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Introduction to Course and Course Overview

I am studying a CIPD Diploma in Applied Human Resources with the University of
Wales Trinity Saint David and commenced on this 2 year programme on 25t
September 2019. This is a Higher Apprenticeship in Human Resource Management
(HAHRM) which is supported by Coleg Sir Gar.

| am therefore a member of both the University of Wales Trinity Saint Davids, Coleg
Sir Gar and a Student member of the CIPD. As a member of all three institutions, |
have access to a wide range of resources. This includes on-line libraries, physical
libraries and student services at both the university and college and a wealth of
resources which can be obtained through the CIPD website.

The following link will take you to the University Website which has links to Library
Catalogues and the Moodle page which will give all the information about your
specific course:- https://uwtsd.ac.uk/quick-links/

Another useful link is the CIPD website:- https://www.cipd.co.uk

Julie Thomas oversees the Diploma and is part of the University of Wales and Alison
Williams from Coleg Sir Gar will be conducting regular reviews with myself, keeping
progress on the Apprenticeship side of the two-year course.

The Course itself is a combination of Classroom (Workshops) and Self led Study
over two 2 years. A timetable for the two years can be found in the Appendix 1. The
course is a supported distance-learning course; and as such, there is a requirement
to complete tasks outside of the Workshops and Additional Reading. 450 hrs of
Classroom Study + 450 hrs of Guided Learning, Self-directed, preparation time and
assessments. There are some options also of some additional tutorials which will be
given on an as and when basis.

The CIPD requirements for this course divide's the material in to 16 modules, these
cover the timetable for the 2 years as detailed above and in the Appendix. All Course
information can be accessed through the University Moodle page via the quick links
link provided above. | have provided a copy of the breakdown in the Appendix 2.

The Course workshops are held at Coleg Sir Gar, Pibwrlwyd Campus, Carmarthen
SA31 2NH.The first day of the Course involved an Induction. Which gave clear
direction of how the course would be conducted in terms of timetable, study hrs
required. Please find completed Induction questionnaire in Appendix 3. In addition
we have also signed contracts for the Apprenticeship side of the learning
programme. | have included these as part of the evidence as it is important that the
agreement between college and employer is also maintained. See Appendix 4

Materials for the Course were also recommended:-

Core Text Books
1. Studying Human Resource Management — Taylor and Woodhams (2016)
2. Human Resource Management: People and Organisations — Taylor and
Woodhams (2016)
3. Introduction to Employment Law - Kathy Daniels (2019)



In addition to these Main recommended Text Book’s there is a wealth of information
available Through the Student Hwb, the University Website and Moodle Pages. We

Becoming a Student member of the CIPD means that there is also access to up-to-
date information that can be used to keep up-to-date with the Industry trends,
connect with like-minded professional’s, and progress career paths etc .

It has also been recommended to sign up to Websites where information can be
shared such as Facebook and Linkedin, where you can follow other HR
professional’s and again look for up-to-date information for professional
development.

With any Course goes a Code of Conduct. Codes of Conduct are in place by all 3
institutions University, College and CIPD. They provide a set of rules by which
student’s need to adhere to in order to complete their course.

A Brief summary of University and Coliege is as follows:-

Expected Behaviour.

Inclusivity, Support and Safe Learning Environments.

Recognition of Equality and Diversity

Act as an Ambassador for the University

Use all facilities with Respect and Consideration for others

GRONa

The CIPD Code is entitled The Code of Professional Conduct and is set out in 4
areas:-

1. Professional Competence and Behaviour.

2. Ethical Standards and Integrity

3. Representative of the Profession

4. Stewardship

The university and CIPD Code of Conduct can be found in the Appendix 5 and 6.
Conclusion
This course is designed to support a Career path in Human Resource. Studying

while you Work. Achieving a Diploma in Applied Human Resources and becoming
and Associate member of the CIPD.
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Timetable — CIPD Diploma in Applied Human Resources 2019-2021

the Organisation

Date of Name of Module | CIPD University | Submission Method of Assessment
Workshop Code Module Date of
Code Assessments
25t Induction/Usinga | 5CIHR BMPD5002
September | Research
2019 Approach in HR
23d Using a Research | 5CIHR BMPD5002 | Part One - Part One - Written
October Approach in HR 18/11/19 response.
2019 Part Two - Part Two - Research
29/6/20 Report.
20t Developing 5CDPP | BMPD5000 | 13/1/20 plus Portfolio of Evidence
November | Professional submission of
2019 Practice in Human updated
Resources Personal
Development
Plan on 24/5/21
4th Understanding the | 5CMHR | BMPD5003 | 17/2/20 Slides and notes pages
December | Contemporary HR
2019 Function
22nd Understanding the | 5CBIC BMPD5001 | 16/3/20 Written report, analysis
January Business Context notes
2020 of HR
1gth Understanding 5CELW
February Employment Law
2020
18" March | AM: 5CELW | BMPD5004 | 27/4/20 Written answers to
2020 Understanding questions
Employment Law
PM: Recap on
Research Report
2214 April Understanding the | SKCER | BMPD5008 | 25/5/20 Written answers to
2020 Management of questions
Employment
Relations
20t May Understanding the | 5KIOP BMPD5006 | 14/9/20 Slides and notes pages
2020 Link between
Individual and
Organisational
Performance
24t June Contributing to 5AIOP BMPD5012 | 14/9/20 Portfolio of Evidence
2020 improving
Organisational
Performance
8" and 15t | Skills Workshops
July 2020 — only attend if
advised by Alison
Williams
16t Understanding 5KEEG | BMPDS5007 | 19/10/20 Briefing paper
September | Employee
2020 Engagement
14t Contributing to S5AEEG | BMPD5013 | 9/11/20 Portfolio of Evidence
October Employee
2020 Engagement in




11t Understanding the | 5KMOC | BMPD5010 | 11/12/20 Slides or screen shots
November | Management of with notes pages
2020 Change
gth Contributing to the | 5AMOC | BMPD5015 | 18/1/21 Portfolio of Evidence
December | Management of
2020 Change
13th Understanding 5KDCM | BMPD5009 | 15/2/21 Briefing paper
January Coaching and
2021 Mentoring in the
Organisation
10t Contributing to S5ADCM | BMPD5014 | 15/3/21 Portfolio of Evidence
February Coaching and
2021 Mentoring in the
Organisation
10th March | Understanding 5KRTP BMPDS5005 | 19/4/21 Written answers to
2021 Resourcing and questions
Talent Planning
21t April Contributing to SARTP | BMPD5011 | 24/5/2021 Portfolio of Evidence
2021 Resourcing and
Talent Planning in
the Organisation
12" May Developing S5CDPP | BMPD5000 | 24/5/21 Personal Development
2021 Professional Plan Update
Practice

NB: In order to graduate in July 2021, all work must be submitted by 24" May 2021.

Document updated on 31.7.19
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CIPD Diploma in Applied Human Resources

Managing your Learning

The CIPD Diploma in Applied Human Resources is a 90 credit qualification with a Total Qualification
Time (TQT) of 900 hours. The TQT is the number of hours it is estimated that a candidate will take to
complete a qualification from start to finish and includes guided learning hours, self-study,
preparation and assessment (CIPD, 2017).

Guided learning hours includes off and on the job learning.

Off-the-job learning is characterised by formal or planned taught sessions (workshops) delivered by
qualified training staff plus specified activities in your learning plan;

On-the-job learning hours are those which enable the apprentice to demonstrate practical job-
related skills and to practice and apply these in the context of the job. This type of learning will take
place in the workplace and is also specified in your learning plan.

(Welsh Government, 2017)

Self-study (also referred to as self-directed learning in CIPD documentation) — this is additional
reading/other learning as chosen by you, to expand your knowledge and enable you to complete the
assessments. Reading lists are provided for each module to help you with this.

The table below shows how each module is structured in terms of credits, guided learning hours and
self-directed learning.

Module Credits Guided Learning Self-directed Learning
Hours
Using a Research 4 20 20
Approach in Human
Resources
Developing 8 40 40
Professional Practice
in Human Resources
Understanding the 4 20 20
Contemporary HR
Function
Understanding the 4 20 20
Business Context of
HR

Understanding 6 30 30
Employment Law
Understanding the 4 20 20
Management of
Employment Relations
Understanding the 4 20 20
Link between
Individual and
Organisational
Performance




Contributing to 8 40 40
Improving
Organisational
Performance

Understanding 4 20 20
Employee
Engagement

Contributing to 8 40 40
Employee
Engagement in the
Organisation

Understanding the 4 20 20
Management of
Change

Contributing to the 8 40 40
Management of
Change

Understanding 4 20 20
Coaching and
Mentoring in the
Organisation

Contributing to 8 40 40
Coaching and
Mentoring in the
Organisation

Understanding 4 20 20
Resourcing and Talent

Planning

Contributing to 8 40 40

Resourcing and Talent
Planning in the
Organisation

Totals 90 credits 450 hours 450 hours

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

1. Attend the monthly workshops which form part of the guided learning hours.
2. Complete activities in your learning plan (2-3 hours per week) which also form part of the

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

The Business School

12" September 2018
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Induction Questionnaire

Diploma in Applied Human Resources

September 2019

' Question ] Answer
1. | When, where and at what time will the course will be (oleq S fdgur
delivered? P;bvﬂﬂ ‘w&j Comapuys
2. ‘ How many modules form part of the programme? ' e
3. When are the workshops this term? 94.%0- ¢+ ?0

W dnesdaggc Moty .
Rl prdusefp .
enhne Pakforan Por

J What is Moodle?

—— ]

WHK gdans elc
) What is Eduroam? («)l{/l Access
What is Turnitin? en s moodle _ EI—CCWO Ni¢, fond 1
, Ste for Ass qnments fooc's
] Do you know when you are required to hand in work? Y(S ]
What are the core texts for this programme? @ m . 20)e
MamQ C o
@
7 "W"e -® W/ag—wv& lad .
[ 9. Do you know how to access the library catalogue? Y€$ /46( Hwp ov Websibe .

10. | Do you know who to go to if you have a question/concern Juli ¢ Thomas .
about the course?

11. | What is the name of the Training Adviser? [ Alison Williqmg .
12. | What is the name of the Course Lecturer? j_u,,LZE, W\@Mag .

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

14. | Do you need to be a member of the CIPD? YES . J
15. | What support is available for study skills? W Seqvites 1
16. | Do you know where the fire-exits and first aid points are ves. ]

for the building?

17. [ How many credits is the programme? ( 90
18. | What is the length of the programme? | 2 Vrg.
19. | Have you been given access to the student handbook and
time-table? y‘éS
20. | What academic level is this qualification? [ Diploma - (ellS |

Name: SMC’(}/\ Wl&(eof
Signed: [M
4 /% 55¢FgS 13

CIPD Membership Number (to be added when available): ':7

Signature of Lecturer: 675—\_

Date: 20/"1'0"
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U yWodraeﬂEYm;a
Welsh Government

Apprenticeship
Learning
Agreement

To be completed by the provider

‘This agreement made on a9 — (date Apprenticeship commences)
between AVblVCc_'L Serhn . o (the 'emp/oyer representative)
of _ SwenSﬂa Coonel - (the name of the company)
at “Tre Conld hed) Zvancis Stree , Srsnsea . 8a) LW (the address of the company)
and S cﬂ/ci'\_l‘/l gcaiclg;,f NZzowbnec ____(the apprentice and N./ number) and
__________ COl_v_:::_nj§ wvleov - ______ (the delivering provider) and
- B- Wel (the contracted provider) 1o study

plied T D_W\gnﬁ_céqp_rcﬁpeciﬁ/ skill, trade or occupation of the Apprenticeship) following the
N &1 ——_ Apprenticeship Framework* at current level 5 ., expected to progress
tolevel . Expected final completion date is Qi -9, - o024 . . Hourly rate of pay at start of

Apprenticeshipis 1.&- 1 .

All parties agree that

If this agreement is terminated on the grounds of redundancy, or if for any reason the employer is unable
to meet the terms of this agreement, all parties will use their best endeavours using local networks and
contracts, to ensure that the apprentice is given the opportunity to transfer to another employer who will
be able to provide contin uity for the apprentice, to complete his/her Individual Learning Plan.

Signed by/or on behalf of the employer, the apprentice and the provider, at the commencement of learning.

The employer: M = e Date . -9 1
&VWWW‘ Date__o{'c?"q_‘_

The apprentice: ¢

4
The provider; _ . ‘f\(ul.)..&dlvts = e Date

The provider:

(if different fronﬁ the provider de/ivér/ng the a,bpren ticeship)

The Apprenticeship Learning Agreement complies with the requirements of the Apprenticeship, Skills,
Children and Learning Act 2009 (Section 32). Itis a contract of service, not a contract of employment.



