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Activity 1 
1. Interpret the key components of the HR development programme.

The key components of the HR development programme require the completion of the Level 5 CIPD Diploma in Applied Human Resource Management (Doc1.1). This is a higher apprenticeship qualification with Coleg Sir Gar, in conjunction with University of Wales Trinity Saint David, located at Carmarthen Campus. This course will enable the learner to develop their skills and knowledge within the HR profession.

Being a student member of both institutions will allow access to a wide range of resources, including both institutions' on-line libraries and physical libraries and access to student services. 

The course runs across 2 years; starting September 2020 ending in May 2022 and graduating in July (Doc1.2) To achieve the CIPD qualification; 16 modules; equal to 90 credits need to be completed. These modules are found on Moodle, and consist of core units, knowledge-based and competence-based units. (Doc1.3)

The learner will undergo a mix of on the job, online and in-class learning; this allows experience to be gained whilst studying (Doc1.4) The programme provides 450 hours of guided learning and 450 hours of self-studying, to prepare assessments and build portfolios. (Doc1.5) These assignments should be completed using Harvard referencing (Doc1.6) and uploaded via TurnItIn for validation. 

Achieving a CIPD qualification is globally recognised and not only helps the learner increase earning potentials, but also allows for the use of ‘AssocCIPD’ following their name. Being a CIPD student member also increases credibility with employers, provides members with exclusive access to HR and L&D resources’, and allows for an array of networking. (Doc1.7)

A key aspect of the course is to providing evidence of personal growth and achievements; working on an active PDP will enable the student to display how they have continuingly developed their knowledge and skills across the 2 years. 















1.2 Explain organisational arrangements and codes of practice which underpin the programme.

As this HR development course forms part of an apprenticeship, Employers must sign a contract with Coleg Sir Gar agreeing to follow the detail outlines. (Doc1.8) Both employers and Coleg Sir Gar have a duty of care for the learner; to ensure they can learn and develop on the job and are making good progress with the programme. 

Employers will need to support the learner by allowing them to be released from work to attend monthly workshops at University. As some assignments are required to be done ‘on the job’ and ‘in role’, the learners’ Line Manager should carry out regular check-ins to review performance, arrange experience opportunities and to offer additional support. This supports the student to use their online/ in-class learnings and apply it in work-related situations, building their HR knowledge and experience. (Doc1.9)

Studying whilst gaining experience enables the learner to use and share their knowledge to better their organisation, reflect on what works well and what can be done differently and provides networking with other HR professionals inside and outside of work.

A learning tutor from Coleg Sir Gar will stay in contact with the learner, conducting regular reviews, either via the phone or at their place of work to discuss overall progress and concerns. (Doc1.10)

Whilst studying this programme, students must comply with the CIPD Code of Professional conduct (Doc 1.11), as well as the UWTSD Student Code of Conduct (Doc1.12). This includes full attendance to lectures; either in-class or via Skype/Teams. Continuously failing to comply could result in disciplinary action. 

Work from every component of a module must be attempted and submitted in accordance with the required format and by the deadline via TurnItIn, conducted with integrity and referenced correctly to avoid plagiarism. (Doc1.13)
















1.3 Identify key sources of programme - related information and advice for learners.

To gain the most valuable and reliable information whilst studying this course, it is important to use a range of trustworthy sources. 
Being a CIPD member provides access to the CIPD website, offering a wide range of valuable information which is incredibly useful when studying this development programme. (Doc1.14)
The use of Core textbooks such as ‘Introduction to Employment Law’, ‘Studying Human Resource Management’ and ‘Human Resource Management’ will also provide Students with an array knowledge and evidence from a range of Authors, which is important when carrying out research for assignments. (Doc1.15)
The Universities’ online homepage enables students to access many beneficial sites, such as their online learning platform ‘Moodle’. This is another key source as Moodle contains all the information relating to each Module including reading lists, learning plans and workshop slides. As well as access to the online library. (Doc1.16)
The library will be key to students throughout this programme, allowing access to a range of academic journals and texts from on-site at the university or online.
Student Support Service is also available for students who may require additional support or advice, whether that be related to the course or for other reasons. (Doc1.17)
To support my understanding of this course, I have also completed an induction questionnaire (Doc1.18)
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Doc 1.8 - Apprenticeship contract between employer and B-WBL
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Doc 1.9 - Apprenticeship Learning Agreement [image: ]
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Doc 1.12 – Taken from UWTSD Student Code of Conduct
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Doc 1.18
Induction Questionnaire 
	
	Question
	Answer

	1.
	When, where and at what time will the course be delivered?
	Once a month over 2 years at Coleg Sir Gar Carmarthen campus

	2.
	How many modules form part of the programme?
	16

	3.
	What are the term dates for this year?
	21/09/20 - 22/01/21

	4.
	What is Moodle?
	The Uni’s virtual learning platform used for learning and teaching and can be accessed anywhere by enrolled students

	5.
	What is Eduroam?
	A secure internet access for students when on campus

	6.
	What is Turnitin?
	An online checking and plagiarism prevention platform analysing people’s written material

	7.
	Do you know when you are required to hand in work?
	Yes

	8. 
	What are the core texts for this programme?
	Studying Human Resource Management
Human Resource Management: People and Organisations
Introduction to Employment Law


	9. 
	Do you know how to access the library catalogue?
	Yes

	10. 
	Do you know who to go to if you have a question/concern about the course?
	Yes

	11. 
	What is the name of the Training Adviser?
	Carola Platz

	12.
	What is the name of the course lecturer?
	Julie Thomas/ Rachael Jones

	13. 
	Will you be expected to complete work outside lessons?
	Yes

	14.
	Do you need to be a member of the CIPD?
	Yes

	15. 
	What support is available for study skills?
	Student Support services

	16. 
	Do you know where the fire-exits and first aid points are for the building?
	Yes

	17.
	How many credits is the programme?
	90

	18.
	What is the length of the programme?
	2 years

	19. 
	Do you know where to find the student handbook and timetable? Where?
	Under ‘course information’ on Moodle

	20.
	What academic level is this qualification?
	Level 5 Diploma



Name: Jade Bowen
Signed: J.Bowen
CIPD Membership Number: 57385937
Signature of Lecturer: [image: ]
Date: 27/10/2020

















Activity 2 

How does the CIPD HRPM areas and bands define the HR profession and why the HRPM behaviours are essential to being an effective HR professional

Introduction
[image: ]The CIPD Profession Map 2013 is a competency framework detailing the knowledge and behaviours needed to be an effective HR Professional. The Profession Map (below) consists of ten areas, eight behaviours and four bands; all of which together define the HR Profession.

The context of the map focuses on having a good understanding of business priorities to enhance sustainable performance, and the contribution needed from all HR Professionals (CIPD, 2013).
HR Professionals use specialist knowledge and skills to analyse and evaluate, in accordance with a code of conduct set by a governing body, i.e. CIPD (Lester, 2010). A HR Professional is someone who makes valuable and strategic contributions to an organisation (Farndale, 2005, cited in CIPD, 2020, People Profession Survey). 
This report details how the areas and bands within the Profession Map define the HR Profession, and why the behaviours are essential to being an effective HR Professional.

For the purposes of this report, I will be referencing the 2013 Profession Map, as opposed to the new 2018 map.

Main: Areas and Bands
The CIPD 2013 Profession Map (PM) defines the HR Profession (HRP) through 10 key areas that all HR Professionals should practice, regardless of their role or level of responsibility.

The Profession Map emphasises on being a HR Leader by role modelling ‘what good looks like’ through own effort and developing and supporting others to add value and drive the business’ performance (CIPD, 2013). 

Each area of the CIPD (2013) Profession Map is appropriate to all HR Professionals, but the importance of that area will vary dependent of the role. For example, Resource and Talent Planning will be more suited to someone who is responsible for ensuring there is adequate resourcing and continuous talent development, as oppose to someone who focuses on ensuring there are sufficient recognition and reward schemes available through Performance and Reward. This shows how diverse the HR role can be and the importance of being adaptable to change.

Accompanying each of the 10 areas within the CIPD (2013) Profession Map are 4 ‘bands of competence’. These bands define the level of input and responsibility for each activity such as ‘Organisational Development’ or ‘Employee Relations’. The level of detail provided varies depending on whether they are at the start of their HR career (Band 1) or within the most senior HR position (Band 4). 

However, what remains a key focus throughout the Profession Map is having a deep understanding of the business strategies and being able to work with various stakeholders, regardless of level (CIPD, 2013). 

