section, I will present an exploration of literature that outlines intrinsic motivation whilst associating it to the research question focused on commitment and deadlines.

Relationship/support with the ILM Centre
The concept of self-efficacy is a trend within three of the theories researched.  Expectancy-value theory explained by (Cook and Artino, 2016) states, if the student feels they will be successful and feel there is value in the task, this will lead to motivation and should result in work being completed by deadline. Students are clearly motivated to complete ILM at the beginning of the process because they volunteer and attend the first session.  From the end of the first session the question posed by a student to themselves of “Can I do it?” will be an element of the research to investigate.  It will be interesting to check if expectations and the long-term benefits of the workload they have signed up for is transparent.  If self-belief is compromised during the process this may impact the completion of work.  (BBC, 2000) mention, in order to complete work within time frames, relevant and accessible resources should be available to make the task easier.  Looking at ILM processes, it can be argued this is not available even though tutors do state they are available for post session coaching.  All content from the guided learning is sent and available via a learning management system, so this research will investigate if this is enough for students to feel intrinsically motivated to complete work by the set deadline.
Looking at the explanations of Attribution theory (Cook and Artino, 2016), could it be, the learning experience with the tutor is affecting the motivation of the student.  This could be due to lack of expectations, disengaging teaching methods or even the variety of tutors completing the sessions, leading to uncontrollable attributes.  Especially in a team with limited resources, knowledge and inexperience in this training content.  Consequently, the student could cognitively interpret these experiences to either motivate or demotivate themselves.  Admittedly, within an ILM learning process, tutors change frequently leading to, in my opinion, inconsistent messages of deadline importance.  Without observations or evidence to prove the tutor has covered the necessary information, and in the right context, there is no way of knowing if this is impacting students’ commitment to complete work.  On the other hand, there are times where only one tutor is present for an ILM programme i.e. coaching due to the expertise of the ILM centre tutors.  I feel this is an important aspect of the research to check if there is consistency with the messages being sent, to ensure version control and basic standardisation.
Comparing this to social-cognitive theory, self-efficacy is present and considers the environment the student learns as fundamental to motivation.  The tutor is also fundamental in this environment, they can practice positive reinforcement as verbal persuasion to motivate but (Cook and Artino, 2016) argues if this is not authentic, it could have an adverse effect.   The concepts of emotional intelligence seem to be prevalent in their report and mentions self-regulation and self-awareness as keys strategies to practical application to motivate oneself.  (Goleman, 1996.) says these two sections are the basics of emotional intelligence, but highlights that self-reflection, for example, should be completed in a logical and reasonable manner.  From my perspective, if a student has received poor communication, no support and a fail score for a piece of work, this is going to be detrimental on their motivation and possibly their commitment to ILM.  On the other hand, if the student has received a great learning experience, support from the tutor and passed some of the assignments, this will have a positive effect.  Therefore, completing this research is important in order to discover what more can be done to support developing people to be the best they can be.  We blame other people for our lack of motivation (BBC, 2000) but if support and relationships are limited to the needs of the student, could this blame be justified?
Competence

Ebbinghaus Forgetting Curve (Margerison, 2015) states 56% of what we learn is forgotten within the first hour.  ILM includes only six hours guided learning per assignment, so this is an important theory to consider, as students cover a lot of information in a short time and are expected to complete independent study to write an assignment.  They could feel incompetent to do this, especially if this is their first educational learning experience in several years.  A lot of information could be forgotten before attempting to write an assignment, hindering the desire to even start.  Jennings (2011) also highlights new information should be practiced within the hour of learning to help recall and retention, this is something only in the control of the student.  If the student does not want to do the work, there is already a barrier.  The research will look to test the retainment of ILM knowledge from the students’ perspective and if this new learning is being applied in the workplace.

The 70:20:10 theory states learning comes mainly from on the job application, whilst the smaller amount comes from formal training. ILM classroom sessions could be viewed as formal training due to its structure.  With students expected to apply the learning and write large assignments, this framework could suggest an unrealistic expectation especially when only a portion of the information is being retained.  Having three outlets: Resources, Time and Channel is the best way to incorporate 70:20:10 to have maximum learning (Jennings, 2011).  Currently this programme only has one outlet, (channel) indicating a gap.  Could having additional support through a resource as simple as a coaching session be an option for managers?  As the Academy includes ten tutors within its team, a feasible opportunity can be utilised to reflect the 70:20:10 framework successfully, however, not all tutors are competent in all levels of ILM offered to the business, yet a majority of the assignments are ILM Level 3 which all tutors are signed off to teach and assess.  Research completed by Jefferson and Pollock (2014) state there is no clear answer to the theory.  Many authors have cited 70:20:10 with little substance to experiments but they comment that the concept does make ‘intuitive sense’.  Nevertheless, (Towards Maturity, 2016) completed further research and confirmed the theory does have substance.  Additionally, she noted 90% of learners provided feedback that the ratio works better for them to learn, but only 47% of companies use it. As well as this, research confirmed companies adopting this ratio saw a four time increase in continuous learning.  Data analysis within this project should confirm a need to add in additional resources.

Extrinsic influences i.e. Rewards/culture of the business
Whilst the above theories focus on frame works to support competence, Hills (2016. p 271-285) looks at the neuroscience behind learning.  She highlights a person will only make changes to their behaviour when they form a habit.  In relation to deadlines, students express their agreement to the dates set in sessions and it can be argued, as adults, the tutor is trusting their word to submit work on time. Hills also highlights that after learning, Self, Peers and Boss/Coach are crucial to the success of embedding the habit for it to become automatic.   Here lies a potential problem.  The importance of ILM across the company may be lost if a variety of departments have different views and processes.  For example, some departments allow students to complete assignments during work, where others, see ILM as a personal choice so personal time is expected to be used to complete work.  Hills suggests how to implement these strategies but inevitably, it is the learner that needs to make decisions and have a strong intention to instigate them.    If someone wishes to gain the habit of completing an educational programme to self-develop, but are not being encouraged or rewarded for this impetus, could this environment be a factor in the commitment levels of the student?  Interestingly, some departments within the organisation have utilised ILM in development programmes, showing a practice of goal orientation (Cook and Artino, 2016).  These departments reward people to complete the qualification or punish them if they do not.  For example, they will be removed from the programme and must repay the registration fee.  From my experience, this system does not work favourably and goes against self-determination (Converse, Juarez and Hennecke, 2019).  This research will highlight the importance of students’ desire to complete the work and the focus of enjoyment in learning.  If a student feels forced to complete ILM because it is a task for development, there is another barrier for motivation.  Imposing an external deadline only reduces motivation further (Amabile, DeJong and Lepper, 1976) because the student may feel an obligation to the department.
Intrinsic Motivation
To me, self-determination’s (SDT) three key points of 1. Competence 2. Relatedness 3. Autonomy (David L, "Self-Determination Theory (Deci and Ryan),2014) is like the three points 1. Mastery 2. Autonomy 3. Purpose made by (Pink, 2011. p 84-148).  Both highlight the need for purpose and enjoyment in what they do as a major part of intrinsic motivation. but SDT highlights trait self-control, which can be impacted if there are too many distractions or impulses.  Reflecting on the fact ILM is work based learning, the question here goes back to workload.  Not only from the amount of work ILM requires, which has already been discussed above, but from the perspective of tasks set within the working day.  In addition, home tasks could also affect trait self-control i.e. family commitments, household chores and finance management.  Wilcox et al, (2016) research reveals people being busy improves motivation and (Converse, Juarez and Hennecke, 2019) argue that someone with high trait self-control can get to their deadline quicker because they can fight off the impulses of distraction.  But this does not answer my question.  (Wilcox et al, 2016) confirmed from studies, people who miss deadlines due to being busy tend to hand in work quicker, respectfully, this does not help my project as I aim to increase first time deadline submissions.  Converse, Juarez and Hennecke, (2019) discuss differences of works versus fun tasks and state, that if students’ see a task as work there is a negative outcome to it being done.  Considering this and reflecting on other research discussed in this section, it seems all three elements need to be considered in my research.  Do students find ILM too taxing?  Is this affecting their competence and then giving the perception that this is work?  Are students receiving the right support so they can relate to tutors?  I would argue deadlines are necessary in order to end a process and celebrate achievement but without knowing the purpose of joining this course, I believe deadlines are a waste of time.