The Provider/s agree/s to:

e Ensure all aspects of the programme are delivered
in compliance with the framework requirements,
the quality standards laid down by Estyn and all
contractual, quality and financial requirements of
the Welsh Government. This includes the
qualifications and experience of those delivering
the learning;

* Ensure that attention is paid to the integration of
all aspects of the programme (NVQ/QCF
Competence and Knowledge based qualifications,
Essential Skills Wales and additional requirements)
to ensure a development and coherent experience
for an apprentice;

¢ Offer support, guidance and advice to the
employer/apprentice and to keep both parties
informed and involved in the progress review;

 Ensure that each apprentice has an individual
learning plan, and that no change(s) to the
individual learning plan, nor transfer of the
apprentice to another provider, will take place
without the prior consent of the apprentice.

The Welsh Government agrees to:

+ Monitor the quality of the directly contracted
provider's performance;

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

* Promote all learning opportunities and
programmes as non-discriminatory in respect of
gender, race, religion, sexual orientation, age or
disability (where disability is not a barrier to the
training activity);

¢ Promote apprenticeships throughout Wales.

The Apprentice agrees to:

* Apply himself/herself to his/her learning and
assessment by attending courses and other on or
off the job learning events, being prepared for
assessment, and actively participating in the
planning and reviewing of their programme;

* Take responsibility for his/her own learning
and development;

¢ Behave in a considerate and responsible manner,
with due regard to histher own and other’s
equality of opportunity and to the Health and
Safety of others and self in histher working and
learning environment;

§.

* Work for the employer to the best of his/her
ability and in accordance with the employer’s
policies and procedures;

e Authorise his/her provider to apply for his/her
apprentice completion certificate on his/her
behalf;

¢ Any concerns the apprentice has about his/her
learning should, in the first instance, be made to
the provider delivering the apprenticeship. If
resolution cannot be secured, concerns should
then be referred to the provider contracted with
the Welsh Government. In the rare event of a
resolution still not being secured, the Welsh
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, gratuities, service charges and
cover charges do not count towards minimum
wage pay,

s Ensure the apprentice has a contract of
employment;

 Undertake legal and contractual responsibilities
for the Health and Safety of the apprentice;

*» Ensure conformity with equal opportunities
legislation and good practice;

e Ensure that sufficient time and resources are
made available for the apprentice to fulfil 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;

» Actively contribute to the regular review of the
apprentice’s progress;

* Any concerns the employer has about the
learning, should, in the first instance, be made to
the provider delivering the apprenticeship. if
resolution cannot be secured, concerns should
then be referred to-the provider contracted with
the Welsh Government. In the rare event of a
resolution still not being secured, the Welsh
Government should be contacted.

*a

\l Prentisiaethau
g\\é\,\ Apprenticeships

Cronfa Gymaeichasal Ewrop
European Sociat Fund

=
i

Apprenticaship Programmes in Wales are part-funded by the Furcpean Social Fund through the Welsh Government. ‘Furope and Wales: Investing in your Future’.
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CONTRACT BETWEEN PLACEMENT EMPLOYER AND B -WBL

®,
*,

o

y colegceredigion

Cronfa Gymdelthass! Bwrop

Eurapean Social Fund

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

SW:BV\SC‘.;. Cooncd — 74!40\\/(:@ Smitt, (Employer's Name)
in respect of work-based training for:
ScSVcﬂh Mﬁaso\et.} . (Learner's Name)

under {Higher Apprenticeship’ Apprenticeship / Euundaﬁon-Appmat-ieeshiplTrainaeshipl*(delete as

applicable).The Term Tearmer refers to any individual in training with the employer under this contract.

1. This contract shall take effect as from the date of exchange of signed copies of the Learning Agreement.
2. All financial arrangements and hours of work between the Approved Trainer, Employer and the Learner shall be detailed in writing.
e 33. It shall be the responsibility of the employer to pay the Learner an agreed wage as detailed in a contract of employment complying

with the national minimum wage.

me%mmwﬂemncwfﬁeﬁem (Delete as appropriate) 7(1'\{ .

4, It shall be the responsibility of the placement employer to take necessary steps for securing the health, safety and welfare and
ensure equal opportunities for all learners participating in the elements of the learning programme provided by the placement
employer fo the extent and in the same manner as an employer is required to carry out under all current employment legislation for
example, Health And Safety At Work Act 1974, and the Equality Act 2010. This is not an exhaustive list.

5. It shall be the responsibility of the placement employer to ensure that at all material times there are in force policies of insurance,
that include public liability insurance and employer liability insurance in respect of all learners. Such policies shall afford at least an

6. Where a learner is injured, it shall be the duty of the placement employer to immediately notify Coleg Sir Gar, Graig Campus,
Sandy Road, Pwill, Llanelli, SA15 4DN Tel: 01554-748000, and enforcing authorities as appropriate.

7. It shall be the responsibility of the placement employer to carry out workplace training, which includes induction o the workplace,
health and safety, equal opportunities and support towards the relevant qualification. The employer agrees fo release the learner(s)

for all the off the job training requirements.
8. It shall be the responsibility of the placement employer to sign the attendance records. ( if applicable)

9. It shall be the responsibility of the placement employer to satisfy the criteria of the Welsh Governments Health and Safety checklist
(VF1} and to supply the learner with the relevant personal protective equipment (PPE).

10.  The placement employer will permit access to the Coleg Sir Gar - Coleg Ceredigion Training Adviser and/or NVQ Assessor to

monitor, review or assess the learner's progress and to up-date the Heaith and Safety checklist on a regular basis. The employer
will give Training Advisers and Assessors access to Wifi facilities to undertake digital assessments and reviews according to Welsh

Government programme requirements.

11.  The Placement employer will permit access by officers of The Welsh Government and E.S.T.Y.N. to monitor training provision.

Signed and a copy received by:

/&'/—‘ Date: <4 - A- G

PLACEMENT EMPLOYER
74\/\[\)\4»&-&& bate: G -4 19
TRAINING ADVISER

Mae'r Rhaglenni Prentisiaeth, Hyfforddeiaeth a Thwf Swyddi Cymru, a arweinir gan Lywodraeth Cymru, yn cael cymorth ariannol gan

Gronfa Gymdeithasol Ewrop
The Apprenticeship, Traineeship and Jobs Growth Wales Programmes, led by the Welsh Government, are supported by the European

Social Fund.,
Prifathro Andrew Cornish Prif Weithredwr/Chief Executive, Coleg Sir Gar, Graig Campus, Sandy Road, Pwil, Llanelli, SA15 4DN

‘@01554 748000

Confidential
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Introduction

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

able to fulfil their personal potential.

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

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

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

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

e e TII—
T e B o P e e SR e ) Tho etz 4 o A"t ro ]
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This Code of Conduct outlines examples of the different types of unacceptable behaviour that will amount
to a breach of discipline. Lists of unacceptable behaviour given below are not exhaustive. The University
can start disciplinary procedures in relation to other unacceptable behaviour.

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

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

e

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

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

= rrarr—

vant p F

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

offensive, intimidating, malicious or insulting behaviour, an abuse or 7
misuse of power through means that undermine, humiliate, denigrate ;
or injure the recipient.
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Disciplinary
Offence

v 51

Examples Of Unacceptable Behaviour

Examples Of Sanctions

Physical
Misconduct

Punching
Kicking
Slapping
Pulling hair
Biting
Assault

Pushing
Shoving

. Sexual intercourse or engaging in a sexual act
| without consent

z _Sha_ﬁ?fg flri;a;te sexual materials of another persoﬁ s

-Attempting to engage in sexual intercourse or
engaging Ina sexual act without consent”

without-consent- *

= Physical sexual harassment: inappropriate invasion

Jof personal space and/or inappropriate physical —

behaviour

Expulsion
Suspension/Exclusion
Restrictions/Conditions
Behavioural contract

Fine

Formal Warning

Compulsory attendance at a
workshop/coaching session

Written Apology
Behavioural contract
Restorative justice

Fine

_Expulsion

Suspension/Exclusion

__— Restrictions/Conditions
~Fomal Waming~

-Compuisbry--aﬁendanee ata
workshop/coaching session

Written Apology.

Repeaten

piiowing another person without good:=—

Behavioural contract

R

et reason

- Display of offensive materials
i Inappropriate texting, emailing, posting of sexual
" materials on-line including but not limited to using
I derogatory sexual terms to describe someone

: Askihg for sexual favours and making decisions
' based on sexual advances being accepted or

rejected

ted remarks or advances of a sexual’




Digﬁg::g:w Examples Of Unacceptable Behaviour Examples Of Sanctions

Shouting, threatening, abusing, intimidating or Expulsion

e ing some 7 A
demsaning someone Suspension/Exclusion

Abusive /insulting comments relating to an
individual's sex, sexual orientation, religion or belief,
race, pregnancy/maternity, marriage/civil partnership, Behavioural contract
gender reassignment, disability or age Formal warning

Restrictions/Conditions

Actin.g in an intimidating and hostile manner Restorative justice
physically or by any means of communication

. Ridiculing or destructively criticising
== Ostracising or marginalising
otr . Humiliating and undermining a person

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

~ Misuse of power

' Use of inappropriate language Formal Warning

~ Repeatedly contacting another person (by phone, Compulsory attendance at a
- email, text or on social networking workshop/coaching session

sy sites) against the wishes of the other person Written Apology
EReTE Restorative justice
—I - -

L_._— L e w . — o i -



Appendix 5 -3 .

Property

Disciplinary
offence

Damage To
Broperty

Examples Of Unacceptable Behaviour

Causing damage to University property or the
property of students or employees of the University
or visitors to the University

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

- University or visitors to the University

Unauthorised entry onto or unauthorised use of
University premises

- - v Misappropriate any University property, funds, or

= (i} 2

Misuse of University property (for example
computers and laboratory equipment)

—— Ac’domussnon that did cause or could have caused

"Serious harm on University premises or during
University activities (for example, disabling fire

' extinguishers or possessing/supplying controlled

S drugs)

i Act/omission that did cause or could have caused a

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

_Expulsmn

Examples Of Sanctions

Expulsion Suspension/Exclusion
Restrictions/Conditions

Reguirement to make good the
damage caused at his/her
expense

Fine
Formal Warning

Compulsory attendance at a
workshop/coaching session

Written Apology

Fine

Expulsion
Suspension/Exclusion
Restrictions/Conditions

Formal Warning

Compulsory attendance at a
workshop/coaching session

Written Apology
Fine

Behavioural Contract

- SuspensmnfEchu&on

Restrictions/Conditions
Restitution of damage

Formal Warning

Compulsory attendance at a
workshop/coaching session ;

Written Apology
Fine




University

Disciplinary
Offence

Examples Of Unacceptable Behaviour: Examples Of Sanctions

Acts/omissions/statements intended to deceive the Expulsion

Y niversty, Suspension/Exclusion
Disruption of the activities of the 4o e
University(including academic, administrative, Restrictions/Conditions

. ? - : z Behavioural Contract
sporting and social) on University premises or

elsewhere

— = Disruption of the functions, duties or activities of
= any student or employee of the

. University or any authorised visitor to the
University.

Formal Warning

Compulsory attendance at a
~ administrative, sporting and social) on University workshop/coaching session
premlses or elsewhere

! Written Apology

: lmproper interference with the functions, duties or Behavioural Contract ;
activities of any student or employee of the
~ University or any authorised visitor to the University

Behaviour which has caused serious damageor
; Ic_l have caused senous damage to the

- Behaviour which has damaged or could have Formal Warning
. 0l damaged the reputation of the University or the
"Ej"i’,_‘" P University’s relationship with the local community
|

Compulsory attendance at a E
workshop/coaching session

(R s Written Apology
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CIPD

Championing better
work and working lives

Code of Professional Conduct

As the professional body for HR and people development, the CIPD is the voice of a worldwide community of more
than 145,000 members committed to championing better work and working lives. We set high standards of entry for
membership and require all of our members to adhere to the standards and behaviours (‘obligations’ set out in this
Code of Professional Conduct.

These obligations are grouped into headings of Professional Competence and Behaviour, Ethical Standards and
Integrity, Representative of the Profession and Stewardship. They apply universally - at all stages of a CIPD member’s
career, regardless of size, sector or specialism, and your membership commits you to upholding and maintaining
these, We take concerns regarding alleged breaches of the Code very seriously. In order to consider allegations of
misconduct, Investigation and Conduct procedures apply and these are set out in the CIPD’s Regulations available on

the website.