The Profession Map also highlights what knowledge and skills are needed to progress to the next level. Madden and Mitchell (1993) states Continual Professional Development (CPD) is a lifelong journey and is key to being an effective HR Professional. Focusing on building skills, keeping knowledge up-to-date and developing behaviours, enhances personal capability as well as benefitting organisational performance. Keeping up to date with the forever-changing needs of the external world, for example, Employment Law changes, is crucial to support the business to help implement, lead and in-bed change. (CIPD, 2015)


Eight behaviours
The CIPD, 2013 Profession Map also includes 8 behaviours that distinguish how HR Professionals (HRP) should conduct themselves, in order to add value and enhance business success. 

CIPD, (2012) research shows that having the courage to challenge, expressing curiosity, and gaining a deep understanding of the business to drive performance is key to being a successful ‘business savvy’ HRP. 

Skilfully influencing, along with having the courage to challenge can only be effective once a genuine relationship has been made. Understanding concerns and worries of peers enables successful communication to influence effectively, achieving better results. (CIPD, 2018)

CIPD (2013) implies having the courage to challenge is important to being an effective HR Professional as it shows strength and confidence. Remaining calm, using evidence-based knowledge, and carefully selecting battles gives a bigger impact and generates valuable debates. An effective HRP will speak up when it is the right thing to do for customers, colleagues, and the business. 

Identifying issues, analysing information, and making ethical decisions is key to being a decisive thinker. When done right adds great value to the business and enhances performance. Understanding business priorities is key to effective decision-making; an effective HR focuses on fixing the cause of the problem and develops structured solutions. (CIPD, 2020a)

Effective HR Professionals are curious to improve ways of working and are focussed on key priorities. They inspire and collaborate with others in and outside of the business to find ‘best practice’ and make ethical decisions (CIPD, 2013). Although, according to 2018 People Profession Survey, 28% of HR Professionals felt pressured from the business which hindered them from making ethical decisions. (CIPD, 2020b)

Collaborating with others in and outside of the business, identifying and supporting talent development, and inspiring others to deliver the business strategy enhances contributions and excels business performance. (CIPD 2013)

Underpinning the HR Profession is the CIPD Code of Conduct (CIPD, 2020d); a set of ethical principles detailing the importance of confidentiality, integrity, equality, and diversity, and CPD, demonstrating ethical practice and making ethical decisions (CIPD, 2020c). The Code of Conduct is essential in protecting the integrity of the profession, failure to do so shows lack of professionalism (CIPD, 2012).


Conclusion
In conclusion, the Professional Map provides a guiding framework of behaviours, skills and knowledge that enable the HR Professional to provide ethical, expert, and dedicated support that adds value to the business. Each area and band facilitate directed learning that supports continuous development, to ensure the effectiveness of HR Professionals. 
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Activity 3 – Project Management
Plan, implement, monitor, and evaluate a work project
Introduction
HR Professionals must be able to manage projects, over a long period of time or relatively short period of time, following the five key stages to successful project management. These include initiation, planning and design, execution, monitoring and controlling and completion (John & Perkins, 2016). 
A project I was recently involved in was the design and implementation of a training plan for over 200 colleagues who were all new to the business. This was a short-term project of 3 weeks. To monitor progress, I used a Gantt chart (Doc 3.1) , where some timelines altered over the duration of the project due to unforeseen circumstances. 
For the purpose of this assignment and in-line with GDPR, I have removed/ altered some colleague details (name, employee number, email address, contact number).
Initiation
The usual process for training colleagues would be that they train in a neighbouring store. However, due to the store opening in a remote location the nearest neighbouring support store was over an hour away, and so the original training plan involved ‘classroom’ learning using textbooks, digital learning, and online resources. 
However, due to the importance of having quality face-to-face training, I felt the training plan was not adequate and would not provide the best results. I spoke to my Store Manager (SM) with the idea of arranging on-the-job training with our neighbouring store’s, albeit this would be challenging to achieve this with the same budget. At first, my SM was not keen on the idea due to budget constraints however, I was able to provide a business case (Doc3.2) to persuade him otherwise and was hopeful of delivering it for no more than the original plan if I negotiated and planned effectively.
After a team meeting with my SM and the rest of the management team we come to the agreement that the training and capability of our colleagues was vital to the success of the store and business. We decided to devise a mix of classroom and on the job training, totalling 3 days ‘classroom’ and 10 days ‘on the job’ training. We believed by reducing the training plan to 13 days, colleagues would not be disadvantaged as on the job training would be more beneficial than 15 days in the classroom.
With only 4 weeks until store opening, myself and the People Manager took the lead in building and organising an effective training plan, collaborating with Store Manager’s from neighbouring stores, and working with head office for approval to increase the budget. 
Planning and Design
Once everyone was on board with the new idea, we discussed the key factors that we would need to consider first. This included looking at transport options with the possibility of hiring cars for colleagues to drive, discussing the legalities and safety aspects. We also discussed costing, time (as we only had 3 weeks), and logistics.

For my planning and design, I broke it down into four subgroups as detailed below. 
1. Budgets and finance
2. Transport
3. Colleague training and resourcing
4. Communication 
Budgets and Finance
I had a meeting with my Store Manager to discuss the budgets. The original budget for 15 days ‘class-room’ training totalled to £318,000 which included the venue, colleague pay and training materials, and a £10,000 contingency budget (Doc 3.3).
However, due to the new training plan which now included hire cars and travel costs I needed to find ways to save money to ensure I did not overspend the budget. I contacted the venue to negotiate the cost as we were reducing the booking from 15 days to 3 days. They agreed we could now have the venue for free with the agreement they could advertise their venue in our store in return, a copy of the invoice was email to me (Doc 3.4)(Doc 3.5).
After finishing budgeting and negotiating pricing, I managed to reduce the total cost to £308,000 which was well received by the store manager as it allowed for an additional £10,000 to be spent on a colleague party which under the original training plan was not feasible (Doc 3.6)
Transport
On seeking advice from Head Office, due to legalities we had to use a specific car-hiring company as this also provides company insurance for colleagues to drive the vehicles. I contacted the car-hire company and they sent me a booking form to complete. I also looked at the cost to hire coaches, however this was more expensive and logistically would not work, so I decided against this option. 
Colleague training and resourcing
I arranged a call with the New Stores Project Manager (Doc3.7) as I wanted to identify what previous benefits and drawbacks of training this way and use this information in my approach to ensure was efficient and beneficial as possible. I also spoke to the Learning Deployment Manager to understand what additional learning tools were available, such as, digital learning, online resources, textbooks etc. From this I found out the Counters team would need to attend a ‘Gold Level Butchery Skills’ course, as well as complete their ‘Gold Food Hygiene and Safety’ training and I was able to build this into the training plan. 
Before building the training plan, I handed out ‘availability forms’ to all colleagues to understand what days, times and shifts everyone was available to work (Doc 3.8). Once I was in receipt of these, I was able to split everyone into groups, broken down by their department and plan what shift’s they would be doing (Doc 3.9). 
Myself and my People Manager devised a training plan specific to departmental needs. Due to budget restraints, we established that colleagues would spend 3 days doing “classroom training” which would include their safe and legal training. They would commence their 10 days in-store training, this was also detailed in the plan (Doc 3.10)(Doc 3.11).
Through a manager’s meeting, we needed to feel confident colleagues were receiving all the training required before opening day. We came up with the idea of having a departmental sign-off sheet which would confirm colleagues understood their training and role requirements, the manager would then sign this off once training had been completed (Doc3.12).  During in-store training, we discussed managers would check-in with colleagues and observe them in action. 
Communication
· Management Team
As a collective, we felt communication between the team and supporting stores was vital to gain the most from the training plan. 
We discussed having a rota of who would be leading the ‘classroom’ training and when, and who would be visiting the supporting stores to check-in with colleagues. We also discussed the importance of having a manager ‘on-call’ during the night when colleagues were still training in case of any emergencies etc. 
We agreed due to the high number of colleagues, each manager would take responsibility for their own department and colleagues and update their training tracker to ensure everyone was on track.
I suggested we should have daily meetings every morning to discuss the plan for the day, any colleague absence, issues from the day before and feedback from the supporting stores.  
· Colleagues 
To stay in contact with colleagues, we would need a ‘contact details’ form listing their name, number and emergency contact details (Doc 3.13). It was also agreed all colleagues would receive a copy of their training plan.
Again, it was agreed managers would check-in with their team regularly, as well as visiting them in-store to keep communication up to date. 
· Training stores/ SMs
After the initial call with supporting Store Manager’s to confirm supportance. I arranged various	 conference calls to keep them updated on the training plan and to confirm the number of colleagues attending on which days (Doc 3.14). Once training begun, the calls then increased to every Monday, Wednesday, and Friday to discuss progress, feedback, and any concerns (Doc 3.15). 
Throughout the planning process I communicated and collaborated with a range of stakeholders of various levels, internal and external to my company. By seeking advice from subject experts I was able to adapt the training plan to be most effective.
Execution
Once the budgets had been confirmed by head office and my Store Manager had signed off the training plan I was able to confirm with the hire car company how many cars we needed, and arrange drop off/pick up dates, times and location (Doc 3.16). 
Myself and the management team held a meeting to confirm roles and responsibilities, including who would be providing the training on which days, who would be “on-call” and who would be visiting the stores to check-in with the colleagues (Doc 3.17).
All colleagues’ were contacted confirming their training shifts for the 3 weeks, providing them with details of where and when they would be training (whether they’d be in-store training or classroom training) and what shifts they’d be doing. This was done by the colleagues’ line manager who I would provided the details to. Colleagues received a copy of this (Doc 3.18).
I also arranged for the Counter’s team to undergo a 3 day specialist training course which was required as part of their role. This was scheduled into their training plan for 19th-21st Novemeber (Doc 3.19). 
Monitor and control 
Throughout the duration, I attended calls with supporting Store Manager’s to gather feedback on how the training process was going, which sometimes was done via email if they were unable to attend a call (Doc 3.20). Any feedback, I would then discuss with the management team during our meetings. 
Colleague attendance was monitored by their department manager which was not documented, however any sickness absence was recorded on an ‘Absence Tracker’ as per the Company’s Sickness and Absence policy and passed to the Admin clerk to update the payroll system (Doc 3.21). 
To ensure manager’s were playing their part in checking-in on their colleagues as per our communication agreement, I visited stores speaking to various colleagues to understand the level of support they were receiving, how they were feeling, any concerns etc.  
During the Management meetings, we discussed each department’s training tracker to understand progress and any concerns. 
Completion
As this was a tight timescale to complete the training, there was no scope built into the plan for colleague absence or setbacks. Colleagues who did not complete their training in time needed to receive additional training post opening day. I arranged this with the supporting stores and confirmed via email (Doc 3.22). 
Also, due to unforeseen circumstances the training course that the Counter’s team were due to parttake in was rescheduled at short notice, meaning their training plan needed to be reviewed and ammended quickly. 
Upon store opening day, training completion totalled 96% and any training left outstanding was planned in post opening as per above. 
According to my “communication effectiveness questionnaire” filled in by a colleague, only ‘occassionally’ I am open to feedback which I know I need to improve on (Doc 3.23)
So to understand the success of the project I issued all managers and colleagues with a ‘Training Feedback Survey’. This feedback provided me with insight as to how they felt I led the project, as well as the level of training and support the colleagues received, which fortunately everyone was happy with (Doc 3.24)(Doc 3.25).





