In conclusion from the literature, what research needs to tell me is the purpose for volunteering to complete ILM and what can we be doing to support someone in their development and growth.
Methodology

When considering the question “What are the factors that determine students’ commitment concerning the submission of ILM assignments within Admiral?” the decision needs to be made on whether to collect qualitative or quantitative data. Which will be more relevant to the question or will both be needed to analyse and show correlation and causation?
Participants will be students enrolling to ILM in the next four months.  They will be asked to give consent to participate for the duration of their ILM journey via their application form and follow up email (see appendix 1 & 2) but can withdraw at any time (Bera, 2018).     It is intended to include 40 people from Swansea and Cardiff due to the accessibility I have to these sites, this number is realistic considering the number of employees within Admiral and the evidence proving enrolments are increasing.   ILM Level 3: Leadership and Management is the chosen qualification due to its popularity for enrolment.  The duration could be from 4-14 months.  In my opinion, keeping the same participants over the duration will provide rich data.  From my own experience, students become more comfortable expressing their opinions as the learning experience progresses and relationships with the researcher grows.  Level 3 is equivalent to an A level educational qualification; I am interested to compare the ILM submission word count to an average A level literature essay of 2000-2500 words (Benton, 2017).  I do believe a factor causing late submissions is the unclear word count as mentioned earlier, the data collected will confirm my theory.

Questions will ask what sector the student is employed i.e. call centre or support department to compare intrinsic behaviour by the role the student possesses in the company.   This will be a 50/50 split of sector.  It will also ask the student if completing ILM is a personal decision or if it has been an objective set by their own manager.  This could prove which motivational theory is apparent i.e. goal orientation or self-determination.

When deciding on the type of research to complete, it is important to consider the right way to collect data (Cohen, Manion and Morrison, 2017. P175-177). Typical research means collecting and interpreting data systematically and to ensure it has a clear purpose. However, instead of thinking that the systematic information this project needs should be based on a logical relationship and not on beliefs, it is important to remember this is educational research, so many more considerations are needed (Cohen, Manion and Morrison, 2017. P 3-7).  For example, (Cohen, Manion and Morrison, 2017. P 8-10).  states the research should fall within a research paradigm.  There is no simple format available for social science and as I am questioning intrinsic motivation, this source suggests my own personal experience and beliefs have limitations which for the most part are the same considerations as the first statement.  However, (Cohen, Manion and Morrison, 2017. P 5-8).  also state not one truth will be discovered if educational research is planned and conducted correctly, this includes giving attention to the people aspect of this research and realising there are many things which will remain subjective i.e. social reality.  The purpose is to discover how ILM deadline submissions can be improved and justify the monetary value of this educational offering to all staff, I will frame the research as epistemology through methodology.

The positives of quantitative data focus on the logic and tangible nature of the information.  When conducting a survey, questions will be structured for quick answers which will be easier to interpret.  Quantitative data can also be perceived as more valid due to the structured questions as answers will rarely veer off (Cohen, Manion and Morrison, 2017. p 268-270).  Interpreting and presenting data will provide a clear numerical design due to its statistical technique.  As the information is objective, this will provide distance from the learners making it beneficial for my relationship to ILM.  Nevertheless, quantitative data will not provide as much detail to the narrative because questions may be too specific (Cohen, Manion and Morrison, 2017. P 474-476).  In my opinion and as discussed earlier, ILM contains emotional intelligence (Goleman, 1996.) as students do have to self-regulate their motivation and time.

This research will look at subjectivity, to use qualitative data, in order to ask learners what and how they feel, for example, about their levels of Mastery, Autonomy and Purpose (Pink, 2011. p 84-148) from the learning, support and application process to hit deadlines will be advantageous.  Students will be able to provide a philosophical view of ILM due to its subjective nature (Cohen, Manion and Morrison, 2017. P 287-297).   One to one interview could be beneficial to the student as well as the I9LM centre. It strengthens relationships as well as providing an insight into an individual’s experience.  This smaller pool of students will be included due to the time limits and business needs, such as busy periods in call centres or project deadlines for support areas.

Considering each of the data gathering techniques, multiple method research will be carried out to complete action research and case study, many of the methods will fall under the concept of naturalistic research (Cohen, Manion and Morrison, 2017. p 292).    The methods used are as follows: -

· Questionnaires / Surveys and Observational surveys
· Interviews / Focus groups
· Statistical data gathering

Firstly, questionnaires and surveys within this research can be completed with all participants, but there are pros and cons depending on how they are conducted (Cohen, Manion and Morrison, 2017. p 334-336).  For example, if online is chosen, this will be cost effective and time saving especially if sent via email, yet the lack of anonymity from questionnaires will be an ethical barrier because names are visible when returned.  Surveys will promote anonymity because online surveys can be completed via platforms such as “Survey Monkey” which guarantees anonymity providing you do not ask personal data question i.e. How old are you?  There is also no way of knowing via email if someone has decided to withdraw from the research due to the lack of presence from the researcher whereas in a survey, this could be a question at the very beginning.  On the other hand, if questionnaires are completed face to face, this can have benefits to the relationship being built between participant and researcher.  This could produce valid feedback which is clean (Gilbert and Whittleworth, 2009), in turn, this genuine feedback could be a better representative sample as students are experiencing the Kolb theory 1. Concrete 2. Reflective Observations 3. Abstract conceptualism 4. Active experience (Cook and Artino, 2016.  Looking at ethics (Bera, 2018), the researcher will need to remain impartial in this data gathering method.  It is important to note, (Cohen, Manion and Morrison, 2017. p 471-483), explains the designing of the research questionnaire is the most time consuming if you wish to do it correctly and with the analysis in mind.  Once designed, the analysis of data can be done quickly.

Secondly, the decision has been made to have a variety of open and closed ended questions which will provide qualitative and quantitative data and will follow Likert scale where possible to allow for easier analysis of statistical data (Cohen, Manion and Morrison, 2018 p 490-505) (see appendix 3 and 4).  Answers have a variety of options depending on the question and what the researcher wants to find out. The time it takes to complete the survey will be crucial, especially when considering intrinsic behaviour.  User friendly questionnaires/surveys will be used for the participants as I believe they will be more inclined to complete.  They may also be persuaded to complete the survey due to the personal relationship they have with the researcher, this I find ironic considering the research I have read, could this behaviour confirm attribution motivational theory?