1 Professional Competence and Behaviour 3 Representative of the profession

Members of the CIPD shall: Members of the CIPD shall:

11 maintain professional knowledge and competence 3.1 always act in a way which supports and upholds the
through continuing professional development, to reputation and values of the profession.
ensure they provide a professional, up to date and 3.2 uphold their responsibilities as professional people

insightfut service towards the wider community

1.2 seek appropriate support if business needs require 33 comply with prevailing laws and not encourage,

Involvement in new areas of activity assist or collude with others who may be engaged in
1.3 accept responsibility for their own professional unlawful conduct, taking action as appropriate.
actions and decisions 3.4 exhibit personal leadership as a role model for
1.4 apply professional high standards of relevance, maintaining the highest standards of ethical conduct
accuracy and timeliness in the information and 3.5 be mindful of the distinction between actingina

advice they provide to stakeholders. personal and professional capacity.

2 Ethical Standards and Integrity 4 Stewardship

Members of the CIPD shall Members of the CIPD shall:
P ’ P standards in the treatment of people who are

2.2 exhibit and role model professional and personal operating within their sphere of influence
integrity and honesty at all times 4.2 challenge others if they suspect unlawful or

2.3 demonstrate and promote sensitivity for the unethical conduct or behaviour, taking action as
customs, practices, culture and personal beliefs of appropriate
others 4.3 ensure that their professional judgement is not

2.4 champion employment and business practices that compromised nor could be perceived as being
promote equality of opportunity, diversity and compromised because of bias, or the undue
inclusion and support human rights and dignity influence of others

2.5 safeguard alf confidential, commercially sensitive 4.4 promote appropriate people management and
and personal data acquired as a result of business development practices to influence and enable the
relationships and not use it for personal advantage achievement of business objectives
or the benefit or detriment of third parties. 4.5 ensure those working for them have the appropriate

level of competence, supervision and support.
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Executive Summary and Introduction

The Profession Map of the CIPD outlines the standards for HR professionals all over
the world. It can be used to define great HR, diagnose areas of success and
improvement, build on HR capacity and to recognise achievement through
professional qualifications and membership.

The aim of this report is to provide an overview of what it is to be g professional in a
HR Context, how the CIPD Profession Map is made up and how it can be used in
individual HR Professionals, Teams and Organisational Development.
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In order to understand the CIPD Profession Map, we must first understand this
Question. What is a Professional?

Lester (2010, p2) sums up a commonly held point of view when he argues that a
professional is someone who: “makes proficient use of expert or specialist
knowledge, exercises autonomous thought and judgement, and makes a voluntary
commitment to a set of principles. Such a person need not be a member of an easily
defined profession or of a professional association; it is possible to work as a
professional from a set of expertise and skills that is relatively unique to the
individual”.

What makes HR a “Profession” rather than an “Occupation”?

The following 3 Characteristics broadly suggest a profession:-
1. ltis based on a body of knowledge, which can be taught and learned.
2. It's practitioner’s possess appropriate expertise to which they apply their
knowledge and judgement.
3. ltis underpinned by a code of conduct or ethics.

The CIPD does act as a governing body in the UK for HR professionals but unlike
professions such as Law and Medicine, it is not compulsory to be a member to
practice. However, more and more HR Professionals are becoming members of the
CIPD and it should be noted that the CIPD is the only professional body acting in the
HR Profession at the moment.

Helpfully the CIPD has a Code of Conduct and Ethics by which it's members can
observe high standards of work. If you are a member of the CIPD failure to adhere
can result in membership revocation. The Code of Conduct has four major parts:

o Professional competence and behaviour — members will remain
professional, ensure that they are up to date with the service and accept
responsibility for their own personal actions.

e Ethical standards and integrity — member’s will act with honesty, sensitivity,
dignity, confidentiality, ethically and promote equality etc

e Representation of the profession — members will act in a way that upholds
the profession; comply with Law and role model ethical standards.

o Stewardship — member’s will promote fairness, Challenge others conduct or
behaviour and promote appropriate people management and development
practices.

Source :- CIPD — Code of Conduct 2012
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The CIPD has produced what is known as the Profession Map. See Fig 1 below

For the purpose of this study we are looking at the 2013 Profession Map.

The Profession Map covers 10 professional areas and 8 behaviours, set out in 4
bands of competence. The Map covers every level of the HR profession, from Band
1 at the start of an HR career to Band 4 for the most senior managers.

It has been designed to be relevant and applicable to HR professionals operating
anywhere in the world, in order that they can develop their Career Paths.

In 2018 the Professional Map was updated and the purpose of the profession at the

heart of the Map has been described as: - “championing better work and working
lives”

Band four

Band one

. ; : X !
' Eight behaviours Ten professional areas Four bands of professional compatence

Fig 1 :- Source (CIPD 2015)

O CFD Prafessior: Map 2615
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The Four Bands

Band 1 — Supports members with administration and processes. Effectively manages
information and data and is customer orientated.

Band 2 — Advises on and/or manages HR related issues relating to individuals or
teams. Has clear understanding of the evaluation process and solutions available.

Band 3 — Leads a professional area acting as a consultant or partner, addresses key
HR challenges at an organisational level for the medium, long term.

Band 4 — Leads and manages a professional area(s) and/or the organisation.
Responsible for developing and delivering organisational and HR strategy.

(CIPD 2013)

In order to progress “in the field” an individual would be looking to transition between
Bands i.e. Band 1 to 2 (first transition), Band 2 to 3 (second transition), Band 3 to 4
(Third transition). In order to progress, there are challenges that must be met at
each level.

The Ten Professional Areas

At the very Core of the Professional Map there are two major Professional Areas :-
1. Insights Strategy and Solutions and
2. Leading HR

These two areas are applicable to all HR professionals regardless of which Band,
Role, Stage of Career they are currently in. They underpin all that the Professional
Map stands for and are at the forefront of the fundamentals of CIPD.

The further 8 area are as follows:-

3. Organisational Design

4. Organisational Development

5. Resourcing and Talent Planning
6. Learning and Development

7. Performance and Reward

8. Employee Engagement

9. Employee Relations

10. Service Delivery and Information

These 10 areas broadly cover what is needed and what as a professional you will
need to do in each area in order to fulfil the four bands of professional competence.
Areas of competence will include:-

Relationship with Client

Focus of Activity

Where time is Spent

Service to the Client

Measures

5|]Page



The Eight Behaviours

There are eight behaviours described within the Profession Map which are needed to
carry out activities, they come under the following headings:-
1. Curious
Decisive thinker
Skilled influencer
Personally Credible
Collaborative
Driven to deliver
Courage to challenge
Role model

PN ALN

All eight behaviours are essential to the effectiveness of the HR Professional.

1. Curious thinkers - seek out new ways, future focused.

2. Decisive thinkers - are able to analyse data and information quickly, making quick
decision.

3. Skilled influencers can gain commitment and support from the necessary
stakeholders.

4. Personally Credible — bringing an element of professionalism to the table.

5. Collaborative workers - brings different people together.

6. Driven to deliver — demonstrates determination for great results.

7. Courage to Challenge — Confidence to “Speak Out” in challenging circumstances.
8. Role Model — Someone who acts with integrity.

All Eight Behaviours have a Common theme — they seek to “add value” to the
Organisation e.g. — Curious Thinkers, as the title suggests are Curious about
organisational issues and seek out the reasons why we do things? If a new solution
can be found for processing recruitment e.g. then they would question, why we do
what we do and look to develop new innovative ways to add value or improvement's
to the organisation and its process.

The CIPD has encouraged HR Professional’s to move away from their Administrative
function and become “Thinking Performers” this is at the core of the above Eight
behaviours . The thinking performer doesn’t just think operationally, they would also
think about what they are doing and why!

Conclusion

We should now understand the Human Resource Profession, Professionalism and
the part that the CIPD play in acting as a governing body for the profession. The
CIPD Profession Map has been produced by the CIPD in order for HR professional’s
to progress their HR Career Paths and encourages Professional’s to be “Thinking
Performer’s”, “Adding Value” to the Industry.
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Introduction

| am currently employed by Swansea Council as a Workforce — Analytical,
Recruitment and Change Officer. This role as it suggests work’s with Employees and
manager’'s and alongside Human Resource Manager's and is split into 3 area Data,
Recruitment and changes.

The Data Team deal with the analysis of data direétly related to the Workforce,
Structural Changes to the Hierarchy, Reporting and report running.

The Recruitment Team deal with recruitment from Advert to Successful Candidate,
this includes internal and external candidates. It also includes Redeployment of
employees and Vacancy Management.

The Changes Team deal with any Changes to existing employees contracts. In other
words any of the following: - Maternity Commencement and Return, Changes in
Hours, Grades and Job titles, Delegated Power Reports (DPR) involving structure
changes (liaising with the Data team and HR Business Partner's), Honorarium
Approval's and Changes, Early Retirement / Voluntary Redundancy (ERVR) cases
(liaising with HR Business Partner, Pensions, Payroll and Managers) .

In my role, the expectation is that | manage the piece of work from start to finish as
soon as it is allocated to myself.

This includes planning what needs to be done, liaising with the appropriate parties
involved and implementing the changes. We do have process notes and specific
instructions for many scenarios and guidelines to follow but there are often times
where you would need to analyse a situation and / or take advice before any action
can be taken.

I have attached 3 examples of the type of work that | do under the headings of:-
1. Management of Change / Employee Relations
2. Reward Management
3. Maternity Return Paperwork / Management of Change

For each example | have provided a cover page showing the Management of the
project and the paperwork that goes with that is provided as evidence. | have
Redacted Employee names where appropriate.






MANAGEMENT OF CHANGE / EMPLOYEE RELATIONS
Incorrect Hrs and Flexi Adjustment’s

Email received from manager regarding Incorrect Hrs entered on 2 Employee’s
Records and Flexi reports.

Employee 1 - work’s 37hrs but has been entered as 36.75hrs on Flexi but on
checking the record for Payroll is Correct at 37hrs.

Investigation via looking through Records show Employee’s hrs are correct and Flexi
should be adjusted to 37hrs.

Situation resolved by Emailing Service Centre Helpdesk to Amend Flexi Record.
Flexi will now work correctly going forward for Employee.

Employee 2 — Work's 36.75hrs since Dec 2014 when the service all agreed to
reduce their hrs by 15mins in order to employee extra administrative staff.

Investigation show’s that Paperwork is held on file to reduce employee hrs from 1st
April 2014 and appears that this has not happened.

Oracle updated to reflect this and SW3 sent to Payroll to correct this, an
underpayment of Salary will be actioned by Payroll and paid to the Employee.

Evidence attached

Inquiry email

Emails to Service Centre to adjust flexi

Email to Payroll to adjust Hrs and backdate Salary.

Email to Manager confirming Changes to be made to correct situation.

PWN =






Sarah Measday

——————— e ——— == —___]
From: Jon Roberts
Sent: 20 December 2019 12:45
To: Sarah Measday
Subject: RE: Time & Salary
Follow Up Flag: Follow up
Flag Status: Completed

Ok Sarah. Thanks very much.

Regards
Jon

Jon Roberts BSc_(Hons) MRICS
Arweinydd Tim Rheoli Adeiladu
Building Control Team Leader

| & 2 01792 635618 | 07980 721588
S Ay orawe X ion.oberls@swansea gov.uk
Swansea Council 53 jon.fot eris@abertawe.qov ul

www. swansea.gov.uk/bcon

From: Sarah Measday <Sarah.Measday@swansea.gov.uk>
Sent: 20 December 2019 12:24

To: Jon Roberts <Jon.Roberts@swansea.gov.uk>

Cc: Peter Richards (EVH) <Peter.C.Richards@swansea.gov.uk>
Subject: RE: Time & Salary

HilJon,

I'have had a look at your records and | can confirm that you are being paid correctly and that your issue of incorrect
hrs will need to be corrected by the flexi team as on oracle you are working 37hrs. | will forward this email on to
them and ask them to update your records to show that you work 37hrs not the 36.75 hrs.

With regards to iy is working hrs have been inputted incorrectly since 2014 as it should be entered as a
decimal figure of 36.75hrs — 36.45 hrs equates to 37hrs 27mins which equates to an underpayment of 18mins per
week since the times changed. I will have to pull his paper file ('l do this this afternoon) to double check that the
information we received was to put him on 36.75 rather than the 36.45 that has been actioned but if all others are
paid this and he should have been then we would rectify this by paying him the money owed.

If Flexi states that he does 36.75hrs then this is correct so this won’t need changing.
1



I'll give you a call later when | have checked the file, what’s the best number to reach you on?

Cofion cynnes/Kind regards

Sarah Measday

Gweithlu - Swyddog Dadansoddeg,
Recriwtio a Newidiadau

Workforce- ARC Officer

; 01792-636098

Cyngor Abertawe  sorah.measday@swansea.gov.uk
Swansea Council

Please consider the environment. Do you really need to print this email?

From: Jon Roberts <Jon.Roberts@swansea.gov.uk>

Sent: 20 December 2019 10:53

To: Workforce Transactional <Workforce.Transactional@swansea.gov.uk>
Cc: Peter Richards (EVH) <Peter.C.Richards@swansea.gov.uk>

Subject: FW: Time & Salary

Hi. Wyn has referred me to you regarding the issues identified below.