Appendix
Doc 3.1 - Gantt chart
	Training Plan Planner

	 
	PLANNING
	CLASSROOM
	ON JOB

	Activity
	Who
	Wk 1
	Wk 2 
	Wk 3
	Wk 4
	Wk 5

	
Compare current training plan with new idea
	Jade
	 
	 
	 
	 
	 

	Discuss new idea with Store manager
	Jade
	 
	 
	 
	 
	 

	Hold meeting with Management team to influence new training idea
	Jade & SM
	 
	 
	 
	 
	 

	Meeting with SM - discuss and review budgets for new training plan
	Jade & SM
	 
	 
	 
	 
	 

	Arrange call with supporting SMs
	Jade
	 
	 
	 
	 
	 

	Contact venue - ammend booking & negiotiate cost
	Jade
	 
	 
	 
	 
	 

	Contact car-hire and coach company - obtain quotes
	P.M
	 
	 
	 
	 
	 

	Speak to Project Mgr
	Jade
	 
	 
	 
	 
	 

	Speak to Learning Mgr
	Jade
	 
	 
	 
	 
	 

	Find out colleague's availablity
	Jade/ manager specific
	 
	 
	 
	 
	 

	Build dpt specific training plan
	Jade and P.M
	 
	 
	 
	 
	 

	Discuss Mgr roles/responsibility rota
	Jade, all mgrs, SM
	 
	 
	 
	 
	 

	Complete and submit car-hire request form
	Jade
	 
	 
	 
	 
	 

	Confirm venue booking
	Jade
	 
	 
	 
	 
	 

	Design mgr rota
	all mgrs
	 
	 
	 
	 
	 

	Contact all colleagues - confirm their training shifts
	Mgr specific
	 
	 
	 
	 
	 

	Book Counter's training course
	PM
	 
	 
	 
	 
	 

	Classroom training begins
	Mgrs
	 
	 
	 
	 
	 

	Hold daily mgr meetings to discuss classroom training progress
	Jade, PM & all mgrs
	 
	 
	 
	 
	 

	Update supporting SM's of training plan
	Jade
	 
	 
	 
	 
	 

	Confirm to colleagues their 10 day training plan
	Mgr specific
	 
	 
	 
	 
	 

	Hold regular calls with SMs gather feedback 
	Jade
	 
	 
	 
	 
	 

	Feedback to mgrs of feedback from SMs
	Jade
	 
	 
	 
	 
	 

	Visit stores - check in with colleagues 
	Jade & all mgrs
	 
	 
	 
	 
	 

	Hold mgr meetings discuss overall training progress
	Jade & PM
	 
	 
	 
	 
	 

	Hold final training progress call with SMs
	Jade
	 
	 
	 
	 
	 

	Feedback to my SM on overall progress achieved
	Jade & PM
	 
	 
	 
	 
	 

	Plan for additional training for those who are not 100%
	Jade
	 
	 
	 
	 
	 

	Reschedule Counter's training course
	PM
	 
	 
	 
	 
	 

	Gather feedback from colleagues and managers on how I led the project
	Jade
	 
	 
	 
	 
	 

	Submit all documents to Project Manager 
	Jade
	 
	 
	 
	 
	 



Gantt Chart Key
	Key 

	Initiation 
	 

	Plan & Design
	 

	Execution
	 

	Monitor
	 

	Completion
	 



Doc 3.2 – Comparing training options 
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Doc 3.3 – Taken from excel spreadsheet. Original budget sheet.
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Doc 3.4 – Copy of confirmation of email
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Doc 3.5 – Copy of training venue invoice[image: ]
Doc 3.6 – Taken from excel spreadsheet. New budget plan
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Doc 3.7 – Call with Project Manager[image: ]

Doc 3.8 – Colleague Availability form
[image: ]
Doc 3.9 – Copy of training schedule[image: ]

Doc 3.10 – Copy of department 3 day classroom training[image: ]

Doc 3.11 – Copy of department 10 day in-store training
[image: ]
Doc 3.12 – Training sign-off card[image: ]
Doc 3.13 – Blank colleague contact form used[image: ]
Doc 3.14 – Diary invites with SM to discuss training plan 
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Doc 3.15 – Diary invites with SM to discuss training progress[image: ]
Doc 3.16 – Copy of hire car booking form[image: ]
Doc 3.17 – Manager Roles/Responsibility Rota[image: ]

Doc 3.18 – Colleague training plan 
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Doc 3.19 – Counter’s training plan showing specialist training course planned in[image: ]
Doc 3.20 – trianing progress email[image: ]









Doc 3.21 – Copy of Company absence tracker [image: ]

Doc 3.22 – Following up emails
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Doc 3.23 – Communication effectiveness questionnaire
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Doc 3.24 – Colleague training feedback survey[image: ]
Doc 3.25 – Manager training feedback survey[image: ]