Lastly, the researcher will sit within ILM courses to count how many theories have been covered within the guided learning.  They will also count how many times the ILM tutor states the importance of the deadline along with how many times the students agree with this.   Scoring will also be included in most questions to provide tangible evidence. (see appendix 5) In my experience, qualitative data can be presented into tangible if a focus, for example, a certain word was counted but for now, as this is a business, I feel tangible evidence will be more beneficial to prove financial value.  Qualitative information will provide recommendations to the process and re-evaluation can be completed for the ILM process.

Interviews / Focus groups
A semi structured interview will be conducted one to one on a random sample 3 weeks before each assignment by the researcher (See appendix 2).  This method allows the participant to give qualitative and quantitative answers because there is more room to have a conversation due to open and closed questions being asked (Drever, 2003 p 10-17).  Questions will also be asked about factors which are impacting motivation and a coaching method used such as OSCAR (Gilbert and Whittleworth, 2009) to guide the student on action plans to achieve their goal.  An understanding of whether expectations are transparent and accepted should be included in this method.  Ethics will need to be checked regularly due to the relationship the researcher will inevitably build with participants over time, especially when asking about personal circumstances.  It is important to complete the contingency plans highlighted in the ethics form (see appendix 6) if any issues become apparent.    Approximately 40 students will be included from Swansea and Cardiff. Time can be a barrier due to one researcher but keeping information consistent leads to validity and reliability.

Group interviews/focus groups will be completed 2 weeks after deadline day to ask a group of participants to reflect on the process, support and own intrinsic motivation.   Cohen, Manion and Morrison, (2017 p 532-534) confirmed focus groups are unnatural in environment yet structured by content.  Focus groups will allow triangulation of data from surveys, questionnaires and statistical data.  It is an opportunity for the participants to be open about their feelings on the main key objectives of this research whilst networking with others who may be going through the same situation.  This could prove relatedness in SDT and Social cognitive motivational theory.  The researcher will purposely leave the group to discuss the topics (See appendix 7) and then ask for a spokesperson on return ensuring anonymity.

From my methodology, this is a long-term panel study.  There are threats to this as I will be testing and then retesting the same people but this will be made clear from the beginning not only on the application but with conversations with each student to explain the benefits of their involvement and the options to withdraw at any time.  Withdrawals will affect the overall data, but it can also confirm the theories of intrinsic motivation.

Comments from students will be gathered to examine the communication, enjoyment, processes, the support provided and transference of learning of ILM.  From the data, analysis should reveal what factors are hindering the motivation for deadlines.  It will also be an opportunity to look at recommendations to evaluate the value, impact and processes the centre offers.  As ILM is a globally recognised qualification, I feel the research can lead to additional opportunities for the centre, staff and business going forward.  Aristotle said, ‘The roots of education are bitter, but the fruit is sweet’ (Bing, 2020). 

If this research can determine the factors for late or no submissions and then support motivation to allow someone to develop themselves to be the best they can.


Word count = 5278
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[bookmark: _Hlk30622141]Appendix 1 – Application form with research consent
Application Form						[image: See the source image]
	Full Name
	

	Payroll:
	
	D.O.B
	

	Dept:
	
	
	
	Location:
	



	Line Manager:
	



Why do you want to participate in this qualification?  Please include any relevant prior learning if applicable




Do you have any specific learning requirements? E.g. Dyslexia


Your Team Manager's endorsement of your wish to participate



Line Manager Signature				Candidate Signature
	 
	
	



	Date:



Qualification required (tick)
	Level 2 – Effective Teams
	Compulsory workshop x2 days
	

	Level 3 - Leadership and Management
	3 workshops 
	

	Level 3 – Coaching
	3 compulsory workshops
	

	Level 5 – Leadership and Management
	3 workshops
	



For Level 3 – Please tick 2 topics 
	Understanding Leadership
	Compulsory

	Solving problems and making decisions
	

	Building an effect team
	

	Planning change in the workplace
	

	Understanding stress management in the workplace
	



For Level 5 – Please tick 2 topics 
	Becoming an Effective Leadership
	Compulsory

	Leading Innovation & Change
	

	Managing Stress & Conflict in The Organisation
	

	Understanding Organisational Culture and Context
	



I authorise Admiral Insurance Services Ltd to make deductions from my salary on 
Date with respect to the above as follows:  14 months from the date of your first session
	Employee No.
	
	 
	
	L2 Award £84

	 
	
	
	
	
	L3 Coaching £86

	Name
	
	
	 
	
	L3 Award in L&M £86

	 
	
	
	
	
	L3 Certificate in L&M £116

	Department
	
	 
	
	L5 Award in L&M £102

	 
	
	
	
	
	L5 Certificate in L&M £139

	Amount to be deducted 
	£
	
	

	 
	
	
	
	
	

	Signature
	
	...............................................



Return your completed application to Neil Evans - Admiral Academy, Floor 8, Ty Admiral or scan/email
ILM Motivation Research Project
The ILM Centre is currently undertaking research to evaluate students' motivation before, during and after the ILM journey.  We would like to offer you the opportunity to take part.  Details will remain anonymous and confidential * 	The benefits from the research are a better learning experience and process to develop staff to the best they can be. Research will be completed via random questionnaires, surveys with a potential invite to an interview or focus group.
You may withdraw from the research at any time.  
If you are willing to participate in this project, please tick this box  


*PS will be notified is your wellbeing is compromised from potential data provided.


Appendix 2
Email to be sent once consent given by student to participate in the research.
[image: See the source image]
Good morning, The Academy has been an ILM centre since 2012 and are currently undertaking research to evaluate students’ motivation before, during and after their ILM journey.
Thank you for giving you consent to take part.  Your details will remain anonymous and confidential with raw data being stored only by the researcher *
Once the research is completed and a report written, you may request a copy for your perusal.  
The benefits from the research are to improve on the learning experience, prove application of learning and improve our processes to make this experience as valuable as possible.  Our focus is supporting you to develop into the best you can be.  
Research completed via:
· Random questionnaires
· Short surveys
· Potential semi-structured interviews and/or focus groups.
You may withdraw from the research at any time.
*PS will be notified if your wellbeing is compromised from data provided.  Please see the following link regarding ethical educational research guidelines and the Company’s Big book policy on Health and wellbeing.  
Kind regards and thank you again
Heidi Dawson
ILM Tutor and Head Researcher






Appendix 3
Here are questions that will be asked in the SurveyMonkey survey sent online and allows responses to be anonymous and confidential.
[image: See the source image]								ILM: Motivation Study
Please complete the following eight question to help us gather data for the research project you have consented to be a participant.  The information you provide will be anonymous and confidential.  This survey should take maximum. five minutes.
Question 1
What are your current levels of motivation to complete your ILM assignment?  
0 = no motivation 5 = Very motivated
0 --------------------------------------------------------------------------------------------------------------------5
Question 2
What are your reasons for this?


Question 3
How clearly did the ILM Tutor explain the importance of your deadline?
· Extremely clearly
· Very clearly
· Somewhat clearly
· Not very clearly
· Not at all clearly
Question 4
How clearly did the ILM Tutor teach the course content?
· Extremely clearly
· Very clearly
· Somewhat clearly
· Not very clearly
· Not at all clearly
Question 5
How worthwhile was the course material?
· Extremely worthwhile
· Very worthwhile
· Somewhat worthwhile
· Not very worthwhile
· Not at all worthwhile


Question 6
Are you satisfied or dissatisfied with the overall quality of support you receive post course from the ILM Centre?
· Satisfied					Dissatisfied

Question 7
What support are you receiving from your department to help you submit your assignment by your deadline?