Can you please contact me to discuss and confirm any changes that need to be made?

Kind regards
Jon

Jon Roberts BSc.{Hons) MRICS
Arweinydd Tim Rheoli Adeiladu
Building Conirol Team Leader

=2 01792 635618 | 07980 721588

Cyngor Abertawe
Swansea Council

www swansea qov uk!bcon




From: Wyn Mathews <Wyn.Mathews@swansea.gov.uk>
Sent: 19 December 2019 15:46

To: Jon Roberts <Jon.Roberts@swansea.gov.uk>

Cc: Peter Richards (EVH) <Peter.C.Richards@swansea.gov.uk>
Subject: RE: Time & Salary

¥ A <2
> _'_'____ Cyngor Abertawe Hi both

Swansea Council

— As this is a system / Payroll issue, you will need to email
these queries to the Workforce Transactional mailbox.

It is easier if you email them directly as that way they will respond directly to yourselves if they
need any further information.

Hopefully they will be able to rectify these issues, but if this doesn't happen come back to me.
Thanks

Wyn

Wyn Matthews

Prif Bartner Busnes AD & DS

Principal HR & OD Business Partner

@ 07471 145357

b< wyn.mathews@swansea.gov.uk
bAwyn.mathews@abertawe.gov.uk

From: Jon Roberts <Jon.Roberts@swansea.gov.uk>

Sent: 19 December 2019 14:20

To: Wyn Mathews <Wyn.Mathews@swansea.gov.uk>

Cc: Peter Richards (EVH) <Peter.C.Richards@swansea.gov.uk>
Subject: Time & Salary

Hi Wyn,

As part of a review of budget and costs Peter & | have identified two issues with contracted time after looking at
salary budget papers.

As part of a saving in 2014 all of the Building Control Surveyors agreed to drop their working hours by 15mins per
week to 36.75 hrs. In the last few days Peter has noticed that in a salary spreadsheet one of the officers is only
receiving a Salary based on 36.45hrs. This appears to be borne out by information we can see on Oracle regarding
his personal details and contract?

On checking his Flexi allowance it appears that his flexi time is based on the 36.75hrs as his requirement to work on
a Monday is for 7.09hrs. It’s a situation where he has been paid less than his colleagues at a level lower than he
agreed to. He has however, indirectly appeared to benefited from the flexi system which is based on the 36.75hrs.
He does however, at each flexi period end have several hours ‘knocked off and reduced to 12hrs, so does not on the

face of it accumulate ‘extra time’.

As part of this checking by us, | also noticed that my flexi allowance is based on 36.75 hrs, although I'm contracted
since 18" September 2017 for 37hrs, in effect I've had to work less time (LOL®)



We're obviously anxious to sort out these anomalies. Firstly be correcting my flexi requirement to 37hrs. Secondly
and perhaps a little more complicated is establishing if David Lloyd is in fact being paid less, and how do we
approach the issue of dealing with the underpayment made on his salary for the last 5 years?

We’d appreciate some advice as to how we should approach this?

Regards

Jon Roberts BSc.{Hons) MRICS

Arweinydd Tim Rheoli Adeitadu
Building Control Team Leader

= 01792 635618 | 07980 721588
52 jon.roberts (@ swansea gov.uk
Wy swanses. qov.ulibeon




Sarah Measday

From: Sarah Measday

Sent: 20 December 2019 14:12

To: Service Centre Helpdesk

Cc: Jon Roberts

Subject: Flexi Amendment Jon Roberts 064093 ---FW: Time & Salary

Hi Please can you adjust Jon Roberts Hrs on the flexi system.

He is currently down as working 36.75 on flexi but actually he work’s the full 37hrs per week.

Many Thanks
Cofion cynnes/Kind regards

.r"..--_ ﬁ-‘\"\‘_.\
/'// ‘\-\
s a0 Cyngor Abertawe
o™ Swansea Council
_%. = - _‘/—-

Sarah Measday

Gweithlu - Swyddog Dadansoddeg,
Recriwtio a Newidiadau

Workforce- ARC Officer
01792-636098
sarah.measday@swansed.qgov.uk

Please consider the environment. Do you really need to print this email2

From: Jon Roberts <Jon.Roberts@swansea.gov.uk>

Sent: 20 December 2019 10:53

To: Workforce Transactional <Workforce.Transactional@swansea.gov.uk>
Cc: Peter Richards (EVH) <Peter.C.Richards@swansea.gov.uk>
Subject: Intro email sent 20.12.2019 snm ---FW: Time & Salary

Hi. Wyn has referred me to you regarding the issues identified below.

Can you please contact me to discuss and confirm any changes that need to be made?

Kind regards
Jon



(/ Jon Roberts BSc.(Hons) MRICS
= Arweinydd Tim Rheoli Adeiladu
k Building Control Team Leader

/ bt = 01792 635618 | 07980 721588
Cyngor Ahertawe ,

Swansea Council

; - "\.\{: A

1969 2019

Cyngor Abertawe From: Wyn Mathews <Wyn.Mathews @swansea.gov.uk>
Swansea Council Sent: 19 December 2019 15:46

e — To: Jon Roberts <Jon.Roberts@swansea.gov.uk>
Cc: Peter Richards (EVH) <Peter.C.Richards@swansea.gov.uk>

Subject: RE: Time & Salary

Hi both

As this is a system / Payroll issue, you will need to email these queries to the Workforce
Transactional mailbox.

It is easier if you email them directly as that way they will respond directly to yourselves if they
need any further information.

Hopefully they will be able to rectify these issues, but if this doesn’t happen come back to me.
Thanks

Wyn

Wyn Matthews

Prif Bartner Busnes AD & DS

Principal HR & OD Business Partner

B 07471 145357

< wyn.mathews@swansea.gov.uk
Xwyn.mathews@abertawe.gov.uk

From: Jon Roberts <Jon.Roberts@swansea.gov.uk>

Sent: 19 December 2019 14:20

To: Wyn Mathews <Wyn.Mathews@swansea.gov.uk>

Cc: Peter Richards (EVH) <Peter.C.Richards@swansea.gov.uk>
Subject: Time & Salary

2



Sarah Measday

e
From: Sarah Measday
Sent: 20 December 2019 14:31
To: Payroll.SWs
Subject: SW3 David Lloyd 058462 - Underpayment from 1.12.2014 - incorrect hrs entered on
Oracle
Attachments: SW3 David lloyd 058462 - Underpayment from 1.12.2014 - incorrect hrs entred on

Oracle.doc; David lloyd incorrect working hrs entered on oracle 20.12.2019

Hi
Please find attached an SW3 for the underpayment of SuTEwE Salary.

s hrs changed from 37hrs per week to 36hrs 45 mins from 15t Dec 2014 — The hrs have been entered on Oracle
at this time as 36.45 rather than the decimal of 36.75 — this has resulted in the underpayment of salary. . I've also
attached the letter’s sent out at the time to show he work’s 36.hrs 45mins.

I have updated Oracle — please can the underpayment be paid in David’s January Salary.
Can you let me know roughly how much this is so that Jon Roberts the line manager can inform David.

Many Thanks
Cofion cynnes/Kind regards

Sarah Measday

Gweithlu - Swyddog Dadansoddeg,
Recriwtio a Newidiadau
Workforce- ARC Officer
01792-636098

—» -/ Cyngor Abertawe  sqgragh.measday@swansed.dov.uk
50 yed® A Swansea Council

e —

Please consider the environment. Do you really need to print this email2






Change to Details Form — SW3 Page 1
To be fully completed by all Line Managers

Name of Directorate: Location Name:

Emplovee Details:

Forenames: Jiiiin

Pay No: 05|84 (|62
Surname: g™

Current Position P|IL{O0O]|O |4 |3]|V|1
NI No: No:

PLEASE NOTE: YOU SHOULD NOT APPOINT TO A POSITION SUBJECT TO A DBS

New Employment
DISCLOSURE UNTIL CLEARANCE HAS BEEN RECEIVED:

Details:
IS THIS POSITION SUBJECT TO A DBS DISCLOSURE? YES [] No[]
HAS THIS DISCLOSURE BEEN UNDERTAKEN? YES [] No[
Post Title: Senior Building Control Officer Hours per week: 36.75
Position No: Grade from: to:
' | | ‘ SCP from: to:
Contract Type: 39]_] 40| 41] 52[]
(Education only)
Directorate: Salary Grade from: £ to: £
Service Unit: Fixed hourly Rate: £ (if applicable)
Section: Starting Salary: £ SCP:
Location: .
Datq of Commencement: 1% Dec 2014

Organisation for Oracle :

Payroll: Salary Basis:

Is this Employment: Spinal Salary X
Permanent [0 Temporary | Monthly & AdHoe E
Relief [0 FixedTerm [] Annual Salary [
Honorarium [0 Regrading O
Other L] Name of Child: (Education onty)

If Other, please state: Is Employee a Purchaser/Approver? Yes D No D

IF TEMPORARY, PLEASE PROVIDE END Service LT 1]

DATE: Code:

Cost Centre: Ll | | | ]

Project Code | | | [ | [ |

Further Comments:
Employee reduced hrs by 15mins per week to 36.75 from 1% December 2014 — The hrs have been entered on
oracle incorrectly as 36.45 rather than 36.75 — this has now been corrected — there has therefore been an under

payment in salary since 1% Dec 2014 — please pay underpayment in with January’s salary

Swansea Council

__..--""-——__

k (/v- Cyngor Abertawe
-



Change to Details Form — SW3 Page 2

Tier Manager Information: If person is covering another Employee,
Tier 1 [0 - Chief Executive & Department Directors please give details:
Tier 2 [ - All Heads of Service
Tier 3 [J - All Senior Management (who report directly to Name:

HoS)
Tier 4 [0 - Managers who report to Senior Management .
Tier 5 g Pay No:
Trainee O

Reason:

Employee D Employee to be selected if no other option

applies.
Supervisor Information:
Name of Employee’s Supervisor:
Supervisor Pay No:
Is the Employee moving into a Supervisor role? Yes D No

If Yes, please provide the names and pay no’s of the Employees he/she will be supervising:

Name: Pay No: Name: Pay No: Name: Pay No:

If the Employee is transferring from a Supervisor role, please provide the names and pay no.s of the
Employees he/she previously supervised:

Name: Pav No: Name: Pay No: Name: Pay No:

Please provide the name and pay no. of the person who will now be supervising the above Employees:

Name: Pay No:

Should the post this Employee is vacating now be eliminated? (If applicable) Yes [ | No []

HR/Pavroll use onlyv:

Social Services Line No: Copy date to JE:

Name of Workforce Team Member who completed form: Sarah Measday

Authorised by: SNM Position: Workforce Arc Officer
Contact Tel No: Date: 6.1.2020
Authorised: Yes []J No[] Actioned by:

«1 Cyngor Abertawe
[\ Swansea Council

_‘:_f__




REWARD MANAGEMENT
Honorarium Payment

4% Dec 2019 -Email received from Manager — Request to Submit Honorarium
Request for approval of Corporate Management Team (CMT)

5" Dec 2019 -Honorarium Payment Form sent LE for CMT Approval
12 Dec 2019 — Honorarium Approval received. Manager Notified.

The manager then offered the Higher graded Honorarium to an internal member of
staff,

23" Dec 2019 - Team member HY then notified myself that Employee had been
offered an Honorarium Payment for the higher paid post. Further Details were sought
from HY on exact payment instructions and start dates of Honoraria.

30" Dec 2019 — Instruction sent to Payroll in the form of SW3 instructing the
auctioning of Honorarium Payment starting 1sjan 2020. Letter sent to employee
confirming the 6 month temporary payment and review date.

Changes actioned on Oracle system, review alert date set.

This piece of work is fairly straight forward but we must always correspond with
managers to ensure that the correct payment and time scales are actioned. These
actions ensure that Corporate Policy and Finance requirements are met.






Sarah Measday

From: Julian Morgans

Sent: 04 December 2019 18:08

To: Workforce Transactional

Subject: submitted 5.12 for approval on 11th Dec ---honorarium application to be
considered by CMT

Attachments: HoS approval RE: Honoraria request for consideration; HR approval RE: Honoraria

request for consideration; Senior Social Care Payment and Recovery Officer
Honorarium_payment_form_-_template.doc; Finance approval RE: Honoraria request
for consideration

Categories: Sarah

Hi
7/ “ (/f:)- Please can you submit this honorarium application to CMT
£ -j‘-}""‘969'2‘"‘5"\“ K k for consideration. Necessary approvals also attached.
o T
< HR officer has advised that it needs to be approved before

, j-pﬁagr Cyngor Abertawg the relevant staff are given the opportunity to apply for the
/v Swansea Council enhanced role

—m—

e | &
) yees

Thanks

Julian Morgans
Revenues and Benefits Manager
Rheolwr Refeniw a Budd-daliadau

& 01792 635872
julian.morgans(@swansea.gov.uk
julian.morgans@abertawe.gov.uk

Er mwyn cael gwybodaeth am sut yr ydym yn defnyddio’ch data personol, ewch i
www.abertawe.gov.uk/GwybodaethBersonolRefeniwaBudd-daliadau

For information about how we use your personal data, please visit
www.swansea.qov.uk/RevsandBenspersonalinfo

Croesewir gohebiaeth yn y Gymraeg a byddwn yn ymdrin & gohebiaeth Gymraeg a Saesneg i un
safonau ac amserlenni.