Activity 4

The concept of team dynamics and how political behaviour can impact the achievement of organisational objectives
Introduction
This report describes the meaning of team dynamics, and what is needed to become an effective and successful team. It will discuss Tuckman and Jensen (1977) five stage model to being an effective team, as well as looking at the different roles’ individuals play from Belbin’s model. 
The report also investigates what is meant by ‘political behaviour’, and how individuals displaying these behaviours can have effect team-members as well as the achievement of organisational objectives; both positively and negatively. 
Main: Team dynamics
A team is defined as two or more individuals focussed on achieving a shared goal. Team dynamics are the forces that drive the team’s behaviour to achieve the end result (Eckes, 2003).
These forces are influenced by personality, past experiences, knowledge, and skills influencing the team-effectiveness (Watson, 2014) and enhancing business performance (Jackson and Carter, 2000, cited in Watson and Reissner, 2014).
Core to being a successful HR Professional is having the attribute to work collaboratively, communicating effectively, and being adaptable to change, which is especially important in a crisis (CIPD, 2013). These behaviours are crucial when building an effective team under pressure. As well as focussing on the competencies of the individuals; particularly those who will motivate and support one another, as well as setting clear objectives, and continually reviewing progress (West, 2020). 
Effective teams work better together once a good relationship has been formed and they feel confident to challenge ideas, ask questions and make mistakes. Using each other’s strengths, understanding their own purpose, and seeing positive results is encouraging for a team to strive forward, producing better results. (Re:work, n.d.)
Diversity of skills, knowledge and culture can contribute to team-effectiveness, as well as being the main cause of unnecessary conflict and disagreements (Watson, 2014). However, Lamb (2014) argues getting the balance of conflict right can be healthy, as too little conflict prevents ‘innovative thinking’, and too much conflict effects team moral and performance (Watson, 2014).
Research conducted by (Re:Work, n.d.) highlights the importance of how a team is formed as opposed to who is on the team. Team size can also be an arguable factor as (Katzenbach and Smith, 1993, cited in Re:work, n.d.) suggests a team less than 10 individuals produces higher quality of work than a larger team.  For teams to succeed, individuals and group efforts are needed, with everyone taking responsibility and accountability for the outcome. (Clegg et all, 2005, cited in Watson and Reissner, 2014)
Building an effective team starts with the groundwork; firstly, identifying the key success factors of the project enables a team to be formed around what is needed (Jones, 2014). 
Tuckman and Jensen (1977) suggest teams develop through five stages: forming, storming, norming, performing and adjourning. The model highlights how teams start off unsure and confused. They set roles and responsibilities, causing conflict and disagreements. As the team progress, they start to become more independent and settled, having a clear understanding of the objectives, and collectively achieving the end goal (Tuckman, 1965, cited in Watson and Reissner, 2014). 
Belbin’s model identifies nine roles needed for an effective team. Research shows effective teams are made up of a range of diverse behaviours; coordinator, implementer, shaper, plant, resource-investigator, monitor/evaluator, team-worker, completer and specialist (Belbin, 2019). This model encourages teams to become high performing, avoiding being stuck at the earlier stages of Tuckman model (Miller, 2014). 
However, as a team grows, so does their knowledge and performance, eventually outgrowing each other and can lead to lack of exertion (Clegg et al, 2005, cited in Watson and Reissner, 2014). 
Political Behaviour
Political behaviour can be described as influencing others to your own beliefs when there is an unreliable authority (Kakabadse, 1983, cited in Armstrong 2009), to enhance personal and organisational objectives (Jarrett, 2017). 
Organisational politicians believe by applying manipulative behaviours such as ‘wire-pulling’, ‘exerting pressure’, and using a ‘Machiavellian approach’ achieves the end goal and justifies their behaviour (Armstrong p.149, 2009). Although, such behaviours can stem from lack of resourcing, pressure to deliver and own motivations (Jarrett, 2017). 
Individuals displaying these behaviours tend to be highly driven by their own opinions. They believe using political behaviour is the only way to get things done (Armstrong, 2009) but, when used appropriately; politics can be useful and effective to achieving own and organisational objectives (Jarrett, 2017). 
However, some people will act unethically by withholding important information from their teammates, go behind their back, and target weaker members with the belief that knowledge is power (Armstrong, 2020). This over-controlling behaviour can affect the effectiveness and contribution from the team and become a barrier to achieving the objectives (Horn, 2009).  
When dealing with organisational politics, managers need to be aware of them but avoid being part of them, as they can have an impact on the success of the end goal (Horn, 2009). Managers should ensure that any issues are discussed in full, differences in opinions are dealt with quickly, and ensure any disagreements do not become personal (Armstrong, 2009). 
Conclusion
To summarise, the contribution of individuals’ knowledge, skills and experience plays a significant role in driving organisational objections. 
The roles people play are pivotal in developing an inclusive culture, enabling team cohesion and confidence to challenge through the toing and froing of sharing ideas. 
However, in spite of the fact that political behaviour can push forward the achievement of business goals, power tactics and manipulation can disrupt the integrity of team dynamics, undermine the inclusivity, and disengage team members. 
Therefore, utilising the full potential of team dynamics is essential for achievement and sustainability of business objectives.
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Activity 5
Self-assessment of HR capabilities and Personal Development Plan

Introduction
CPD is a key aspect in keeping knowledge and skills up to date, focussing on personal growth and external contexts, benefiting individuals and the business (Taylor and Woodhams, 2016). CIPD provides a tool for assessing current knowledge and skills against the 2013 Profession Map in order to manage professional development. 

In this activity, I will be undertaking a self-assessment using the 2013 CIPD HR Profession Map at Band 2 level. The self-assessment will highlight which areas of the Profession Map I am ‘emerging and ‘exceeding’ in. From this information, I will look at numerous ways to enhance my development needs and produce a Personal Development Plan. 

I will be carrying out the student self-assessment against the whole of the Profession Map but only creating my development plan against two professional areas (one of which will be a core area) and two behaviours. I will then decide which two areas and two behaviours I will base my learning plan on which are more suited to the HR role I am interested in. 


Findings 

[image: ]

My self-assessment (see above/DOC 5.1) highlighted the areas I was ‘emerging’ and ‘exceeding’ in. The areas and behaviours identified as exceeding are what I currently practice in my job, therefore have greater knowledge on. 

The self-assessment also highlighted the areas I needed to focus on, enabling me to create my development plan. Those two areas are:

Professional areas: 
· Insights, Strategy and Solutions
· Employee Relations

Behaviours:
· Skilled influencer
· Curious

Once I had selected the areas that I needed to develop my knowledge in, I was able to build my Personal Development Plan (PDP) and look at ways I could start my learning whilst being on maternity leave. To enhance my learnings I will attend courses, tribunals, employment law updates, use books, journals, the internet and arrange meetings with specialised experts once I return to work. 

However, before looking at how I would learn best, I used my learning styles questionnaire (DOC5.2) to identify my preferred learning style. This showed me as a reflector and I learn best by observing others first, process my findings and taking my own action. 

I was then able to build my PDP, using the six steps to successful development planning:

1) Personal Skills Audit 
When writing my PDP, I considered the approaches that I could use to support my development. Most of my learning would be identified through the situational approach. However, using the benchmarking approach would be beneficial as I would gain a lot of knowledge from having a role model/mentor currently doing the job I aspire to do. The rest of my learnings I would gather through obtaining feedback. 

2) Setting Objectives 
When setting objectives, I used SMART approach. This made sure my learnings would be specific and information gathered was measurable. I also had to make sure the learning outcomes were achievable whilst on maternity leave. 

I looked at dates for CIPD courses, mock tribunals, and employment law updates to ensure my objectives were realistic. 


3) Selecting Opportunities
My objectives are set both in and outside of work, as these include self-studying, attending online courses/webinars as well as work with and shadowing others in work. 

4) Actions
When building my action plan, I made sure my objectives were detailed in what I needed to do, how I would do this, and where and when I would carry out my learnings. 


5) Implementation and Progress
As it is important to have support through my development, I will seek for a mentor with a CIPD HR status once I return to work. However, in the interim my line manager is aware of my development needs and will support me in arranging time to implement my learnings on my return. 

The final stage is the assessment of my learning, which will be carried out as I work my way through my PDP. 

Conclusion
On completion of my self-assessment, it does paint an accurate picture of my current knowledge and skills, and what I need to focus on to gain the expertise in the role I which to progress to. 

As I am currently on maternity leave, some areas of the plan could be more detailed however, without knowing exact timescales for each objective I will continually make changes and updates to ensure I stay on track. I may need to adapt some objectives, so they remain achievable and realistic. 
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Doc 5.1 – Taken from CIPD My CPD Self Assessment
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Doc 5.2 Taken from my learning style questionnaire 
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My Personal Development Plan





	NAME:
	Jade Bowen
	MEMBERSHIP NUMBER:       
	57385937

	COVERING THE PERIOD FROM:
	January 2021
	TO:
	March 2022



This record sheet is for your guidance only – you may present your development plan in any other format.

Planned outcome

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

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

	
To gain a full understanding of organisation’s insights, strategies and solutions and HR can support these







	Read and summarise most recent annual review report to understand organisation’s performance. 