Question 8
Do you have any other comments, questions or concerns?





Appendix 4
Here are questions that will be asked in the semi structured 30-minute interview by the researcher.
[image: See the source image]						ILM: Motivation Study Questionnaire
Disclaimer:  During the next 30 minutes, you will be asked questions about your motivation levels to complete your assignments to deadline as a student of our ILM Centre.  The discussion will be anonymous and confidential unless it is deemed by the researcher that information you give compromises your wellbeing and mental health.  In this circumstance, the researcher will signpost you to People Services (HR) as they have a duty of care to you as an employee.    Please note, you can stop this interview at any time.
Date of Interview:					 ________________________________
Name of Interviewer:					________________________________
Participant code (for raw data only): 			________________________________
Question 1
What was the reason you chose to volunteer for ILM?


Question 2
Did you complete an official ILM induction with the ILM Centre Manager?
YES  [image: ] 				NO     [image: ]

Question 3
Now that you have attended your classroom session, how competent do you feel to complete the work expected for your assignment?
[image: ]				[image: ]				[image: ]
Comments

Question 4
What is the main reason for this?
Comments



Question 5
Were you made aware of post course coaching sessions you could ask for from an ILM Tutor?
YES  [image: ] 				NO     [image: ]
Question 6
Are you given time to complete your assignment in work time?
YES  [image: ] 				NO     [image: ]

Question 7
What support is your department and your direct Line Manager giving you to complete your ILM journey?  Follow up question > Are you discussing your ILM in your performance reviews? 
Comments

Question 8
What is your plan going forward to submit your work by deadline?
Comments

Question 9
What support do you need (if any) to help you get your work completed in time?
Comments

Question10
What do you think the ILM Centre and department can do to make this experience more enjoyable and valuable?
Comments






Appendix 5
	[bookmark: RANGE!A1:E23]ILM Motivation Research Observation sheet
	
	[image: See the source image]
	

	
	
	
	
	

	Number of Learners in group
	
	
	

	Name of Tutor
	
	
	
	

	
	
	
	
	

	Category
	Criteria
	Yes
	No
	N/A if NA please supply reason

	Introduction and objective
	Did the trainer discuss the deadline date?
	 
	 
	 

	Assessment of learning
	Continuous monitoring of learners and their understanding?
	 
	 
	 

	Support Materials
	Were the learning materials given out to the group?
	 
	 
	 

	Preparation and resources
	Did the Tutor give direction to the ILM community for additional resources?
	 
	 
	 

	Timing
	Did the Tutor explain the importance of deadline submission?
	 
	 
	 

	Consent
	Did every learner consent to the deadline date set by the Tutor?
	 
	 
	 

	Support sessions
	Did the Tutor state the opportunity for potential coaching sessions if needed?
	 
	 
	 

	Barriers
	Were barriers to motivation discussed with actions to resolve?
	 
	 
	 

	
	
	
	
	

	Comments from the observer

	 

	

	

	

	

	

	





Appendix 6 – Original can be found with Part one Ethics form Rationale
APPLICATION FOR ETHICAL APPROVAL
In order for research to result in benefit and minimise risk of harm, it must be conducted ethically. A researcher may not be covered by the University’s insurance if ethical approval has not been obtained prior to commencement.
The University follows the OECD Frascati manual definition of research activity: “creative work undertaken on a systematic basis in order to increase the stock of knowledge, including knowledge of man, culture and society, and the use of this stock of knowledge to devise new applications”. As such this covers activities undertaken by members of staff, postgraduate research students, and both taught postgraduate and undergraduate students working on dissertations/projects.
The individual undertaking the research activity is known as the “principal researcher”.
Ethical approval is not required for routine audits, performance reviews, quality assurance studies, testing within normal educational requirements, and literary or artistic criticism.
Please read the notes for guidance before completing ALL sections of the form.
This form must be completed and approved prior to undertaking any research activity. Please see Checklist for details of process for different categories of application.  
Delete the Guidance Notes at the end of the form BEFORE submitting your application
SECTION A: About You (Principal Researcher)
	Full Name:
	Heidi Dawson

	Tick all boxes which apply:

	Member of staff:
	☐
	Honorary research fellow:
	☐

	Undergraduate Student
	☐	Taught Postgraduate Student
	☒	Postgraduate Research Student
	☐


	Faculty/School/Centre:
	Yr Athrofa


	Campus:
	
SA1

	E-mail address:
	
1907987@student.uwtsd.ac.uk

	Contact Telephone Number:
	
07877302242

	 For students:

	Student Number:
	1907987

	Programme of Study:
	MA (ED)

	Director of Studies/Supervisor:
	Catherine Morgan



SECTION B: Approval for Research Activity
	Has the research activity received approval in principle?
(please check the Guidance Notes as to the appropriate approval process for different levels of research by different categories of individual)
	YES
	☒	NO
	☐
	
	Date

	If Yes, please indicate source of approval (and date where known): Approval in principle must be obtained from the relevant source prior to seeking ethical approval
	Research Degrees Committee
	☐	

	
	Faculty Research Committee
	☐	

	
	Other (write in)

	☐	



SECTION C:  Internal and External Ethical Guidance Materials
	Please list the core ethical guidance documents that have been referred to during the completion of this form (including any discipline-specific codes of research ethics, and also any specific ethical guidance relating to the proposed methodology).  Please tick to confirm that your research proposal adheres to these codes and guidelines.

	
UWTSD Research Ethics & Integrity Code of Practice

	☒
	
UWTSD Research Data Management Policy

	☒

	
British Educational Research Association (BERA)

	☒

	
European Mentoring & Coaching Council (EMCC)

	☒


	
Advisory, Conciliation and Arbitration Service (acas)

	☒




SECTION D: External Collaborative Research Activity
	Does the research activity involve collaborators outside of the University?
	YES
	☐
	NO
	☒

	
If Yes, please provide the name of the external organisation and name and contact details for the main contact person and confirmation this person has consented to their personal data being shared.as part of this collaboration.

	Institution
	


	Contact person name
	


	Contact person e-mail address

	

	Has this individual consented to sharing their details on this form?
	YES
	☐
	NO
	☒

	Are you in receipt of a KESS scholarship?
	YES
	☐
	NO
	☒

	Is your research externally funded
	YES
	☐
	NO
	☒

	Are you specifically employed to undertake this research in either a paid or voluntary capacity?
	Voluntary
	YES
	☐
	NO
	☒

	
	Employed
	YES
	☐
	NO
	☒

	Is the research being undertaken within an existing UWTSD Athrofa Professional Learning Partnership (APLP)
	If YES, then the permission question below does not need to be answered.
	YES
	☐
	NO
	☒

	Permission to undertake the research has been provided by the partner organisation
	(If YES attach copy)
If NO, the application cannot continue
	YES
	☐
	NO
	☒



Where research activity is carried out in collaboration with an external organisation
	Does this organisation have its own ethics approval system?
	YES
	☐
	NO
	☒

	
If Yes, please attach a copy of any final approval (or interim approval) from the organisation




SECTION E: Details of Research Activity
	Indicative title:
	Work based learning deadline commitments.