We welcome correspondence in Welsh and will deal with Welsh and English correspondence to
the same standards and timescales.






Cyngor Abertawe
Swansea Council

I

Honorarium Payment

| Employee Name: |

 Post Title:
Pay No:
Department:

Social Care Payment and Recovery Offic_er_._

Resources

TBC once honoraria payment has been
approved. 3 grade 6 staff will have the
opportunity to apply.

TBC

Service Areal/Section:

Revenues and Benefits / Social Care
Income and Finance Team

| Current Grade & Scp:

Grade 6 SCP 11 £21,166

Details of higher graded post:

Senior Social Care Payment and Recovery "
Officer

Grade and scp of higher graded post:

Grade 7 SCP 19 £24,799

Percentage of duties undertaken:

50%

Does this work need to be undertaken?

Yes

Is this proposal the most cost effective me_thod?

Yes - the additional payments will be
funded from vacancies within the section

Implications on not awarding this payment

Service Users will not receive the support
required for their well being.

Income to the authority will reduce as there
will be an impact on the promptness and
regularity of the billing process.

Another senior senior officer has been
covering some of the duties for an interim
period but needs to return to their own role
on a full time basis.

The team is about to take on an additional
scrutiny role of social care packages as
laid out in a recent DPR which also
approved an additional. The new post
holder will need to be supported. Without
this payment,it will not be possible to start
the increased scutiny of care packages
and the potential savings anticipated from
right sizing those care packages may not
be achieved.

Prepared B;: )
Date:

EXAMPLE 1

Julian Morgans

4% December 2019

DIFFERENCE BETWEEN SUBSTANTIVE GRADE & HIGHER GRADE



| Reason for Payment
(e.g. cover for long term absence or to undertake a specific piece of work)

|  The officer will be required to undertake additional duties and responsibities resulting from the
absence of the Senior Social Care Payment and Recovery Officer due to a serious long term

illness _ _

| Duration of Payment

The payment is effective from 15t January 2020 until 30t June 2020 when the position will be
reviewed.

Details of Payment
(e.g. percentage increase in salary and how the payment has been calculated)

The payment is based on the the difference between Grade 6, scp 16 and Grade 7, scp 19 and as
the officer will not be undertaking the full range of duties, they will receive 50%, i.e. £83.79 per

month.
See Appendix 1 for a copy of the calculation. _ o

Approvals
Yes | No Signature Date
Head of Service
Director
Finance
For Head of HR
CMT

HONORARIUM PAYMENT - Officer affected to be confirmed once approved

GRADE SCP SALARY

Current salary 6 11 21 £166

£
Proposed salary 7 19  24.799

« H £
Difference in Salary per annum 3,633.00

£
Amount per month 302.75

Percentage 50% 151.38




Sarah Measdaz
= “

From: Liz Edmonds

Sent: 12 December 2019 12:10

To: Workforce Transactional

Subject: Approval's 11.12.2019 ---CMT decision
Attachments: Senior Social Care Payment and Recovery Officer

Honorarium_payment_form_-_template.doc; Honararia 11.12.19.docx

Follow Up Flag: Follow up
Flag Status: Completed
Categories: Sarah

Hi
Please see attached.
Regards
Liz
Cyngor Abertawe
Swansea Council Liz Edmonds

— Swyddog Cefnogi'r Prif Weithredwr
Chief Executive’s Support Officer

& 01792 637530
Liz.Edmonds@swansea.gov.uk

Croesewir gohebiaeth yn y Gymraeg a byddwn yn ymdrin & gohebiaeth Gymraeg a Saesneg i'r un safonau ac

amserlenni.
We welcome correspondence in Welsh and will deal with Welsh and English correspondence to the same standards

and timescales






Sarah Measday

From: Heather Young
Sent: - 23 December 2019 10:11
To: Sarah Measday
Subject: FW: who to tell in HR FW: ----Honorarium request for consideration by CMT
Follow Up Flag: Follow up
Flag Status: Completed
Hi Sarah
(.//} Please see below for the chain of e-mails regarding the
\. honorarium.
< Regards
Cyngor Abertawe  Heather Young
Swansea Council
f
= Heather Young
~ Rheolwr Incwm a Chyllid Gofal Cymdeithasol & Budd-

(;Y“QO" Ab%’ ta"”? daliadau Gwasanaethau Cwsmeriaid
wansea Louncll  gycial Care Income and Finance & Benefits Customer

" Services Manager

@ 01792 636898
heather.young@swansea.gov.uk

0< heather.young@abertawe.gov.uk

Er mwyn cael gwybodaeth am sut yr ydym yn defnyddio’ch data personol, ewch i
www.abertawe.gov.uk/GwybodaethBersonolRefeniwaBudd-daliadau

For information about how we use your personal data, please visit
www.swansea.gov.uk/RevsandBenspersonalinfo

From: Julian Morgans <Julian.Morgans@swansea.gov.uk>

Sent: 20 December 2019 17:40

To: Heather Young <Heather.Young@swansea.gov.uk>

Subject: who to tell in HR FW: ----Honorarium request for consideration by CMT

If you tell Sarah Measday about#@®®she said she will action it for us

Julian Morgans
Revenues and Benefits Manager
Rheolwr Refeniw a Budd-daliadau

® 01792 635872
julian.morgans@swansea.gov.uk
X julian.morgans(@abertawe.gov.uk

Er mwyn cael gwybodaeth am sut yr ydym yn defnyddio’ch data personol, ewch i
www.abertawe.gov.uk/GwybodaethBersonolRefeniwaBudd-daliadau
1




For information about how we use your personal data, please visit
www.swansea.gov.uk/RevsandBenspersonalinfo

Croesewir gohebiaeth yn y Gymraeg a byddwn yn ymdrin & gohebiaeth Gymraeg a Saesneg i'r un
safonau ac amserlenni.

We welcome correspondence in Welsh and will deal with Welsh and English correspondence to
the same standards and timescales.

From: Sarah Measday <Sarah.Measday@swansea.cov.uk>
Sent: 12 December 2019 15:38

To: Julian Morgans <Julian.Morgans@swansea.gov.uk>
Subject: RE: ----Honorarium request for consideration by CMT

Fab That’s great. Once the persons have been agreed come back to me and I can action for you.

Cofion cynnes/Kind regards

Sarah Measday
Gweithlu - Swyddog Dadansoddeg,
Recriwtio a Newidiadau
Workforce- ARC Officer
- 01792-636098

o/ Cyngor Abertawe  sqragh.measday@swansedq.aov.uk
- / Swansea Council

Please consider the environment. Do you really need to print this email2

From: Julian Morgans <Julian.Mareans@swansea.cov.uk>
Sent: 12 December 2019 15:19

To: Sarah Measday <Sarah.Measday @swaiisea.gov.uk>
Subject: RE: ----Honorarium request for consideration by CMT

Thanks Sarah

No difference, just that its quicker than | thought ©

Thank you



Julian Morgans
Revenues and Benefits Manager
Rheolwr Refeniw a Budd-daliadau

® 01792 635872
X julian.morgans@swansea.qgov.uk

Cyngor Abertawe 3 julian.morgans@abertawe.gov.uk
Swansea Council

/
Er mwyn cael gwybodaeth am sut yr ydym yn defnyddio’ch
data personol, ewch i www.abertawe.gov.uk/GwybodaethBersonolRefeniwaBudd-daliadau

For information about how we use your personal data, please visit
www.swansea.gov.uk/RevsandBenspersonalinfo

Croesewir gohebiaeth yn y Gymraeg a byddwn yn ymdrin & gohebiaeth Gymraeg a Saesneg i'r un
safonau ac amserlenni,

We welcome correspondence in Welsh and will deal with Welsh and English correspondence to
the same standards and timescales.

From: Sarah Measday <Sarah.Measday@swansea.gov.uk>
Sent: 12 December 2019 15:17

To: Julian Morgans <Julian.Morgans@swansea.gov.uk>
Subject: ----Honorarium request for consideration by CMT

HiJulian,

I submitted this for you last week and then you noticed that Adam had not approved but | asked Liz to leave it off
until we had the approval but it appears to have gone in anyway and has come back to us as approved.

Please find attached the approval spreadsheet. You can now move forward to offering the enhanced roles.

Sorry for the confusion and Hope it makes no difference (ie there are no differences on the request sent in today).
Any problem’s let me know.

Cofion cynnes/Kind regards

Sarah Measday

Gweithlu - Swyddog Dadansoddeg,
Recriwtio a Newidiadau
Workforce- ARC Officer
01792-636098

Cyngor Abertawe  sgrgh.measday@swansea.gov.uk
Swansea Council

Please consider the environment. Do you really need to print this email?



From: Julian Morgans <Julian.Morgans@swansea.gov.uk>
Sent: 12 December 2019 12:07

& ({’3‘ To: Workforce Transactional
T

<Workforce.Transactional@swansea.gov.uk>
Subject: Submitted 12.12.2019 for CMT on 18th Dec ------ Honorarium
request for consideration by CMT

Cyngor Abertawe
Swansea Council Hi

Please can you submit this honorarium application to CMT
for consideration. Necessary approvals also attached.

HR officer has advised that it needs to be approved before the relevant staff are given the
opportunity to apply for the enhanced role

Thanks

Julian Morgans
Revenues and Benefits Manager
Rheolwr Refeniw a Budd-daliadau

= 01792 635872
julian.morgans@swansea.qgov.uk
julian.morgans@abertawe.qgov.uk

Er mwyn cael gwybodaeth am sut yr ydym yn defnyddio’ch data personol, ewch i
www.abertawe.gov.uk/GwybodaethBersonolRefeniwaBudd-daliadau

For information about how we use your personal data, please visit
www.swansea.gov.uk/RevsandBenspersonalinfo

Croesewir gohebiaeth yn y Gymraeg a byddwn yn ymdrin & gohebiaeth Gymraeg a Saesneg i'r un
safonau ac amserlenni.

We welcome correspondence in Welsh and will deal with Welsh and English correspondence to
the same standards and timescales.



Sarah Measdax
= =S ——— = “

From: Sarah Measday

Sent: 30 December 2019 13:55

To: Payroll.SWs

Subject: SW3 R 875639 - Honorarium Commencing 1.1.2020
Attachments: SW3 Resissswtstsigllh 875639 - Honorarium Commencing 1.1.2020.doc; Successful

candidate for the Honorarium to cover post number RE66923

Honorarium Calculations also attached.