	Tesco Annual Report 2020
	Detailed notes summarising content of report and having sound understanding of organisation’s latest performance
	February 2021

	
	Arrange meeting with HR Manager to understand what the strategic HR priorities organisation is focussing on

	HRM to agree time/availability
	Confidently discuss strategic HR priorities and how my role impacts the bigger picture 
	March 2021

	
	Undertake CIPD Insights Focussed Course to understand the importance of being insights focussed 
	CIPD Insights Focussed course 
	On completion of the course, I will have sound understand of the importance of being insights focussed and how I can use it effectively within my role
	March 2021

	
Gain a better understanding of the role of Employee Relations and what I need to do to specialise in this area (equivalent to) in my organisation (Colleague Relations Partner)



	Read and summarise CIPD Employee Relations factsheet 



Attend various Employee Tribunals/mock tribunals








Shadow Colleague Relations Partner to understand role and responsibility
	CIPD ER factsheet 




Dates and times of tribunals 









Role pack
Time with CRP
Note take in meetings
	I will have good understanding of ER role and what the role entails



Knowledge of the process of tribunals. 
Understanding the importance of employment law applied in the workplace





I will have strong knowledge of the CRP/ER role and what I need to do to develop towards this role 
	January 2021




Ongoing throughout course








September 2021 

	
Successfully influence stakeholders to achieve organisational goals
	Read the head and heart at work: business case for soft skills’ research



Research influencing skills online



Speak to colleagues who are strong influencers to understand their approach to successful influencing 
	The head and heart at work: business case for soft skills’ Research


‘Ted Talks’, online research, articles 


Time with colleagues 
	I will understand what skills are needed to successfully influence colleagues and stakeholders


Feedback from colleagues confirms I can successfully influence others 


Able to adapt my influencing style to accommodate individually

	May 2021




April 2021



October 2021

	To have more of a future-focused and open-minded approach, continually looking for new ways to enhance organisational performance
	Network with HR Professionals external to my organisation (non-PLC) to understand the varying degrees of HR policies and practices


Attend external HR Networking events run by CIPD, including employment law updates to gain insights and provide solutions within my own organisation


Collaborate with external organisations (SME) to understand how SME’s operate in comparison to PLC’s
	Time with external HR professional 
Questions/notes 




Dates & times of CIPD events 





Time/availability with SME manager
Notes
	I have broader knowledge of how HR policies are designed and implemented in non-PLC organisations



Continual up to date knowledge of employment law changes – able to ensure my organisation remains legal 



I will understand how SME businesses function, including how HR policies are designed and implemented with no cooperate HR team
	April 2021






Ongoing throughout course





April 2021
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The Level 5 Diploma in Applied Human Resources is comprised of 16 modules (units),
totalling 90 credits (QCF), delivered over 2 years. The units are grouped as follows:

No. of units _|VMiodule type Credits
5 [Core units 2
6 [Group A - knowiedge based units 24
5 [Group B - competence based units 40





image4.png
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 UWTSD).
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Guided Learning Hours
The CIPD guided learning hours for this programme of study is 450 hours:

250 hours to cover the core units and Group A optional units.
200 hours to cover the Group B optional units




image6.png
For your programme of study, you should be using Harvard Referencing.
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On successful completion of the CIPD's Level 5 Diploma in Applied Human
Resources candidates are enitled to use the designation AssocCIPD after their
name.

CIPD professional membership is recognised globally by employers and could help
increase eaming potential. The apprenticeship will ensure the student receives on the
job training whilst studying so they will acquire the relevant experience and

knowledge at the same time; something not all students are fortunate enough to gain.
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CONTRACT BETWEEN PLACEMENT EMPLOYER AND B -WBL

“This Contract s made between the Approved Trainer (B-WBL) and the placement employer:

Tesco L, (Employers Name)

in respect of work based trining for

Jade Bowen (Leamer's Name)

undes *Higher Apprenticeship / Apprenticeship | Foundation Apprenticeship / Traineeship /* (delete as
‘applicable). The term Leamer refers to any indvidual i training it the employer under tis confract
1. This contractshsl take effact s fror th date of sxchange of signsd copies f the Learming Agraement

2. Al fnancia srangements and hours of work bstwsen the Approved Trainer, Emsloyer and the Lesmar shalbe cetaled in wrtng

3. itshallbe the rasponsibity of the smployer o pey the Lasmes
with the nstonsl mimmum wege.

- sqres wage s deaied n @ conractof mploymant comphing

(Coleg Si Gar il pay the Tainee & maximur rsining slowance of £ 30, £ 50 per wesk (Delte a5 sppropeiste)

4t shall be the responsibiity o the placament employer f take nacessary steps or securing he haslh ssfety snd welfre and
ensure equal apporunites fo all esmers pariipating in the slements of the lesming programme provided by the placement
Srployer f th axtent and nthe same mannar 52 an employer s ecuired 1 cary out under sl curent smployment legsiaton or
example, Heslth snd Safty at Work Act 1974, snd i Equalty Act2010. Tns s ot an exhsustive st

5. It shal be the responsiblty ofthe placement amployer to ensurs that st sl mateilfimes thre are in orce polies o insuranc,
thatinciuc pubic lisbifty nsurance snd employer abilty insuranc inre<pact of il Jeamars. Sush palices snall aford at lest &n
equivelent degrae of covr o he polides maintained by he placement amployer in respectof abityfor soidents, damage. loss.
orinjry coused by, or o, ow employees. It hall e the responsiify of e placamant employes (o ensure adeque supenvsion
ofeamers.

6. Wnere s lesmer s injures. i shal be the duty of the plsoament employer 1 immecistaly notfy Coleg Sir Gir, Graia Campus,
Sandy Road, B, Lianel, SA15 4DN Tel: 01554745000, and enforcing authoriies 35 appropriste.

7. tshall ba the responsibity of the plscement empleyer o cary out werkplace tsiing. which inciudes inducton o the workplace,
sk and ssfety, aqual opportuntes and supparttowards the relevant auslfcation. The smployer sgress f relesse th lesmer(s)
forll the off he o tsinig requiremens.

8 tshallbe theresponsiity f the placamant employer to sign the ttendsnce records. (1 sppiosbi)

9. tshallbe theresponsiity f the placament mployer to satisy the orieri of e Welsh Governmen's Healh snd Safety sheckist
(VF?) n o supply the lesmer with tne relevant personslprotscive equipment (FFE)

40, The plscement employer wil permit sccess fo the Coleg Si G- Coleg Cerediglon Traning Adviser sndior NVQ Assessor fo
moritr,review o ssess (e leamer's progress and o up-dste e Health and Ssfety checklt o s regular basis. The employer
will give Training Advisers and Assessors access to W facilites (o undertake digital assessments and reviews sccording
o Welsh Government programme requirements.
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‘The Provider/s agree/s to:

« Ensure all spectsof the programme are deliered
i compliance with th framework requrements,
the qualty standrds laid down by Estyn and al
contractua, qualty an financil requrements of
the Welsh Government. Thi includes the
qualfications and experience of those delering
the learning:

« Ensure that attention i pid o the ntegration of
al aspects ofthe programme (NVQIQCF
Competence and Knowiedge based quaifications,
Essential Skils Wals and sddtional requirements)
o nsure cevelopment and coherent experince
foran spprentice;

« Offersuppor, guidance and adiice to the
employeriapprentice and to keep both partes
informed and involed i the progres review:

« Ensure that each apprentice has an indvicual
learning plan, and that no change()to the
indvidua learning plan, nor ransfe of the
‘apprentice to another provider, will take place.
without the prior consent of the spprentice.

‘The Welsh Government agrees to:

 Monitor the qualty of the directly contracted
provider's performance;

« Contribute such funding (including from the
European Social Fund) to the directly contracted
provider a5 the Welsh Government deems
appropriate towards the cost and delivery of the
framework;

« Promote all learning opportunities and
programmes s non-discriminatory in respect of
‘gender, race, religion, sexual orientation, age or
disabilty (where disabiltyis not a bartier to the.
training activity);

« Promote apprenticeships throughout Wales.

+ Work for the employer to the best of his/her
abity and in accordance with the employer's
polces and procedures;

« Authorie isher provider toapply for isher
apprentice completion cetficate o isher
behal

« Any concemns the apprentie has about hisher
learningshouid,in the it instance, be made o
the provide defvering the apprentcesip.
resolution cannot be secured, concerns should
then be refrted o the provder contracted vith
the Welsh Government Inthe rare event o 2
esoluton st ot being secured, the Wekh
Government should be contacted

The Employer agrees to:

* Actively promote the value of the apprenticeship.
within the organisation, and to ensure that other
staff are fully aware of the needs of the
apprentice;

 Employ and, as a minimum, pay the apprentice in
accordance with National Minimum Wage
requirements. Tips, gratuitis, service charges and
cover charges do not count towards minimum
wage pay;

« Ensure the apprentice has a contract of
employment;

* Undertake legal and contractual responsibities
for the Health and Safety of the apprentice;

« Ensure conformity with equal opportunities
legisiation and good practice;

« Ensure that sufficient time and resources are
‘made available for the apprentice to fulfi their
learning and assessment needs including to
ensure that the apprentice attends work and
training for at least sixteen hours per week, unless
authorised absence has been granted;





image10.png
Jade Bowen 4 week review

20 October 2020, 15:00 to 16:00
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‘The University is keen to foster a cuture where all are expected to behave appropriately and to provide an
inclusive, supportive, and safe leaming 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.

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

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

‘This Code of Conduct outiines examples of the different types of unacoeptable behaviour that will amount
toa 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 llustrative only. A
fulllst of sanctions that may be applied can be found in the Student Disciplinary Policy (non-academic
‘misconduct).