	Proposed start date:
	January 2020
	Proposed end date:
	May 2021

	Introduction to the Research (maximum 300 words)
Ensure that you write for a Non-Specialist Audience when outlining your response to the three points below:
· Purpose of Research Activity
· Proposed Research Question
· Aims of Research Activity
· Objectives of Research Activity
Demonstrate, briefly, how Existing Research has informed the proposed activity and explain
· What the research activity will add to the body of knowledge 
· How it addresses an area of importance. 

	Purpose of Research Activity
The purpose of this research activity is to increase the amount of ILM assignment submission either on/before the deadline date.  
In 2019, £XX was spent to register XX students to complete their ILM qualification.  To date, XX% of students have successfully completed.  As ILM is a cost to a business, this research activity will be completed to find out why the amount is submissions of assignments on deadline is low. 
(this box should expand as you type)

	Research Question
What are the factors that determine students’ commitment concerning submission of ILM assignments within Admiral?
(this box should expand as you type)

	Aims of Research Activity
The aim of this research is to find out what is the root cause of late submissions of ILM assignments within a work-based learning environment.  If students are volunteering for this offering within the business and signing to confirm their understanding of expectations e.g. deadlines, why are these deadlines not being hit?
Once factors are realised, this ILM centre should re-evaluate current processes and relationships.  This could also lead to consideration of changes to improve learner journey as well as prove return of investment to the business.  
(this box should expand as you type)

	Objectives of Research Activity
· Analyse motivation levels before, during and after ILM experience.
· Investigate current levels of motivation to make recommendations to increase amounts of assignments submitted on time by 10%.
· Examine existing processes and content to identify what is required to offer the most effective learning experience. 
(this box should expand as you type)

	Proposed methods (maximum 600 words)
Provide a brief summary of all the methods that may be used in the research activity, making it clear what specific techniques may be used. If methods other than those listed in this section are deemed appropriate later, additional ethical approval for those methods will be needed.

	
[bookmark: _Hlk26001778]Questionnaires will be included in data gathering.  These will be completed face to face as well as written.  Questions will be a variety of open questions to understand perspectives of motivation and be used alongside closed questions to confirm facts and summarise conclusions.  It is yet to be decided how many questionnaires will be completed but I am keen to send questionnaires throughout the process i.e. after each of the classroom sessions to check motivation and understanding of content.  Personal data will be exempt from the questionnaires to provide anonymity.
Participant observation with their knowledge will be completed by the researcher.  This will be completed by attending classroom sessions to gather information and check expectations set by the tutor to the participants in relation to deadlines.  It will be noted what questions participants ask once expectations and deadlines are set.  Information about the observation will be disclosed to participants beforehand, names will be redacted due to confidentiality and anonymity.
Semi structured interviews will be completed one to one with either the researcher or an ILM tutor who is a qualified coach.  Core questions will be set for each participant, but interviews are expected to be informal due to the nature of content and objective for gathering data.  Expectations will be provided at the beginning of the interview to ensure consent is given by the participant and factors will be put in place to cancel the interview at any time if the participant chooses.    
Focus Groups led by the researcher/third party will be completed at the beginning of the project to check expectations and impetus.  At the end of the project a focus group will check barriers, coping techniques and completion of participant work.  Names of attendees will be excluded.  Set questions will be included and sent pre meeting to allow the participants to consider answers.  The plan will be to ask all to write their thoughts down on flip chart paper to each question.  Whilst this is happening, the researcher will not be in the room to allow participants to discuss experiences in a safe environment.  The researcher will then re-join the meeting and ask the group to discuss points without the knowledge of who said what.  This will provide anonymity.
Surveys will be sent via email as pre course, then in month four, nine, thirteen and project end.  These surveys will ask the same questions of individuals to track trends and compare motivation levels throughout the project.  No personal data will be required, surveys will consist of a small number of questions to limit time needed to complete.  This should increase the number of completions due to convenience.
(this box should expand as you type)

	
Location of research activity
Identify all locations where research activity will take place.

	This research will be conducted within a FTSE 100 business with offices in Cardiff, Swansea and Newport.  The company was awarded ILM Centre status in 2012 and the research will be focused on the processes, support and candidates experiencing the ILM journey of Level 3: Leadership and Management.
(this box should expand as you type)

	Research activity outside of the UK
If research activity will take place overseas, you are responsible for ensuring that local ethical considerations are complied with and that the relevant permissions are sought. Specify any local guidelines (e.g. from local professional associations/learned societies/universities) that exist and whether these involve any ethical stipulations beyond those usual in the UK (provide details of any licenses or permissions required). Also specify whether there are any specific ethical issues raised by the local context in which the research activity is taking place, for example, particular cultural and/or legal sensitivities or vulnerabilities of participants.

	NA
(this box should expand as you type)


	Use of documentation not in the public domain: Are any documents NOT publicly available?   

	NO
	☒

	
	YES
	☐

	If Yes, please provide details here of how you will gain access to specific documentation that is not in the public domain and that this is in accordance with prevailing data protection law of the country in question and England and Wales.



(this box should expand as you type)



SECTION F: Scope of Research Activity
	Will the research activity include:
	
YES
	
NO

	Use of a questionnaire or similar research instrument?
	☒

	☐


	Use of interviews?
	☒

	☐


	Use of diaries?
	☐

	☒


	Participant observation with their knowledge?
	☒

	☐


	Participant observation without their knowledge?
	☐

	☒


	Use of video or audio recording?
	☐

	☒


	Access to personal or confidential information without the participants’ specific consent?
	☐

	☒


	Administration of any questions, test stimuli, presentation that may be experienced as physically, mentally or emotionally harmful / offensive?
	☐

	☒


	Performance of any acts which may cause embarrassment or affect self-esteem?
	☐

	☒


	Investigation of participants involved in illegal activities?
	☐

	☒


	Use of procedures that involve deception?
	☐

	☒


	Administration of any substance, agent or placebo?
	☐

	☒


	Working with live vertebrate animals?
	☐

	☒


	Other primary data collection methods, please explain in this box
For example, ‘focus groups’. Please indicate the type of data collection method(s) in this box and tick the accompany box.
	☒

	☐


	Details of any other primary data collection method:

Action group research
Focus Groups led by researcher
Focus Groups led by third party
Surveys

(this box should expand as you type)
	
	


If NO to every question, then the research activity is (ethically) low risk and may be exempt from some of the following sections (please refer to Guidance Notes).

If YES to any question, then no research activity should be undertaken until full ethical approval has been obtained. 
SECTION G: Intended Participants
	Who are the intended participants:
	
YES
	
NO

	Students or staff at the University?
	☐
	☒

	Adults (over the age of 18 and competent to give consent)?
	☒
	☐

	Vulnerable adults?
	☐
	☒

	Children and Young People under the age of 18? (Consent from Parent, Carer or Guardian will be required)
	☐
	☒

	Prisoners?
	☐
	☒

	Young offenders?
	☐
	☒

	Those who could be considered to have a particularly dependent relationship with the investigator or a gatekeeper?
	☐
	☒

	People engaged in illegal activities?
	☐
	☒

	Others (please identify specifically any group who may be unable to give consent) please indicate here and tick the appropriate box.

	☐
	☒

	Other – please indicate here:



(this box should expand as you type)
	
	



	Participant numbers and source
Provide an estimate of the expected number of participants. How will you identify participants and how will they be recruited? 

	How many participants are expected?

	
40

(this box should expand as you type)

	Who will the participants be?

	
ILM delegates who have signed up to complete this qualification and agree to the terms and conditions of the research methods and project.