Cofion cynnes/Kind regards

Sarah Measday

Gweithlu - Swyddog Dadansoddeg,
Recriwtio a Newidiadau

Workforce- ARC Officer
01792-636098

Cyngor Abertawe sarah.measday@swansea.qov.uk
Swansea Council

Please consider the environment. Do you really need to print this email?2
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Change to Details Form — SW3 Page 1
To be fully completed by all Line Managers

Name of Directorate:

Location Name:

Employee Details:

Forenames: <Riiim.
Surname .,

Pay No:

Current Position RIE|6 (6 |9 2|2 |- |V1

NI No:

New Employment

PLEASE NOTE: YOU SHOULD NOT APPOINT TO A POSITION SUBJECT TO A DBS
DISCLOSURE UNTIL CLEARANCE HAS BEEN RECEIVED:

Details:
IS THIS POSITION SUBJECT TO ADBS DISCLOSURE? YES[] NO[J]
HAS THIS DISCLOSURE BEEN UNDERTAKEN? YES[] No[J
Post Title: Hours per week: 37
Position No: Grade from: to:
SCP from: to:
Contract Type: 39 | 40[ ] 41[] 52[]
(Education only)
Directorate: Salary Grade from: £ to. £
Service Unit: Fixed hourly Rate: £ (if applicable)
Section: Starting Salary: £ SCP:
Location:

Date of Commencement: 15t Jan 2020

Organisation for Oracle :

Is this Employment:

Permanent O Temporary [
Relief [J Fixed Term [
Honorarium X'  Regrading [
Other O

If Other, please state:

IF TEMPORARY, PLEASE PROVIDE END
DATE: 30t June 2020

Payroll: Salary Basis:
Spinal Salary X
Monthly X  AdHoc [
Annual Salary [

Name of Child: (Education onty)

Is Employee a Purchaser/Approver? Yes I:I No I:I

Service [ ] |

Code:
Cost Centre: | | | | | |

Project Code [T T T T 171

Further Comments:

Employee has been awarded an Honorarium for covering a higher paid role — He needs to be paid
50% of the difference between Grade 6 SCP 11 and Grade 7 SCP 19 = £151.38

Swansea Council

 —

k ({-» Cyngor Abertawe
%




Change to Details Form — SW3

Page 2

Tier Manager Information:

If person is covering another Employee,

iv ils:
Tier 1 [] - Chief Executive & Department Directors please give details
Tier 2 [0 - All Heads of Service
Tier 3 [0 - All Senior Management (who report directly to Name:

HoS)
Tier 4 [ - Managers who report to Senior Management .
Tier 5 0 Pay No:
Trainee I

Reason:

Employee XI Employee to be selected if no other option

applies.
Supervisor Information:

Name of Employee’s Supervisor:

Supervisor Pay No:

Yes D

If Yes, please provide the names and pay no’s of the Employees he/she will be supervising:

Is the Employee moving into a Supervisor role? No

Name: Pay No: | Name: Pay No: Name: Pay No:

Iif the Employee is transferring from a Supervisor role, please provide the names and pay no.s of the
Employees he/she previously supervised:

Name: Name: Pay No: Name: Pay No:

Pay No: |

Please provide the name and pay no. of the person who will now be supervising the above Employees:

Name: Pay No:

Should the post this Employee is vacating now be eliminated? (If applicable) Yes [ ] No []

HR/Payroll use only:

Social Services Line No: Copy date to JE:

Name of Workforce Team Member who completed form: Sarah Measday

Authorised by: SNM Position: Workforce Arc Officer

Date: 30.12 .2019
Actioned by:

Contact Tel No:

Authorised: Yes [ No[J

k(’% Gyngor Abertawe
1\Y Swansea Council
_‘_"____,-—"‘"'—__




(/ Service Centre - Workforce
> Cyngor Abertawe The Guildhall, Swansea, SA1 4PE

& Swansea Council www.swansea.gov.uk

Direct Line: 636098

E-Mail: Sarah.measday@swansea.gov.uk

Our Ref: SNM/SCW

Your Ref:
Date: 30t December 2019

w
Heberpddoramm Please ask for: Sarah Measday
late.

ASwanseg;
SALEDY.
Dear e

HONORARIUM AGREEMENT - RE.66922-V1.Social Care Payment & Recovery
Officer

I can advise that an Honorarium Agreement has been authorised for acting up in the
above named post. This Agreement has been agreed for the period 1% January 2020
until 30% June 2020.

At the end of this period, the situation will be reviewed.

All your other terms and conditions remain unchanged.

If you have any concems or queries, please do not hesitate to contact me on the above

telephone number.

Yours sincerely

Sarah Measday
Workforce ARC Officer

To receive this information in alternative format, or in Welsh please contact the above.
I dderbyn yr wybodaeth hon mewn fformat arall neu yn Gymraeg, cysylitwch &'r person uchod.






Maternity Return Paperwork — TUPE transferred Annual Leave calculation
queries — Reduced Hrs on return after Maternity Leave

Employee TUPE Transferred to Swansea Council 1st April 2019 but commenced
Maternity Prior to this whilst working for Bridgend Council.

Employee requested breakdown of Holidays Accrued — Manager’s would normally
do this but as the TUPE transfer was involved we needed to establish leave from

previous authorities etc

Leave was worked out with corrections when further information was discovered and

hrs had been entered incorrectly on our system.
Payroll confirmed that this would not affect payments of Maternity as this was
calculated and entered by Bridgend prior to commencement with Swansea.

Notification was sent to Payroll 30" December to reduce hrs from 37 to 30 Hrs from
start date of 15t April 2019.

Notification was sent to Payroll 3™ Jan 2020 for Maternity Return on 14 January
2020 at which point an agreement has been made to further reduce hrs to 22.5hrs

per week.

A letter was sent to Employee confirming the return date, agreed Accrued Leave and
the reduction in working hrs. Letter dated 3™ Jan 2020.

Evidence attached






Sarah Measda¥

From: SEUNEENEES < theganz@gmail.com>

Sent: 15 December 2019 20:40

To: Sarah Measday

Cc: daneDAlETe T

Subject: Re: Referred to Manager for Leave arrangement’s 22.11.2019 snm ----Raghael-.
SRS taff Number aaEmaR-

Categories: Sarah

HI Sarah,

Thanks for your reply. I think I will give you a call in the morning if that is ok as I cannot see the calculator
and I am still unsure as to how the leave accrued is affected by bank holidays and is then worked out as a

minus.

In terms of 30 hours, I returned from my last maternity to Bridgend on 30 hours and this continued until I
went off on this period of maternity and I have letters from Bridgend to confirm that I was on 30 hours so I
am not sure why I have transferred over on 37... I can check the breakdown of pay that I had from Bridgend
as [ am pretty sure that that was paid on the 30 hour salary. In terms of 30 hours, I wasn’t under the
impression that I would be returning on 30 hours as I made a request, which was agreed, for me to to return
to part - time hours, which is 3 days a week so whatever hours that would be worked out as 3 full days. I

would like this in writing if this is possible.
I'will contact my manager this week to arrange the return dates etc.

Thanks
lbgelmel

On 11 Dec 2019, at 11:05, Sarah Measday <Sarah.Measday(@swansea. gov.uk> wrote:

HisiiliiiE.

I've updated the below for you — we don’t normally do these as it would be the responsibility of the
Manager to work out the leave so please discuss the figures with your Manager .
It would be the 23 days for your 4 day week and the Bank Holiday calculator cancel’s itself out ( you

would only get 19 Apr, 22 apr, 6 may, 27 May and 26 Aug)

This means for the period you have been off you have accrued the 21.3 days.

Can I check that you will be working 30 hrs and transferred on 30 hrs as you are coming up on the
system as 37hrs? This may mean you have been overpaid whilst on Maternity Leave. Give me a call
if you need to discuss further — use 636197

Cofion cynnes/Kind regards



<image001.png>
Sarah Measday
Gweithlu - Swyddog Dadansoddeg,
Recriwtio a Newidiadau
Workforce- ARC Officer
01792-636098
sarah.measday@swansea.qgov.uk

Please consider the environment. Do you redlly need to print this email?

From: il @z mail.com>

Sent: 11 December 2019 10:17

To: Sarah Measday <Sarah.Measday @swansea.gov.uk>

Subject: Re: Referred to Manager for Leave arrangement's 22.11.2019 snm - NSONEDUNNR St a ff
Number SRS

Hi Sarah,
Thank you so much for helping me to work this out.
I am slightly confused, please bear with me on this. I just have a few questions.

1. When I worked for Bridgend, I had 23 days leave on a 30 hour contract.(sorry I have put
the incorrect figure below I’ve amended that for you now to 23) Probably the same as
Swansea. If my leave year started on Bridgend in the Feb with Bridgend but not until the
March with Swansea, how does this transfer over? Do those days get added to the new leave
year that started with Swansea?Yes. It would be 1.9 days 1% Feb to 28% Feb then 1% March to
31% march before Tupe 1.9 days = the 3.9 days owed for before Tupe Transfer

2. Are you able to explain why there is a minus amount for the bank holidays? With
Bridgend, I would use the bank holidays accrued at the end as leave. Hope this makes
sense?? You would accrue Bank holidays in the paid period of Maternity only. We use a
Bank Holiday Calculator for this and it all depends on working days. I’ve attached your
calculator which show’s the hrs etc I’ve amended this is I assumed that it was 29.6 hrs but if
you work 30 hrs it means that there are no BHols to claim as the minus each other out -
Leave owed would then actually be 21.3 days ( before tupe 3.9 + after tupe 17.4 = 21.3days)

3. Lastly, you have calculated until the end of January, if I come back at the beginning of Jan
for 3 days a week, what would be my leave entitlement amount for Feb - end of March based
on 3 days a week? From January to March on 3 days (Annual Leave would reduce to 17.4
days per year) Monthlyl.45 daysx 2 = 2.9 days (this would be rounded up to 3 days for the 2
months)

I am so sorry to be a pain.
Thank you so very much.
oE el

On Friday, December 6, 2019, Sarah Measday <Sarah.Measday(«@swansea.gov.uk> wrote:
Hi Rachael,




I have assumed that Bridgend work’s annual Leave the same as we do and at9 y'lears service your
leave would be 23 days per year
Maternity Started 28" Jan 2019

Working on the information given : Leave Year at Bridgend ended 31 jan 2019
Leave used up until 31° jan 2019 in Bridgend

New Leave Year in Bridgend — started 1%t Feb 2019

Leave Accrued 1* Feb to 31% march 3.9 days

1** April Tupe to Swansea

Leave Accrued 1% April to 31* Jan 2020 = 19.3days - 1% April to 31 Dec = 17.4days

Total Annual Leave owed up to end of January 23.2days - Total Leave to end of Dec - 21.3 days
Bank Holidays in the paid period -work’s out as minus -1.48hrs - Nil

I make this that you would have 21.7 days Annual Leave and Bank Holidays owed if you return on
28™Jan 2019 if you return sooner eg 7% January this would be reduced to 20.4 days

You would then be reducing to 3 days per week so 7" Jan to 28" Feb would be the end of this years
leave and a new leave year would start 15t march 2020

FROM JUNE 2020 your leave will increase to 33 days per year so will need adjusting again.

Hope this helps, It is a little confusing but if you agree then you will need to agree a return date
with Jane and confirm with myself so that we can let payroll know.

Cofion cynnes/Kind regards

<image001.png>
Sarah Measday
Gweithlu - Swyddog Dadansoddeg,
Recriwtio a Newidiadau
Workforce- ARC Officer
01792-636098
sarah.measday@swansea.gov.uk

Please consider the environment. Do you really need to print this email?

From: RachaetGodwid < immmmnsurmieeeg >

Sent: 06 December 2019 15:15

To: Sarah Measday <Sarah.Measday @swansea.gov.uk>

Subject: Re: Referred to Manager for Leave arrangement's 22.11.2019 snm ---- AENNSSNSSEWT

Staff NumberiSSIeE

That’s what the usual day was.

On Friday, December 6, 2019, Sarah Measday <Sarah.Measday@swansea.zov.uk> wrote:
Okay we will have to choose a day as | won’t be able to trace back from your previous employer.

3



We will go with Friday as the non working day.

Cofion cynnes/Kind regards

<image001.png>
Sarah Measday
Gweithlu - Swyddog Dadansoddeg,
Recriwtio a Newidiadau
Workforce- ARC Officer
01792-636098
sarah.measday@swansed.gov.uk

Please consider the environment. Do you really need to print this email?

From: mail.com>

Sent: 06 December 2019 13:58
To: Sarah Measday <Sarah.Measday@swansea.gov.uk>
Subject: Re: Referred to Manager for Leave arrangement's 22.11.2019 snm ----Rachael Godwin

Staff Number 881162

Generally a Friday, but I ended up working a compressed hours week at the end so it was
every Friday and every other Thursday and Friday.

Sorry if I am making life completely difficult!

Thanks

On Friday, December 6, 2019, Sarah Measday <Sarah.Mecasday(@swansea.gov.uk> wrote:
Hi {—_

What would your non-working day have been? | need this to work out the bank Hols owed?

Cofion cynnes/Kind regards

<image001.png>
Sarah Measday
Gweithlu - Swyddog Dadansoddeg,
Recriwtio a Newidiadau
Workforce- ARC Officer
01792-636098
sarah.measday@swansea.gov.uk

From: mail.com>

Sent: 06 December 2019 12:20



To: Sarah Measday <Sarah.Measday@swansea.gov.uk>
Subject: Re: Referred to Manager for Leave arrangement's 22.11.2019 snm - A
Staff Number Gl .

I was hoping to start annual leave at some point at the beginning of January so that I get
paid in January and also use most of the leave up before starting a new year in March.
Thanks

On Friday, December 6, 2019, Sarah Measday <Sarah.Measday(@swansea. gov.uk> wrote:

And is your plan to return to work on Mon 27t Jan to use Annual Leave?

Cofion cynnes/Kind regards

<image001.png>
Sarah Measday
Gweithlu - Swyddog Dadansoddeg,
Recriwtio a Newidiadau
Workforce- ARC Officer
01792-636098
sarah.measday@swansea.gov.uk

Please consider the environment. Do you really need to print this email?

From: skt Semait. com>

Sent: 06 December 2019 11:51
To: Sarah Measday <Sarah.Measday @swansea.gov.uk>

Cc: Jane Delaney .gov.uk>
Subject: Re: Referred to Manager for Leave arrangement's 22.11.2019 snm -—Rachael Godwin

Staff Number 881162

Hi Sarah,

Thank you for emailing me.