Muliple 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.





image13.png
Plagiarism is one type of academic misconduct. Plagiarism is passing off, or attempting to
pass off, another's work as your own. It includes copying the words, ideas, images or
research results of another without acknowledgement, whether those words etc. are
published or unpublished. Itis plagiarism, for example, to copy the work of another student,
of amember of staff or a published article without crediting the author. Persons who allow
their work to be plagiarised are also guilty.
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Welcome
to the CIPD

Welcome o the CIPD - the professional body for HR
and people development. By becoming a CIPD Student
member,youlljin a community of more than 150,000
HR and L&D professionals who are committed o,
chamioning bettor work and working ves

We've been setting the benchmark fo excallencein
eople and organisation development for more than 10
years. But 2 the fture of work unfolds, it wil be your
professional knowledge and understanding that wil help
people find the best opportunitis to dovelop their skils
and careors, and ensure that the way workis constructed,
managed and experienced beneits individuals, business,
and utimately economies and society 2 a whol.

By studying or aprofessional quaiication, you'e
emonstrating your commitmen totaking that challenge
seriously. And by joining the CIPD, youTlfind yoursef
career partner to support you every step of the way.
Welcomo and good luck in your studies.

Kind regards

b‘uw

Achieve your full potential

A your caree partner, we promiss o support, mpower and inpire you
uring your st and throughou your careerin HR or LAD.

At thestartof your CIPD Certicate or Diploma, you'll need tojoin us as
‘Student member where youl get instant access to 2 range of HR and LD
resources and benefts that are essential t Sty SUCKess.

‘I would highly
recommend the CIPD
membership to all

- Keep ontop ofindustry updates and trends (p3g2 4-5)
Get exclusive access to the CIPD's practical employment law professionals.”
informetion. foctsheets an uides pls expert escarch,surveys and o 8D Proessonm!
pobcyreports Mazoum, essional

and Student Member

- Conmect with other like-minded professionals (220 5)

Widen your netwerk and eam fom athe HR and L&D professional
throush our online community forums and at the many CIPD everts
organised across the UK.

Give yourself an
advantage
- Gt supportthrough confdentil helplines (5502 7) Join us today, it’s q

Acces ur 24/7 welboang apine,persore ga e st enploymert AN €35Y.
hepin o support o parsonaly and ot work

+ Leverage our usefulcarear tools (5292 8-3)
Keep yourcarear on the ight track with excusiv fesources and tooks that help you

amake the mast of job opporturities and manage your professional development.

- Save yourself money (522 7)
‘Save 20% on your CIPD textbooks and ge preferential raes on CIPD
products and services.
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Recommended Tex

Studying Human Human Resource
Resource Management  Management: People
and Organisations

st W CEDN =mieme
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> University of Wales
Trinity Saint David

STUDY  ABOUT  STUDENTLIFE  INTERNATION

QuickLinks

QUICK LINKS

Access to email, support services, information and resources for UWTSD students and staff made e

STAFF AND STUDENTS
STUDENT HWB = EMAIL » MOODLE +
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'STUDENT SERVICES

A professional support service providing high quality information, advice, guidance,
practical and emotional support to enable all students to reach their full potential. Support
available includes the Careers Service, Financial Support, Learning Support, Counselling
Service and support for students from a care background. For futther details see
hito/www uwtsd ac uk/student:-services!.
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Budget and forecasting

Training budget based on 15 days classroom training.

cLassroom
week -3 |week-2 |week-1 |total

Colleague Payroll £100,000] £100,000] £100,000]  £300,000|

Venue hire £2,000] £2,000]  £2,000] £6,000

Training materials £2,000 £0 £0 £2,000

£308,000]

Contingency £10,000)

Total budget=  £:

318,000
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From: (I o ]

Sent: 06 November 2019 9:57 AM

To:
Subject: FW: Venue booking request — J.Bowen

"

Please see below email from hotel confirm that the venue can be booked free of Charge. Could you please proceed and book

Thanks

Jade

From: 1 —

Sent: 05 November 2019 14:08
To:

Subject: Venue booking request - 1.8owen

Hilade

Hope you're well.

s discussed this morning, | am happy to waiver the cost for the venue in return for advertising space in the new store at no cost.
Tea and refreshments will also be available as per request,

Many Thanks

Julie
Gwesty Hotel
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Itinerary Details

Additional Data:

Top Locstor Torse0. EVPLOVEENUMBER v om—
Tl e CNNESSSSSSSSSSN | TAX JUSTIFICATION CODE: T8

cosT CenTRE: a2

WORKLEVEL: 2

Htinerary Summary
Tatic Date From - TofLocation Supplier Times Ciass Status
06Nov2019  GAESTRYS MARINE HOTEL z 1 Nov- 13Nov Confimed
o GWESTRYS MARINE HOTEL
MARINE TERRACE ABERYSTVAYTH $v23 28X G
Bocling Reference 034607
Stats : Contirea

Check n Date: 11 Nov 2010
Check Out Date: 1aNov 2010
Phone number (24 1070812400
Fax number: 10708
Room Rate: o Crarge
Remarks
TeMzz20ETTe

GUESTRYS NARINE HOTEL
MARINE TERRACE

ABERYSTWYTH

Svzazex

EY

TEL: (46) 1970012444 FAX (49 19700
TAX EXCLUDED

‘SERVICE: EXCLUDED

GENERAL INFORMATION

Room booked to accommodate training for 200 peaple across 3 days. Access from 6am — 10pm.

Complimentary refreshments will be available.
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Budget and forecasting

Training budget based on 3 days classroom training, 10 days in-store.

asssroom onTHE 108
week -3 [week -2 [week-1 [total

Colleague Payroll £60,000/£100,000[£100,000] _ £260,000}
Venue hire £0| £0| £0| £0|
Training materials £2,000] £0| £0| £2,000]
Hire car £0| £15,000] £15,000]  £30,000
Travel costs £0] £2,000[ £2,000 £4,000]
Additional payroll costs £0] £1,000] £1,000 £2,000]
£298,000]

Contingency £10,000
Total budget = £308,000|

Colleague party (SM request) £10,000





image25.png
01 November 01/11

I 10:00 Call with Steve Wills e

10:30 Jade to call Steve
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Go g e
ntracted Hours Availability Form coeasetiome BRAND N WENT
Please highlight where you are available to work Employes number: 201 XD\ 4
Currant Area/Department
ve srumen Sunday Monday. Tuesday Viednesday | Thursday | Friday Saturd:
= \ = — — Vz Any other stores you would consider:
— — Z = Z 1
Start Date: — = =
gJoL 2ot = = 2 7/ Ao
Con t type: — = 7
L TTNe e 2 g
PeRmANENT =z = 7 = .
Current contracted hours: — “ Z
=
LS = —= 7
W — = / Young worker:
Max hours available: e — Z
— / 0 Yes
Nf - s — == -
= === = | = L=
Min hours available: e — = 2z
cEsS = =
Current number of days: = =S
5 == — Iz
Max days to work: — =] = oz Date [ ﬂ
= e = 20/4[20
= — — = Manager signature .
Min days to work: e — — = Z —
S 23,002 . Z
Comments or additional information Date: 3 \ = A 7o)

cAnT vl KT LAte Doe —© ChIUNCALE = Som moliinG - -
S Pt . WORCs NiemTs SAE pmon Z,W:A\:Em\a Ao

Internal, Moving Hours Toolkt = Convenience Steres, Version 2, Page 10 of 19 - July 2020

N ————_——
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Week 1 on the job training plan
18/11/2019 19/11/2019 20/11/2019 21/11/2019 22/11/2019
06:00-14:00 _ [14:00-22:00 [ 22:00-06:00 | 06:00-14:00 |14:00-22:00 | 22:00-06:00 [06:00-14:00 |14:00-22:00 [22:00-06:00 |06:00-14:00 [14:00-22:00 [22:00-06:00 [06:00-14:00 [14:00-22:00 [22:00-06:00

Checkouts |Group13,5 |Group2,4 |Group6  |Group1,3,5 |Group2,4 |Group6  |Group1,3,5 |Group2,4 |Group6  |Group13,5 |Group2,4 |Group6  |Group13,5 |Group24 |Group6
Bakery Group 17 Group18 |Group19 |Group17  |Group18 |Group19 |Group17  |Group18 |Group19 |Group17  |Group18 |Group19 |Group17 Group18 |Group 19
Grocery Group 9,10,12 |Group 13,14 |Group 15,16 Group 9,10,12 |Group 13,14 |Group 15,16 Group 9,10,12 | Group 13,14 [Group 15,16 | Group 9,10,12 [Group 13,14 Group 15,16 | Group 9,10,12 |Group 13,14 [Group 15,16
Fresh Foods |Group 7,8 Group1l |Group20 |Group7,8  |Group1l |Group20 |Group78  |Group1l |Group20 |Group78  |Group1l |Group20 |Group7,8  |Group1l |Group 20