(this box should expand as you type)

	How will you identify the participants?
	
As part of the current enrolment process, an application form is required.  To identify participants, a new section will be added to explain the research, set expectations and a tick box to confirm consent.  There is no need for additional signature as the form requires this as consent to the ILM guidelines for completing the qualification.

If participants start to show vulnerabilities during the project, it will be ethical to withdraw them from data gathering.

(this box should expand as you type)



	Information for participants:
	
YES
	NO
	
N/A

	Will you describe the main research procedures to participants in advance, so that they are informed about what to expect?
	☒
	☐
	☐

	Will you tell participants that their participation is voluntary?
	☒
	☐
	☐

	Will you obtain written consent for participation?
	☒
	☐
	☐

	Will you explain to participants that refusal to participate in the research will not affect their treatment or education (if relevant)?
	☒
	☐
	☐

	If the research is observational, will you ask participants for their consent to being observed?
	☒
	☐
	☐

	Will you tell participants that they may withdraw from the research at any time and for any reason?
	☒
	☐
	☐

	With questionnaires, will you give participants the option of omitting questions they do not want to answer?
	☒
	☐
	☐

	Will you tell participants that their data will be treated with full confidentiality and that, if published, it will not be identifiable as theirs?
	☒
	☐
	☐

	Will you debrief participants at the end of their participation, in a way appropriate to the type of research undertaken?
	☒
	☐
	☐

	If NO to any of above questions, please give an explanation 

	


(this box should expand as you type)



	Information for participants:
	
YES
	NO
	
N/A

	Will participants be paid?
	☐
	☒
	☐

	Is specialist electrical or other equipment to be used with participants?
	☐
	☒
	☐

	Are there any financial or other interests to the investigator or University arising from this study?
	☐
	☒
	☐

	Will the research activity involve deliberately misleading participants in any way, or the partial or full concealment of the specific study aims?
	☐
	☒
	☐

	If YES to any question, please provide full details 

	


(this box should expand as you type)





SECTION H: Anticipated Risks
	
Outline any anticipated risks that may adversely affect any of the participants, the researchers and/or the University, and the steps that will be taken to address them. 

If you have completed a full risk assessment (for example as required by a laboratory, or external research collaborator) you may append that to this form.  

	Full risk assessment completed and appended? 

	Yes 
	☐

	
	No
	☒

	Risks to participants
For example: emotional distress, financial disclosure, physical harm, transfer of personal data, sensitive organisational information

	Risk to Participant:

	Emotional distress 1 –Participants may reflect on previous experiences and become agitated or unmotivated to carry on with the qualification.


	Disengagement – From questions asked, this could lead to disengagement of the project and further demotivation which impacts their job.

	Emotional distress 2 – Participants may feel information they provide will be fed back to their line managers resulting in additional anxiety.


	Emotional distress 3 – Participants may feel their place on ILM may be compromised if they feel answers to the questions are taken in a different meaning to what was explained.





	Personal data – Participants may be reluctant to participate in research if they feel their personal data will be passed onto line managers/HR or third parties.








(this box should expand as you type)
	How will you mitigate the Risk to Participant

	Emotional distress 1 – Expectations will be provided to explain the reasons for research at the beginning of each face to face encounter.    Steps will be provided to the participants to allow them to cancel the interview at any time. 

	Disengagement – The researcher will provide the participants with signposting to relevant departments i.e. HR or external support if demotivation becomes an issue.

	Emotional distress 2 – The researcher will include confidentiality in the application/consent form, but it will be noted that if discussion concerns duty of care, HR will be advised of the situation.  

	Emotional distress 3 – The researcher will be doing most of the face to face encounters so the understanding of objectives will the focus.  If a tutor is completing, the researcher will take time to explain these objectives to them and allow discussion over bias and judgement in order to keep these to a minimum.


	Personal data – The consent/application form will note all personal data will be excluded from the final review to keep confidentiality and anonymity.  It will be added that HR will only be made aware of research if concerns to wellbeing and engagement are apparent.  HR will be notified with the knowledge of participants beforehand.  Options will be provided to the participants including one to withdraw from the research project.




(this box should expand as you type)

	If research activity may include sensitive, embarrassing or upsetting topics (e.g. sexual activity, drug use) or issues likely to disclose information requiring further action (e.g. criminal activity), give details of the procedures to deal with these issues, including any support/advice (e.g. helpline numbers) to be offered to participants. Note that where applicable, consent procedures should make it clear that if something potentially or actually illegal is discovered in the course of a project, it may need to be disclosed to the proper authorities

	
As interviews will be semi structured and topics are asking participants to discuss their motivation levels, this could bring up upsetting experiences or issues happening in their life.  If this does happen, it will be advised that a member of the Human Resources be advised of the situation.  The researcher will also explain the procedures of the employee assistance programme (EAP) available to staff members.  For the project, the researcher will remind the participant of anonymity and explain that some information will be redacted if not relevant to the overall objective.  There is no need to include personal experiences in detail.

(this box should expand as you type)

	Risks to investigator
For example: personal safety, physical harm, emotional distress, risk of accusation of harm/impropriety, conflict of interest

	Risk to Investigator:
	Emotional distress 1: The researcher may have people disclosing personal experiences which is something they do not wish to hear.




	Conflict of Interest:  As this project will be completed in the same business the researcher works there is a risk, the participant be someone the researcher knows.  This could lead to a possible conflict of interest or a Hawthorne effect.  

	Withdrawals: Due to amount of work ILM expects and as it is completed alongside job responsibilities there is a risk people withdraw from the project due to a variety of reasons.  This could pose a risk to the data collected as there could be a lack of participants.


	Workload and time management:  As not dedicated as a work project, this could lose focus due to other work commitments


	Inappropriate use of coaching – Participants may discuss extenuating circumstances which is affecting their current welfare/wellbeing which they decided not to disclose to the business.  They now find this an opportunity to unload and could become disengaged.
  





(this box should expand as you type)
	How will you mitigate the Risk to Investigator:
	Emotional distress 1: The researcher could utilise the workplace employee assistance programme (EAP) if the information provided is affecting them.  EAP is strictly confidential and may be an option to off load to remain focused on project objectives.

	Conflict of Interest:  The researcher will have set questions to follow in face to face encounters which should limit.  As the researcher is a qualified coach, responsibilities such as no judgements will be known to them beforehand.  

	Withdrawals: The decision is made to choose up to 35 participants as it is expected to lose up to 10% from previous experiences.  By providing more support and testing motivation levels, this should encourage participants to complete this qualification.  There will be a process to allow participants to withdraw from the process.

	Workload:  The researcher will obtain guidance and support from the ILM centre manager and own line manager to ensure the project is completed.

	Inappropriate use of coaching – The researcher will provide clear guidelines and what would be classed as inappropriate conversation.  Only qualified coaches will be included in face to face encounters with participants due to their understanding of coaching and BERA ethics.   






(this box should expand as you type)

	University/institutional risks
For example: adverse publicity, financial loss, data protection

	Risk to University:

	Reputation:  As this is a work-based learning project, the reputation of the University could be at risk if the research is not completed correctly.  The company included in this project could also be at risk as information could provide a perception of mis management within a very reputable company.

	Plagiarism:  There is always a risk of plagiarism for the University when considering projects and research.  Will this be the researchers own work?  If not, this could bring the University into disrepute due to publication of findings.