1. Yes, my leave year started on the 1st Feb

2. Yes, I had used all my annual leave by the 28th J anuary.

3. Thad planned on reducing my hours on my return date not after using annual leave.

Kind regards
AsmetravhT

On Friday, December 6, 2019, Sarah Measday <Sarah.Measday(@swansea.cov.uk>
wrote:




Hi ismmnted.

Can I check a few more things so that | can work this out for you.

1. InBridgend your leave year started on 1% Feb? (In Swansea our leave year starts the
month after our birthday so 1°* March for you)

2. You had used your allocation up to 1% Feb as you commenced Maternity on 28" Jan 2019?

3. When you return here to Swansea will you reduce hrs on your return date or after using
Annual Leave?

Cofion cynnes/Kind regards

<image001.png>
Sarah Measday
Gweithlu - Swyddog Dadansoddeg,
Recriwtio a Newidiadau
Workforce- ARC Officer
01792-636098
sarah.measday@swanseda.gov.uk

Please consider the environment. Do you really need to print this emaile

From: faninsssaumssyes S |.com >
Sent: 22 November 2019 12:06
To: Workforce Transactional <Workforce.Transactional@swansea.gov.uk>

Cc: /i s \Wansea.gov.uk>

Subject: Referred to Manager for Leave arrangement's 22.11.2019 snm ----Rachael Godwin
Staff Number 881162

Good afternoon,

| am sending this email as | am currently on maternity leave, which is
due to finish on the 26th January 2020.

| would like to return to work at some point in the beginning of
January and use my leave accrued from the year | have been off work
so that | can return to work on or around in February 2020. | am not
sure what my return date would be in January as | have been off for
nearly a year and | have also changed local authorities since that time
. Would it be at all possible for you to assist me to work out what my
leave entitlement is please in order for me to be able to liaise with my
manager regarding return to work dates and annual leave etc please.?



In order to assist you to work this out, as you will be aware, prior to
going on maternity, | was employed by Bridgend Council on a 30 hour
basis, working 4 days a week. My leave year began on the month of
my birthday which is February. At the time of taking maternity leave |
had used my whole leave allowance for the previous year so will have
accrued the whole year along with bank holidays pro rata by the time |
am due to return to work. 1 was employed by Bridgend up until the
end of March at which point Swansea took over my contract of
employment, | also believe my leave allowance slightly changed at
this time too..

In addition, | have recently applied for, and have had approved by my
managers and head of service, a request to return to work on a part
time basis for three days a week. | have had some text and verbal
communication with my managers regarding this and | have also met
with them to agree days of work. However, | am yet to receive anything
in writing regarding this from HR and was wondering whether whether
you could let me know whether | could expect this please?

Kind regards

ifashashGodwin'

*****************************************************************

Mae'r e-bost hwn ac unrhyw ffeiliau a drosglwyddir gydag ef yn gyfrinachol ac at
ddefnydd yr unigolyn neu'r corff y cyfeiriwyd hwy atynt yn unig. Os ydych wedi derbyn
yr e-bost hwn drwy gamgymeriad, dylech hysbysu'r gweinyddydd yn y cyfeiriad
canlynol: gweinyddydd@abertawe.gov.uk

Bydd yr holl ohebiaeth a anfonir at y Cyngor neu ganddo yn destun cofnodi a/neu
fonitro yn unol 4’r ddeddfwriaeth berthnasol

Croesewir gohebiaeth yn y Gymraeg a byddwn yn ymdrin & gohebiaeth Gymraeg a
Saesneg i’r un safonau ac amserlenni.

This e-mail and any files transmitted with it are confidential and intended solely for the
use of the individual or entity to whom they are addressed. If you have received this e-
mail in error, please notify the administrator on the following
address:administrator@swansea.gov.uk

All communications sent to or from the Council may be subject to recording and/or
monitoring in accordance with relevant legislation

We welcome correspondence in Welsh and will deal with Welsh and English

correspondence to the same standards and timescales.
*******************************************************************

*****************************************************************

Mae'r e-bost hwn ac unrhyw ffeiliau a drosglwyddir gydag ef yn gyfrinachol ac at
ddefnydd yr unigolyn neu'r corff y cyfeiriwyd hwy atynt yn unig. Os ydych wedi derbyn
yr e-bost hwn drwy gamgymeriad, dylech hysbysu'r gweinyddydd yn y cyfeiriad
canlynol:gweinyddydd@abertawe.gov.uk

Bydd yr holl ohebiaeth a anfonir at y Cyngor neu ganddo yn destun cofnodi a/neu fonitro
yn unol 8’r ddeddfwriaeth berthnasol

Croesewir gohebiaeth yn y Gymraeg a byddwn yn ymdrin & gohebiaeth Gymraeg a
Saesneg i’r un safonau ac amserlenni.

This e-mail and any files transmitted with it are confidential and intended solely for the
use of the individual or entity to whom they are addressed. If you have received this e-
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mail in error, please notify the administrator on the following
address:administrator(«’swansea. gov.uk

All communications sent to or from the Council may be subject to recording and/or
monitoring in accordance with relevant legislation

We welcome correspondence in Welsh and will deal with Welsh and English

correspondence to the same standards and timescales.
e e sfe ok oo she e ske ofe she sk sfe sfe she she sk s sfeofe she sfe she e ske she sfe sfe o s s ke sfe she o sfe sfe e e she she she she she sk sfe e shesfe sk she sk sk e sk sk e sk sk e sl sk s e e e sle ok

sk s sk s o she i ok sk sk ok sk sk ke sk sk ok oo sk ok ok sheok ok sk ok st ok sk sk sk skesk ok sk sk sk sk skesiok ki ek skosiok sk sk skeoleskskok sk sk ko ok

Mae'r e-bost hwn ac unrhyw ffeiliau a drosglwyddir gydag ef yn gyfrinachol ac at
ddefnydd yr unigolyn neu'r corff y cyfeiriwyd hwy atynt yn unig. Os ydych wedi derbyn
yr e-bost hwn drwy gamgymeriad, dylech hysbysu'r gweinyddydd yn y cyfeiriad
canlynol:gweinyddydd@abertawe.gov.uk

Bydd yr holl ohebiaeth a anfonir at y Cyngor neu ganddo yn destun cofnodi a/neu fonitro
yn unol 4’r ddeddfwriaeth berthnasol

Croesewir gohebiaeth yn y Gymraeg a byddwn yn ymdrin 4 gohebiaeth Gymraeg a
Saesneg i’r un safonau ac amserlenni.

This e-mail and any files transmitted with it are confidential and intended solely for the
use of the individual or entity to whom they are addressed. If you have received this e-
mail in error, please notify the administrator on the following
address:administrator(@swansea.gov.uk

All communications sent to or from the Council may be subject to recording and/or
monitoring in accordance with relevant legislation

We welcome correspondence in Welsh and will deal with Welsh and English

correspondence to the same standards and timescales.
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s 3k 3k ok ok ok sk s ok ok ok ok ok sk ok sk sk ok sk ok ok ok ok st sk ok ok o ok sk sk sk ok ol ok s ok sk sk skeokook o sk sk sk skesk ke sk sk sk sk sk skok sk ko ksl sk sk ok

Mae'r e-bost hwn ac unrhyw ffeiliau a drosglwyddir gydag ef yn gyfrinachol ac at
ddefnydd yr unigolyn neu'r corff y cyfeiriwyd hwy atynt yn unig. Os ydych wedi derbyn yr
e-bost hwn drwy gamgymeriad, dylech hysbysu'r gweinyddydd yn y cyfeiriad "
canlynol:gweinyddydd@abertawe.gov.uk

Bydd yr holl ohebiaeth a anfonir at y Cyngor neu ganddo yn destun cofnodi a/neu fonitro
yn unol 4’r ddeddfwriaeth berthnasol

Croesewir gohebiaeth yn y Gymraeg a byddwn yn ymdrin & gohebiacth Gymraeg a
Saesneg i’r un safonau ac amserlenni.

This e-mail and any files transmitted with it are confidential and intended solely for the use
of the individual or entity to whom they are addressed. If you have received this e-mail in
error, please notify the administrator on the following

address: administrator(@swansea.gov.uk

All communications sent to or from the Council may be subject to recording and/or
monitoring in accordance with relevant legislation

We welcome correspondence in Welsh and will deal with Welsh and English

correspondence to the same standards and timescales.
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Mae'r e-bost hwn ac unrhyw ffeiliau a drosglwyddir gydag ef yn gyfrinachol ac at ddefnydd
yr unigolyn neu'r corff y cyfeiriwyd hwy atynt yn unig. Os ydych wedi derbyn yr e-bost
hwn drwy gamgymeriad, dylech hysbysu'r gweinyddydd yn y cyfeiriad
canlynol:gweinyddydd@abertawe.gov.uk




Sarah Measday

From: Sarah Measday

Sent: 11 December 2019 12:13
To: Rhian Morgan

Subject: RE: Rachael Godwin 881162
Okay,

I'll change the hrs as she has confirmed with me that she work’s 30 hrs and wants to reduce to 22.5 on her return. (1
will of course double check with her manager before actioning)

Do I need to do an SW3 for you?

Cofion cynnes/Kind regards

/,/-\ | (/ Sarah Measday
p 7\ & Gwe!thly - Swdec_ag Dadansoddeg,
Recriwtio a Newidiadau
(Ed ™y ™ ¥ Workforce- ARC Officer
b 01792-636098

Cyngor Abertawe  sqrgh.measday@swanseq.qov.uk
Swansea Council

Please consider the environment. Do you really need to print this email2

From: NITEIISTESIRaISPEEEs wansea.gov.uk>

Sent: 11 December 2019 11:55
To: Sarah Measday <Sarah.Measday@swansea.gov.uk>

Subject: RE: REEEISEININSSIISE

Hi Sarah

The maternity pay should be ok as we were informed by Bridgend of what to pay. With regards to the hours this
was probably put on when we joined her. If you can have confirmation that her hours should be 30 from when she
TUPE transferred over then you can change the hours on the system as it will not affect her maternity pay.

Any problem just let me know.

Thanks

Regards
Rhian Morgan



k((’%. Goruchwylydd Cyflogres - Gweithlu

'; 1969-2019 Payroll Supervisor - Workforce
Y \

| B
! ® 01792 636098 | 07970 321842

NysssE—_eh o rtawe. gov. uk
P e ansea. qov.uk

CONFIDENTIALITY AND DISCLAIMER NOTICE This message and any attachments are confidential and may be legally
privileged or otherwise protected from disclosure. If you are not the intended recipient please telephone or email the
sender and delete this message and any attachments from your system. If you are not the

intended recipient you must not copy this message and attachments, or disclose the contents to any other person.

HYSBYSIAD CYFRINACHEDD AC YMWRTHODIAD Mae’r neges hon ac unrhyw atodiadau yn gyfrinachol a gallant fod yn
gyfreithiol-freintiedig neu wedi eu hamddiffyn rhag datgeliad fel arall. Os nad y chi yw’r derbynnydd bwriadedig ffoniwch
neu e-bostiwch yr anfonwr os gwelwch yn dda a diléwch y neges hon ac unrhyw atodiadau o’ch system. Os nad y chi
yw'r derbynnydd bwriadedig ni chewch chi gopio’r neges hon a'r atodiadau, na datgelu’r cynnwys i unrhyw un arall.

From: Sarah Measday <Sarah.Measday@swansea.gov.uk>
Sent: 11 December 2019 11:26

To: MsiasldosgaraRiUEEIRES s\wansea.gov.uk>
Subject: Rachael Godwin 881162

Hi Rhian ,

Can you have a quick look at« NS 2 sc — she was a Tupe transfer to us 1% April from Bridgend. She was
on Maternity at the time of transfer.

I have been dealing with an inquiry about her Annual Leave accrued but whilst looking on the system | can see that
her hrs have been entered on oracle as 37 hrs but all paperwork states 30 hrs. So she may have been overpaid but
not sure as the maternity calculations may have come from Bridgend etc.

She’s hoping to return the beginning of Jan 20 but don’t yet have confirmation of the exact date.

Cofion cynnes/Kind regards

Sarah Measday

Gweithlu - Swyddog Dadansoddeg,
Recriwtio a Newidiadau
Workforce- ARC Officer
01792-636098

Cyngor Abertawe  sarah.measday@swansea.gov.uk
Swansea Council

e




Sarah Measdax

From: Sarah Measday

Sent: 30 December 2019 13:22

To:

Subject: SW3 SEERaeneuewIRSIIEIR. (ncorrect hrs entered on oracle
Attachments: SW3 HemasrauuvieseR® (ncorrect hrs entered on oracle.doc
H i

I've sent this one directly to you as | spoke to you about the incorrect hrs on oracle.