Stock Control|Group 17,18 |Group 19 |No Group |Group 17,18 |Group19  |NoGroup |Group17,18 [Group19 |NoGroup |Group17,18 |Group19 [NoGroup |Group17,18 [Group19 |No Group
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Checkouts Classroom Training

11/11/2019

08:00- 10:00 10:30-12:30 15:30-16:30 16:30-17:00
Group 1 Welcome induction Break Our company Policies to be aware of [Training sign off
Group2 Welcome induction Break Our company Policies to be aware of [Training sign off
Groups Welcome induction Break Our company Policies to be aware of [Training sign off
Group & Welcome induction Break Our company Policies to be aware of [Training sign off
Groups Welcome induction Break Our company Policies to be aware of [Training sign off
Group & Welcome induction Break Our company Policies to be aware of [Training sign o

12/11/2019

08:00-10:00 10:001030] _ 10:30-12:30 _ [12:30-13:30] 133016330 16:30-17:00
Group1 | Welcometocheckouts | Break | Product Recognition Lunch Think 25 [Training sign off
Group2 | Welcome to checkouts | Break Think 25 Lunch | Product Recognition |Training sign off
Group3 | Welcometo checkouts | Break | Product Recognition Lunch Think 25 [Training sign of
Groupé | Welcome to checkouts | Break: Think 25 Lunch | Product Recognition |Training sign off
GroupS | Welcometo checkouts | Break | Product Recognition Lunch Think 25 [Training sign off
Group6 | Welcometo checkouts | _Break Think 25 Lunch | Product Recognition |Training sign off

13/11/2019

08:00- 10:00 10:30-12:30 15:30-16:30 16:30-17:00
Group 1 | Excellent customer service Refunds and exchanges Types of payment _|Training sign o
Group2 | Excellent customer service Refunds and exchanges Types of payment _|[Training sign o
Group3 | Excellent customer service Refunds and exchanges Types of payment _|[Training sign off
Group ¢ | Excellent customer service Refunds and exchanges Types of payment _|[Training sign o
Groups | Excellent customer service Refunds and exchanges. Types of payment_[Training sign off

Group &

Refunds and exchanges

Types of payment

[Training sign off
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Checkouts "On the job Training” - Week 1

18/11/2019
06:00-07:00 07:0009:30 09:30-10:00] __ 10:00-11:30 __[11:30-12:30] _ 12:30-13:30 15:30-14:00
Group 1 Store Walkround Start checkout training | _Break: Checkout training Lunch Checkout training _| Training sign off|
Group 3 Store Walkround Start checkout training | _Break Checkout training Lunch Checkout training _| Training sign off|
Groups Store Walkround Start checkout training | _Break Checkout training Lunch Checkout raining _| Training sign off|
19/11/2019
06:0007:00 07:00:09:30 10:00 1130 [11:30-12:30] 12130 13:30 15:30-14:00
Group 1 Checkout training Self Service Checkout Break | Refunds & Exchanges | Lunch Checkout training _| Training sign off|
Group 3 Checkout training Refunds & Exchanges Break | Self Service Checkout | Lunch Checkout training _| Training sign off|
Groups Checkout training Self Service Checkout Break | Refunds & Exchanges | Lunch Checkout training _| Training sign off|
20/11/2019
06:0007:00 07:00:09:30 09:30-10:00] __ 10:00-11:30 __[11:30-12:30] _ 12:30-13:30 15:30-14:00
Group | Product Knowledge Test | Security Detagging Break Express checkouts Lunch Self service Training sign off
Group3 | Product Knowledge Test | _Security Detagging Break Self service Lunch Express checkouts | Training sign off
Groups | Product Knowledge Test | _Security Detagging Break Express checkouts. Lunch Selfservice | Training sign off
21/11/2019
06:0007:00 07:0009:30 10:00 1130 [11:30-12:30]  12:30-13:30 13:30-14:00
Group1 | Team Manger checkin On the job Practice Break | On the job Practice Lunch | On the job Practice | Training sign off
Group3 | Team Manger check in On the job Practice. Break | On the job Practice Lunch | On'the job Practice | Training sign off
GroupS | Team Manger check in On the job Practice Break | On the job Practice Lunch | On the job Practice | Training sign off
22/11/2019
06:0007:00 07:0009:30 10:00- 1130|1130 12:30] 1213013130 13:30-14:00
Group1 | Team Manger check in On the job Practice Break | On the job Practice Lunch | On the job Practice | Training sign off
Group3 | Team Manger check in On the job Practice. Break | On the job Practice Lunch | On the job Practice | Training sign off
Group5 | Team Manger checkin On the job Practice. Break | On the job Practice Lunch | On'the job Practice | Training sign off
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Training record card

Name: SN, Employee Number: Card____of
Department: Checkouis Date ofjoining 01/11/2019
Framework  Modde 1 2 3 4
Date e e e e
Think 25 gignature
Training
Trainers
name
Trainers P
signature

Record of other completed/iegal training

Date of raining  Description Date next Trainee signature  Trainer name. Trainer signature
refresher due

13112019 Think 25 practice May 2020 s CE— | o— -
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Colleague Contact Form

Department:

Manager:

Colleague

[Contact Number

[Emergency Contact Number

Relation
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NEW AVIS HIRE CAR BOOKING FORM

o e T o e e o T e B o
"t reheni o i accoun th bacing s ot Guaraieed
K corporatores @ben.avis-surope.com

Empioyos umber

s o youwant o cotect e cr

(8 aadess inccing post cod e an
“ipor.

Lrn——

PLEASE NOTE - All home delivery and collectons are charged ata
premium, Please select a work location whara possible.

e do youwant o retun th car-

(8 acaess incuing post cod ule an
=

pr——

Adiions rquest ormation

==

EE—

o

| —

o

PLEASE NOTE -By selecting yes inthe box below you are
confirming that you and any additional drvers hold a curront and
valid UK ariving licence.

Approval - work el 4.8 spprol s now e piro i s aking
Pl siter L Bk s hv b S5k 1l 5 M oGS,

s [T

] s [ ]

By submiting s form yous work el 45 hs e appoved i spand taing 1 this e incling sy séions
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Week3 11/11/2020 12/11/2020 13/11/2020 13/11/2020 15/11/2020

it Location | st | towtion | it | Location | st Location S| Location
John | 500470 [Traiming Cenire] 500-17.00 Training Centre] §0-17.00 Training Centre] 800-17.00 Recruitment cenie] oFF
Kennedy|_800-17:00 [Treining centrq 8.00-17:00 [ Training Ceire| 5:00-17:00 [Training Cenre] 6:00-17:00 | Reruitment cenre oFF
e | 8:00-17:00 [Training centre 8.00-17:00 [ Training Cenire] 6:00-17:00 [Training Cenre] 5:00-17.00] Recruitment cenre oFF
chvis | 500700 [Trming Centre] 5:00-17.00 Training Centre| 00-17.00 Treining Cente] ore 5561700 Recrurtment cenire
David | 500-17.00 [Training Cenre| 800-17.00 [Training Centre] 8.00-17.00 [Training Ceire orF 5:00-17.00] Recruitment centre
Deb | 5004700 [Treining Centre] 5:00-17.00 Training Centre| 00-£7.00 [Treining Centr] orF 5:00-17.00] Recruitment centre
Lewis Holidays olidays olidays Holidays Holdays
Week -2 18/11/2020 19/11/2020 20/11/2020 21/11/2020 22/11/2020

S Location | st | towtion | _shit | Location | W | Location S ncaon
) Cardigen 05001400 cordigan _[0600-100] Carmarthen [96001£00] _carmerthen Tandrignd
Kennedy | 06001400 | Carmartnen Carmarthen [0600-1¢00] _Cardigan Uandrignod |06:00-1¢:00]  Cardigan
e[ 06001¢00 | Wisndridnod Uandridnod Uandrisnod [06:00-16:00] cardigan [0600-16:00] Carmarthen
chris Cardigan Cardigen _[1400-22:00] Cormarthen [1£00-22:00 Carmarthen Uandrignod
Daid | 14002200 | Cormartnen Carmarthen [16002200] _cardigan Uandridnod _[14:00-22.00] _ Cardigan
Deb | 18002200 | Liandridnod Uandrignod Uandridnod Cardigan 16,0022 00] _carmartnen
= Camarthen Cardigan Uendrignod Cardigan Camarthen
Week -1 18/11/2020 19/11/2020 20/11/2020 21/11/2020 22/11/2020