	Behaviour and conduct:  The risk of the potential unfavourable behaviour of the researcher of participants could lead to negative perception of the University and the company in question.

	Data protection: Personal data being collated and kept needs to be adhered to the five GDPR principles.  There could be a risk of personal data breaches if the researcher is not storing this information correctly.  






(this box should expand as you type)
	How will you mitigate the Risk to University?

	Reputation: It is decided that the name of the company will be redacted from the findings.  The researcher will also be expected to discuss concerns with the University Lecturer regularly to seek advice and guidance to mitigate risks proactively.  



	Plagiarism: Turnitin is a tool used by all Universities to ensure work is not plagiarised.  If so, there are policies and procedures to deal with this behaviour which the researcher should expect.


	Behaviour and conduct:  Policies and procedures are in place to set clear expectations of conduct.  If these are not followed, the University and company will be expected to deal accordingly. i.e. disciplinary

	Data protection:  All data will be stored within the University database to ensure information security is viable.  No information will be stored externally to mitigate issues.  All written data will also be scanned, stored within this database and then hard copies shredded in a confidentiality bin.




(this box should expand as you type)




	Disclosure and Barring Service

	If the research activity involves children or vulnerable adults, a Disclosure and Barring Service (DBS) certificate must be obtained before any contact with such participants.
	YES

	NO

	N/A


	Does your research require you to hold a current DBS Certificate?
	☐
	☒
	☐



SECTION I: Feedback, Consent and Confidentiality
	
Feedback
What de-briefing and feedback will be provided to participants, how will this be done and when? 

	
Debriefing will be completed in a variety of ways.  
At the beginning of each classroom session, tutors will provide a debrief of project to keep the impetus and momentum going of the research.  This will also allow participants to highlight any risks to the project they can foresee.
At the beginning of each interview, the interviewer will debrief the research objectives to the participant and provide a written explanation.
At each focus group, the chair will provide a debrief of research objectives to the participants which will be included in the agenda at invite.
A short paragraph will be included at the top of each questionnaire to explain objectives.
Feedback of the findings of the project will be sent to the participants via an executive summary with an option to read the overall review at request.

(this box should expand as you type)

	Informed consent
Describe the arrangements to inform potential participants, before providing consent, of what is involved in participating. Describe the arrangements for participants to provide full consent before data collection begins. If gaining consent in this way is inappropriate, explain how consent will be obtained and recorded in accordance with prevailing data protection legislation.

	
Currently an application form is completed for students wishing to enrol onto ILM.  This application form will be changed for the project to include full disclosure of the objectives, methods and expectations of participant and researcher.  Topics in the application form will include those of confidentiality and how to withdraw.  Accompanying the application form will be a small handbook to provide in-depth explanations of each topic.

At the bottom of the application form will be an additional box where participants may choose to tick to confirm informed consent.  This will be scanned, and a copy sent back to the participant as proof of signature.

There will also be a section which will be ticked by the participant to advise if they are willing for their individual data to be described within the findings as case study examples.  If this is not ticked, their information will only be used within quantitative analysis.  It will be explained and offered to the participant to tick this section at any time during the process.

(this box should expand as you type)

	Confidentiality / Anonymity
Set out how anonymity of participants and confidentiality will be ensured in any outputs. If anonymity is not being offered, explain why this is the case. 

	
Confidentiality 
As there will be 40 participants, it is decided to not include any names in the project findings to keep confidentiality.  If specific personal experiences are provided, these will be classed as “other” in order to not trace individuals.  Raw data will be only available to the researcher and will be stored within University databases so the company in question will not have access to personal data.  Outputs of data will remain generic and if case studies are disclosed it will need to be of the consent of an individual which is included as part of the application form.  

Anonymity 
When participants will be asked to complete data gathering methods such as questionnaires or surveys, personal data not be asked other than in large bandings to ensure anonymity e.g. ages will be banded by decade to allow more people to tick certain boxes.  When choosing participants, the ages will be considered to set these bandings alongside other information such as graduate/non graduate.  It will be important to have a broad spectrum of data as I feel this information is not relevant to the overall question of this research.  If case studies are used, it will be of the consent of the participant (see above)
(this box should expand as you type)





SECTION J: Data Protection and Storage
In completing this section refer to the University’s Research Data Management Policy and the extensive resources on the University’s Research Data Management web pages (http://uwtsd.ac.uk/library/research-data-management/).
	Does the research activity involve personal data (as defined by the General Data Protection Regulation 2016 “GDPR” and the Data Protection Act 2018 “DPA”)?
	YES
	NO

	“Personal data” means any information relating to an identified or identifiable natural person (‘data subject’). An identifiable natural person is one who can be identified, directly or indirectly, in particular by reference to an identifier such as a name, an identification number, location data, an online identifier or to one or more factors specific to the physical, physiological, genetic, mental, economic, cultural or social identity of that natural person.
	☐
	☒

	If YES, provide a description of the data and explain why this data needs to be collected:

	
(this box should expand as you type)

	Does it involve special category data (as defined by the GDPR)?
	YES
	NO

	“Special category data” means sensitive personal data consisting of information as to the data subjects’ –
(a) racial or ethnic origin,
(b) political opinions,
(c ) religious beliefs or other beliefs of a similar nature,
(d) membership of a trade union (within the meaning of the Trade Union and Labour Relations (Consolidation) Act 1992),
(e) physical or mental health or condition,
(f) sexual life,
(g) genetics,
(h) biometric data (as used for ID purposes),
	
☐
	
☒

	If YES, provide a description of the special category data and explain why this data needs to be collected:

	


(this box should expand as you type)


	
Will the research activity involve storing personal data and/or special category data on one of the following:
	YES
	NO

	Manual files (i.e. in paper form)?
	☐
	☒

	University computers?
	☐
	☒

	Private company computers?
	☐
	☒

	Home or other personal computers?
	☐
	☒

	Laptop computers/ CDs/ Portable disk-drives/ memory sticks?
	☐
	☒

	“Cloud” storage or websites?
	☐
	☒

	Other – specify:

	☐
	☒

	For all stored data, explain the measures in place to ensure the security of the data collected, data confidentiality, including details of password protection, encryption, anonymisation and pseudonymisation:

	

(this box should expand as you type)

	All Data Storage

	Will the research activity involve any of the following activities:
	YES
	NO

	Electronic transfer of data in any form?
	☐
	☒

	Sharing of data with others at the University?
	☐
	☒

	Sharing of data with other organisations?
	☐
	☒

	Export of data outside the European Union or importing of data from outside the UK?
	☐
	☒

	Use of personal addresses, postcodes, faxes, emails or telephone numbers?
	☐
	☒

	Publication of data that might allow identification of individuals?
	☐
	☒

	Use of data management system?
	☐
	☒

	Data archiving?
	☒
	☐

	If YES to any question, please provide full details, explaining how this will be conducted in accordance with the GDPR and DPA (and/or any international equivalent):

	
All information will be stored with the University database due to information security procedures set.  Data archive will be completed as per GDPR principles. 

(this box should expand as you type)

	List all who will have access to the data generated by the research activity:

	
The researcher

(this box should expand as you type)

	List who will have control of, and act as custodian(s) for, data generated by the research activity:

	
University lecturer if required only.

(this box should expand as you type)

	Give details of data storage arrangements, including security measures in place to protect the data, where data will be stored, how long for, and in what form. Will data be archived – if so how and if not why not.  

	
Data will be archived in accordance to GDPR principle

(this box should expand as you type)

	Please indicate if your data will be stored in the UWTSD Research Data Repository (see https://researchdata.uwtsd.ac.uk/ ).   If so please explain. (Most relevant to academic staff) 

	
Yes.

(this box should expand as you type)

	Confirm that you have read the UWTSD guidance on data management (see https://www.uwtsd.ac.uk/library/research-data-management/)

	YES
	☒

	
	NO
	☐

	Confirm that you are aware that you need to keep all data until after your research has completed or the end of your funding
	YES
	☒

	
	NO
	☐



SECTION K: Declaration
	The information which I have provided is correct and complete to the best of my knowledge. I have attempted to identify any risks and issues related to the research activity and acknowledge my obligations and the rights of the participants.

In submitting this application I hereby confirm that I undertake to ensure that the above named research activity will meet the University’s Research Ethics and Integrity Code of Practice

	Signature of applicant:
	Heidi Dawson
	Date:
16/12/19



For STUDENT Submissions:
	Director of Studies/Supervisor:
	
	Date:

	Signature:
	

	



For STAFF Submissions:
	Head of School/Assistant Dean:
	
	Date:

	Signature:
	

	



Checklist: Please complete the checklist below to ensure that you have completed the form according to the guidelines and attached any required documentation:
	☒
	I have read the guidance notes supplied before completing the form.

	☒
	I have completed ALL RELEVANT sections of the form in full.

	☒
	I confirm that the research activity has received approval in principle

	☒
	I have attached a copy of final/interim approval from external organisation (where appropriate)

	☒
	I have attached a full risk assessment (and have NOT completed Section H of this form) (where appropriate)  ONLY TICK IF YOU HAVE ATTACHED A FULL RISK ASSESSMENT

	☒
	I understand that it is my responsibility to ensure that the above named research activity will meet the University’s Research Ethics and Integrity Code of Practice.

	☒
	I understand that before commencing data collection all documents aimed at respondents (including information sheets, consent forms, questionnaires, interview schedules etc.) must be confirmed by the DoS/Supervisor, module tutor or Head of School.

	☒

	I have deleted the guidance notes before submitting the PG2 for consideration








Appendix 7
Here are questions that will be asked in the informal 60-minute focus group facilitated by the researcher.  The researcher will leave the room for 15 minutes whilst the group are discussing the posed questions to achieve anonymity and confidentiality
[image: See the source image]							ILM: Focus Group Minutes
Disclaimer:  During the next 60 minutes, you will be asked to discuss the questions posed by the researcher on your motivation levels to complete your assignments to deadline as a student of our ILM Centre.  The discussion will be anonymous and confidential unless it is deemed by the researcher that information given compromises someone’s wellbeing and mental health.  In this circumstance, the researcher will encourage a meeting with People Services (HR) as they have a duty of care to you as an employee.  Any conversation after the meeting regarding mental health will not be included in the raw data for the research.   Please note, you can leave this meeting at any time.
Date of Focus Group:					 ________________________________
Name of Interviewer:					________________________________
Number of students attended: 			________________________________
Please write your discussion notes (no names) for the following questions on the flipchart paper provided.  The researcher will take photos of these flipcharts for raw data.  When they return, they will ask for transparency on the points made.
Question 1
Reflecting on the reason you applied for ILM, how motivated do you feel to still obtain your goal?  Score 0 = not motivated  5 = Very motivated
Comments

Question 2
Have you started your assignment yet?
Comments – follow up question.  Do you know when your deadline is?

Question 3
What are the main motivators to complete ILM assignments?
Comments

Question 4
What are the main demotivators to complete ILM assignments?
Comments

Question 5
What are your suggestions to make this experience more enjoyable and relevant for you in relation to?
a) Knowledge/Classroom sessions/materials/resources
Comments

b) Support from the ILM Centre
Comments

c) Support from department
Comments

d) Your own self-management
Comments







Reflection from feedback on Rationale.
Gibbs (1988) reflection model is chosen as my feedback response.  This theory has five steps prompting you to muse and learn from experience.  Consideration to use Johns Model (1995) which is similar was made but the questions (Johns), in my opinion, fitted practical rather than academic experience.
Description. 
From reading and discussions within my course, we were expected to complete an ethics form for a research project proposal along with a rationale.  This was added to a forum to gain feedback from course colleagues.
Feelings
I am not from a traditional educational background unlike my peers, so I aspired to make a creditable ethics rationale for my research project.  The attended sessions were influential on my thought processes due to examples discussed at length from an educational perspective.  From this, I compared work-based learning whilst considering the business aspect of my project when writing my ethics form.  It is clear, the environments in schools are very different to business even though both settings are focused on teaching.  I read a lot about educational ethics, but a majority seemed to be focused on children and vulnerable situations which is something I do not encounter.  I am pleased I included business ethics as this stays a significant factor in the research. 
Evaluation.
Reflecting on feedback has been interesting and only few elements are mentioned to consider.  My aim of the ethics form and rationale was to provide background and relatedness to the situation for my peers.  Feedback confirmed I achieved this.  I was eager for different opinions from teachers who potentially think differently from myself.  Comments have been valuable, made me justify decisions and look to change content.  I did receive only 4 comments which is disappointing, especially when I personally took time to comment on every course members’ work.  The consequences on the lack of replies make me question what other valuable feedback I could have obtained.
Conclusion.
I found the experience of writing a rationale and ethics form beneficial.  I have gained knowledge in regulations and I am gaining the confidence to ask questions about ethics in my own role as an educator.  I feel this will improve our academic services for a better learning experience and benefit the business. 
Actions from feedback
I have decided to send electronic questionnaires and surveys via an online platform such as (SurveyMonkey, 2020) to ensure confidentiality and anonymity.  
It is unethical to store raw data on work systems due to accessibility so data will be on a password protected University data warehouse.  Meetings with key stakeholders will be completed to set transparent expectations on data sharing.  Interpreted data will be shared with peers as an agenda point in a trainers meetings already booked for 2020.  No additional time will needed.
I feel students low response is inevitable and ironically may answer my initial question. To motivate participants to answer questions (Cohen, Manion and Morrison, 2018) suggest meetings which include benefits and transparent expectations, building a relationship with the researcher and keeping surveys short.  However, the researcher will need to be mindful and reflect on their relationships in case bias emerges.
I have researched and included the work of Daniel Pink in my final piece. 
Word count 531
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Total enrolment numbers VS completed

TOTAL ALL	2017	2018	2019	133	130	160	TOTAL COMPLETED	2017	2018	2019	36	46	62	



Total enrolments per ILM qualifications

2017	ILM L3 L	&	M	ILM L3 COACHING	ILM L5 L	&	M	73	26	34	2018	ILM L3 L	&	M	ILM L3 COACHING	ILM L5 L	&	M	100	19	11	2019	ILM L3 L	&	M	ILM L3 COACHING	ILM L5 L	&	M	132	29	9	



% yet to complete / have withdrawn

2017	ILM L3 L	&	M	ILM L3 COACHING	ILM L5 L	&	M	0.66	0.64	0.59	2018	ILM L3 L	&	M	ILM L3 COACHING	ILM L5 L	&	M	0.73	0.47	0.57999999999999996	2019	ILM L3 L	&	M	ILM L3 COACHING	ILM L5 L	&	M	0.88	1	1	
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