S Location | st | towtion | _shit | Location | st Location it =T
John | 0600-1400 | Carmarthen [pe00-1400] cordigan Carmarthen [96001400] _Carmartnen Uandrignod
Kennedy| 06001400 | _cordigan Carmarthen [06:00-100] _Cardigen _|06.00-14:00] Lisndridnod _[06:00-14:00] _cardigan
e Handridnod_[06.00-14:00] Lisndridnod _[06.00-3400] Tandridnod Cardigan 060014 00] _cCarmartnen
chvis | 1400-22:00 | Cormarthen Cardigen _[1400:22.00] Cormarthen [1£00-22:00 Carmarthen Uandridnod
David Cardigen _|[1¢:0022.00 Carmarthen [1¢.002200] _cardigan 12002200 Liandridnod Cardigan
Deb | 14002200 | Uendridnod 12002200 Lisndridnod Uandridnod Cardigan Carmarthen
Lewis Uendrignod Camarthen Uendrignod Cardigan Camarthen

 — S Vamsgeroncal
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Colleague training plan form

NAME ... D4 DEPARTMENT ... Dairy. VACANCY NUMBER ...106
Your Team managers name is ...... IS .. Recruitment centre telephone number ..076 IR

NORMAL CONTRACTED SHIFT PATTERN
Monday Tuesday Wednesday Thursday Friday Saturday Sunday Total hours
off 96 85 off 18 74 off 365

HOURS & FRAMEWORK MODULES/OTHER TRAINING TO BE COMPLETED DURING PRE-OPENING TRAINING PERIOD

Minus week Monday Tuesday Wednesday Thursday Friday Saturday - hours
wic
Minus 3 Classroom Classroom Classroom OFF OFF OFF -15 HOURS
Training Training Training
96 96 96
Training centre  Training centre  Training centre.
Department Depariment Department Depariment Department
Minus 2. training training training training training
Cardigan Store ~ Cardigan Store ~ Cardigan Store  Cardigan Store  Cardigan Store.
Gam-2pm 6am-2pm 6am-2pm 6am-2pm 6am-2pm OFF 0
Meet at 5am Meet at 5am Meet at 5am Meet at 5am Meet at 5am
ousidetraming  oulsidelaining  ousidelning  outsidetraining ouside training
centre centre centre centre centre.
Department Depariment Department Depariment Department
training training training training training
Minus 1 Cardigan Store ~ Cardigan Store ~ Cardigan Store ~ Cardigan Store  Cardigan Store.
Gam-2pm 6am-2pm 6am-2pm 6am-2pm 6am-2pm OFF 0
Meet at 5am Meet at 5am Meet at 5am Meet at 5am Meet at 5am
ousidetraming  oulsidelaining  ousidelaning  outsidetraining  outside training
centre centre. centre centre centre.

Live week off o6 85 oft 118 74 [
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Colleague training plan form

NAME . A—

Your Team managers name is

DEPARTMENT ...Counters

NORMAL CONTRACTED SHIFT PATTERN

Moy
05001400

Toasdey
oFF

Viesnesday
02001800

Trurscay
15002200

Frdey
oFF

VACANCY NUMBER _.113.

ety
10001500

Recruitment centre telephone number . 07 IS

Sundey
13001800

HOURS & FRAMEWORK MODULESIOTHER TRAINING TO BE COMPLETED DURING PRE-OPENING TRAINING FERIOD
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From: Morris Claire @tesco.com
Sent. 22 November 2930

o: Sowen sdetesco com
Subject RE:Training progres updace

sk
11l passyour number oo Stave and have i give you  all 0 discuss tomorrow

-
from: gowen sadetesco com

Sent. 22 November 508

o: Mors Claire@tesco com

Subject AE:Training progres updace
siciire,

o probiem. Thonks for i, very helful

1 regards o th colleagues aring lte, and th & diional colagues noon the plancon you provide me Wit the names, shift ad g lecse

Filiook

ot hre ancl posson feedback o relevant manager t declwith

ey hanks,
sode

rom: ors Clsre@teseo com
Sent. 22 November 2311

o: Sowen sde tesco com
Subject Training progressupdate

visse

1/m e upthis stemoan s wort be avaible t seend our cal.
Howeverprogress updatesofar:

> Collsagues who have atended thelraining have been handson, willing 10 learn and eager 1 30. go0d ob

2 Atendance overal na been oo however St has 550ken o e groups around imskeeping and the nsed o begin S 5£07:00—
some have been riing a ay 0700 and ot sarting werk unc 0710

> Uniform and sppesrance has been to good standard

o Yesterday wereceved & more peopl than stated 0 the plan.2butno drama

2 oversling major ssues

Anything slse you need drop me an email and [ gt back to you sfter my meeting
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Noti

Colleague name: Dept: Colleague contact no.

cation and record of absence 10g. Name of person taking the call

To be completed by the Duty Manager, Shit or Team Laader or Manager. Contact clls should be made by the collsagues Team Manager so plsase nform them when  cal nesds to be mad.

Onca the collsague has retumed to work and al spproprite mestings held, his form should ba ransferred o the colleagus's absence or personnel fle slong with any mesting notes.

During e nifal absonce calt. To'e complewed  you | Afer T days: Rotaring o work and absence roviow mestings
are on the Work & Pay.
payroll systom:

Yes/No
ves/No Ves/No | Yes/No | ves/No ves/No. %

Long term absence log: Fit note log:

To bo completed by the colleague's line manager. o be complsted by the coleagus's line manager.

Intema,Noticaton an record of absence g, Vrsion 3, 5 October 2020 page 2.1 2., - RP2K1A2
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From: Morris Claire@tesco com

Sent: 30 November 18:44.

o: Bowen Jade@tesco,com, Litle lan@tesco.com, Harris Jo@tesco.com
£ RE: Additional Colleague SUpport.

Sorry for gtting back to you solate. Looks like you have majority of s covered now.
1 il support the remainder ofshifts, 1wl ring you Monday morning to confirm names.

Thanks

From: Harris Jo@tesco.com

Sent: 30 November 14:02

o: Bowen Jade@tesco,com, Litle lan@tesco.com, Morrs Clire @tesco.com,
ject: RE: Additional Colleague Support.

Ly, Hannah and Dan wil support Stock Contro on 3¢, 5 and 6.
Markwilrtange Countersupportand g back t0You 329
Anyting e you need justss.. ©

Thans

Jotaris

From: Lt lan@tesco com,
Sent: 30 November 13:33

o: Bowen Jade@tesco com, Morrs Clire @tesco.com, Harris lo@tesco.com
Subject: RE: Additional Colleague Support.

Jade.

1 will support with checkouts on 3 and 5.
Jon will als0 do CSD on 4"

Thanks, lan.
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From: Bowen Jade@tesco.com
Sent: 30 November 12:43

o: Litte Jan @tesco.com, Morris Claire@tesco.com, Hartis Jo@tesco.com
Subject: Additional Colleague Supgort.

Hia,
Thanks for attenaing the cal this morning at such short notice.

Justto confirm we will need additional coleague training support rom Dec 3
departments for the shifts below (os well s Counters support unti Dec 131h:

Decé' from the following

30ec
Checkouts - 06:00-15:00,09:00 - 17.00
Stock control - 06:00 - 15.00, 17:00-2200

06
Dairy - 15:00-22:00
Grocery - 07.00- 16:00, 13:00- 2200
50— 08:0013:00

E
Checkouts - 12:00- 16:00
Stock Control - 06:00 - 10:00
5-13:00-21:00

0
Grocery 08:00-13.00

Checkouts 12:00-17:00

Stock control 17:00-22:00

Thank you 5o much for the support you've already given us over the lost 2 weeks. nearly terell

I you could send me ocross the nomes and shifts of the colleagues you'll b sending to support that would be great!

Thanks in advance,
Jade
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11.1am well prepared for meetings

Rarel ‘Occasionally | Sometimes | Frequent Avays

12.1 avoid making the other person feel as if they are being interrogated

Rarel ‘Occasionally | Sometimes | Frequent Avays

13.1 communicate feelings as well as ideas and facts

Rarel ‘Occasionally | Sometimes | Frequent Avays

14.1 speak up when | am confused or unsure

Rarel ‘Occasionally | Sometimes | Frequent Avays

15.1 summarise what | have heard to make sure | have understood clearly

Rarel ‘Occasionally | Sometimes | Frequent Avays

16.1 give people time, affention and encouragement so they can get the messag
across

Rarel ‘Occasionally | Sometimes | Frequent Avays

17.1 communicate clearly when giving information and instruction

Rarel ‘Occasionally | Sometimes | Frequent Avays

( 18.Topenly demonstrate that | appreciate feedback from other people
Ra

e ‘Occasionally _| Sometimes | Frequent Avays
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The CIPD Level 5 Diploma in Applied Human Resources, is a Higher Apprenticeship
qualification in HR Management. Itis equivalent to the second year of a university degree
in the UK.
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