Rachael TUPE transferred 1% April 19 whilst already on Maternity Leave and the hrs were incorrect — I've now
amended this on the system.

Cofion cynnes/Kind regards

/,’—*\ (/ Sarah Measday
Y/ R\ o Gweithlu - Swyddog Dadansoddeg,
- 2 \! K Recriwtio a Newidiadau
) K Workforce- ARC Officer
\7 01792-636098
~5/ Cyngor Abertawe  sorah.measday@swanseq.aov.uk
g T Swansea Council

Please consider the environment. Do you really need to print this email2






Change to Details Form — SW3 Page 1
To be fully completed by all Line Managers

Name of Directorate: Location Name:

Employee Details:

Forenames:ﬁ
Pay No: 8|8 (1 |116 (2
Surname: <N

Current Position SIS|)6 (7 (3|3 4

NI No: No:
New Employment PLEASE NOTE: YOU SHOULD NOT APPOINT TO A POSITION SUBJECT TO A DBS
= DISCLOSURE UNTIL CLEARANCE HAS BEEN RECEIVED:
Details:
IS THIS POSITION SUBJECT TO A DBS DISCLOSURE? YES[] NoO[J
HAS THIS DISCLOSURE BEEN UNDERTAKEN? YES[] No[J
Post Title: Intervention Specialist Hours per week: 30
Position No: Grade from: to:
SCP from: to:
Contract Type: 39 ] 40 ] 41 ] 52[]
(Education only)
Directorate: Salary Grade from: £ to: £
Service Unit: Fixed hourly Rate: £ (if applicable)
Section: Starting Salary: £ SCP:
Location:

Datq of Commencement: 1 April 2019

Organisation for Oracle : |I
Payroll: Salary Basis:

Is this Employment: Spinal Salary X
Permanent O Temporary X Monthly }x‘ Ad Hoc I:
Relief [J FixedTerm [] Annual Salary [
Honorarium [0 Regrading (]

Other O . ,
Name of Child: (Education only)
If Other, please state: Is Employee a Purchaser/Approver? Yes ':I No D

IF TEMPORARY, PLEASE PROVIDE END Service LT 1]

DATE: Code:

Cost Centre: [ ] | [ T 1

Project Code [ ] | ] | [ ]

Further Comments:

Employee was TUPE Transferred to us whilst on Maternity Leave — The hrs have been entered incorrectly as 37
hrs but employee and manager and also all starter paperwork stated 30 hrs confirming she only work’s 30hrs per
week and that is what she transferred over on. Maternity Calculation shouldn’t be affected as these were passed
over to us from Transfer date. I have now updated the system to show correct hrs from 1% April 2019

‘\ «’1- Cyngor Abertawe
1\ Swansea Council

—-‘-r_—--—'—'-—____



Change to Details Form — SW3 Page 2

Tier Manager Information: If person is covering another Employee,
Tier 1 [J - Chief Executive & Department Directors p lease give detalls:
Tier 2 [ - All Heads of Service
Tier 3 [ - All Senior Management (who report directly to Name:

HoS)
Tier 4 [0 - Managers who report to Senior Management .
Tier O Pay No:
Trainee [

Reason:

Employee X] Employee to be selected if no other option

applies.
Supervisor Information:

Name of Employee’s Supervisor:

Supervisor Pay No:

Is the Employee moving into a Supervisor role? Yes D No

If Yes, please provide the names and pay no’s of the Employees he/she will be supervising:

Name: Pay No: Name: Pav No: Name: Pav No:

If the Employee is transferring from a Supervisor role, please provide the names and pay no.s of the
Employees he/she previously supervised:

Name: Pay No: Name: Pay No: Name: Pay No:

Please provide the name and pay no. of the person who will now be supervising the above Employees:

Name: Pay No:

Should the post this Employee is vacating now be eliminated? (If applicable) Yes [ ] No [ ]

HR/Payroll use only:

Social Services Line No: Copy date to JE:

Name of Workforce Team Member who completed form: Sarah Measday

Authorised by: SNM Position: Workforce Arc Officer
Contact Tel No: Date: 30.12 .2019
Authorised: Yes [ No[J Actioned by:

K = Cyngor Abertawe
Swansea Council




Sarah Measday

From: i ATl m>
Sent: 02 January 2020 09:40

To: Sarah Measday

Subject: Fwd: Return to work

Hi Sarah,

Please see attached regarding my return to work date. Jane has agreed this and T will send you the email
agreeing this. Kind regards

---------- Forwarded message ----------

From: rmail.com>

Date: Sunday, December 15, 2019
Subject: Return to work

To: Jane Delaney Mswansea. gov.uk>

HI Jane,
Hope that you are well and enjoying the build up to Christmas! It is bonkers in my house!!

You will see that I have copied you in on the email conversation that I have been having with HR regarding
my leave. I am slightly confused but I hope to get some clarification as to why the bank holidays I have
accrued have become a minus..perhaps you might have an idea?!

Working on the emails that I have been having, please bear with me, it would appear that I have approx 21.3
days owed until the end of January and then 1.45 days owed in Feb. In view of this, would it be at all
possible for me to return to work on the 14th January although take the 21 days over the 3 days a

week. ...for me to then return after the half term on the first week of March. IfI did this, I have worked it
out that this would mean that I would still have .3 and 1.45 days to carry over (I guess if rounded up,

this would add up to 2days). Is this possible with Swansea as I am sure I heard from somewhere that you
can carry up to 5 days over. So sorry to be a pain. Please correct me if you think this is wrong. It is all

hurting my head a little bit!

Would it also be at all possible for you to clarify with Sarah that will be returning to work part time for 3
days a week please? Would it be at all possible for you to request some form of acknowledgement from HR

in writing too please..

Kind regards
stwelrel™






Sarah Measday —

From: Sarah Measday

Sent: 03 January 2020 08:58

To: Payroll.SWs

Cc: Pensions

Subject: SW3 m Maternity Return & Reduced Hrs - 14.1.2020

aternity Return & Reduced Hrs - 14.1.2020.doc

Attachments: SW3

Return to work and reduced hrs

Cofion cynnes/Kind regards

Sarah Measday

Gweithlu - Swyddog Dadansoddeg,
Recriwtio a Newidiadau
Workforce- ARC Officer
01792-636098

'/ Cyngor Abertawe sarah.measday@swansea.aov.uk
Swansea Council

—

Please consider the environment. Do you really need to print this email2






Change to Details Form — SW3 Page 1
To be fully completed by all Line Managers

Name of Directorate: Location Name:

Employee Details:

Forenames: SEeHiem

Pay No: 8§ |81 |16 |2
Surname: GOV

Current Position SI(sleée {713 (3 /4

NI No: No:

New Employment PLEASE NOTE: YOU SHOULD NOT APPOINT TO A POSITION SUBJECT TO A DBS
] DISCLOSURE UNTIL CLEARANCE HAS BEEN RECEIVED:
Details:
IS THIS POSITION SUBJECT TO A DBS DISCLOSURE? YES [] No[]
HAS THIS DISCLOSURE BEEN UNDERTAKEN? YES[] No[]
Post Title: Intervention Specialist Hours per week: 22.5
Position No: Grade from: to:
SCP from: to:
Contract Type: 39 | 40 ] 41[] 52[]
(Education only)

Directorate: Salary Grade from: £ to: £

Service Unit: Fixed hourly Rate: £ (if applicable)

Section: Starting Salary: £ SCP:

Location:

Dat¢ of Commencement: 14" January 2020

Organisation for Oracle :

Payroll: Salary Basis:

Is this Employment: Spinal Salary X
Permanent [0 Temporary X Monthly DX Ad Hoc |:
Relief [0 FixedTerm [] Annual Salary [
Honorarium [ Regrading |
Ofe [ Name of Child: (Education only)

If Other, please state: Is Employee a Purchaser/Approver? Yes |:| No |:|

IF TEMPORARY, PLEASE PROVIDE END Service [T T 1]

DATE: £ ode:

Cost Centre: L' T T T 711
Project Code [ T T T T T 1

Further Comments:

Employee will be returning from Maternity Leave on Tuesday 14® Jan 2020. She will also reduce her hrs from 4
days (30hrs) to 3 days (22.5hrs) wef 14% Jan 2020

«‘ Cyngor Abertawe
Ny Swansea Council

.v__.-—"‘—'—_‘-



Change to Details Form — SW3 Page 2

Tier Manager Information: If person is covering another Employee,
Tier 1 [0 - Chief Executive & Department Directors please give details:
Tier 2 [ - All Heads of Service
Tier 3 [J - All Senior Management (who report directly to Name:

HoS)
Tier 4 [J - Managers who report to Senior Management .
Tier 5 O Pay No:
Trainee O

Reason:

Employee X Employee to be selected if no other option

applies.
Supervisor Information:
Name of Employee’s Supervisor:
Supervisor Pay No:
Is the Employee moving into a Supervisor role? Yes D No

If Yes, please provide the names and pay no’s of the Employees he/she will be supervising:

Name: Pav No: Name:

Pay No: Name: Pay No:

If the Employee is transferring from a Supervisor role, please provide the names and pay no.s of the

Employees he/she previously supervised:

Name: Pay No: Name:

Pay No: Name: Pay No:

Please provide the name and pay no. of the person who will now be supervising the above Employees:

Name: Pay No:

Should the post this Employee is vacating now be eliminated? (If applicable) Yes [ ] No []

HR/Payroll use only:

Social Services Line No: Copy date to JE:
Name of Workforce Team Member who completed form: Sarah Measday
Authorised by: SNM Position: Workforce Arc Officer
Contact Tel No: Date: 3.1.2020
Authorised: Yes [ No[J Actioned by:

\ *~ Cyngor Abertawe
SWansea Council




(( Service Centre - Workforce Team

k > Cyngor Abertawe The Guildhall, Swansea, SA1 4PE

\ Swansea Council www.swansea.gov.uk

‘:'__/—_\
Mrs. S Please ask for: Sarah Measday
P R AAT Direct Line: 01792 636098
Mumbles E-Mail: Sarah.measday@swansea.qov.uk
Swansea Our Ref: SCW SNM
BAFART Your Ref

Date: 34 January 2020

Dear {nnmnash»

Thank you for your Email/Letter dated 2" January 2020 in which you stated that you will
return to work from Maternity Leave on Tuesday 14" January 2020. In addition from this
date it has been agreed that you will reduce your hrs to 3 days per week (22.5hrs)
working Tuesday, Wednesday and Thursday.

I will notify the Payroll Section accordingly. All your other terms and conditions of
employment remain the same.

In the meantime, should you require any further information with regards to your
maternity leave, please contact me on the above telephone number or above email

address.

Yours sincerely,

L .
)"‘y‘t {27 ‘Gfay

Sarah Measday
Workforce ARC Officer
Service Centre — Workforce Team

To receive this information in alternative format, or in Welsh please contact the above.
| dderbyn yr wybodaeth hon mewn fformat arall neu yn Gymraeg, cysylitwch &'r person uchod.



Your Privacy

Swansea Council is the data controlier for the personal information you provide here.
We will use the information we collect from this form, and from the supporting evidence
you provide, to process your application for employment. Should you be successful in
your application, we will also use this information to fulfil certain legal obligations and
administer any service or benefit that we are responsible for as part of your employment
e.g. Statistical Information and Reporting.

We may check information provided by you, or other information about you provided by
a third party, against other information we hold. We may also contact third parties to
verify the accuracy of the information. For example, we may contact your previous
employer with specific questions about your employment with them. We will only do this
to prevent or detect fraud, as we are permitted to do by law.

Data protection law describes the legal basis for our processing of your data as one
based on the pursuit of our legitimate interests. For further information about how
Swansea Council uses your personal data, including your rights as a data subject,
please see our corporate privacy statement at
https://www.swansea.gov.uk/privacynotice on our website.

Swansea Council

f

k«‘- Cyngor Abertawe
%



Qualification: CIPD Diploma in Applied Human Resources

Module Name: Developing Professional Practice in Human Resources -
5CDPP

Report Title: Activity 4 — Understanding the ability to work collaboratively with
others, as a member of a team or working group.

Student Name: Sarah Measday

Student Number:- 1910137
CIPD Member Number:- 55478518

Word Count : 1000 words

By signing below, | confirm that the work/evidence presented is my own,
unaided work. | understand the regulations pertaining to candidate
malpractice and the action that may be taken as a result.

Signed:

k?’\,’fl l’({/} ) C{éj_

Date: |7 .1 2020 .
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Executive Summary and Introduction

The aim of this report is to explain the concept of group and team dynamics, looking

at different academic theories and models in relation to this. In addition the report will
also look at the concept of “political behaviour in organisations” and discuss how this
may impact in a positive or negative manner on the achievements of organisational

objectives.

2|Page



Teamworking

Many organisation’s today have large elements of working in Team, HR is no
exception. HR professional’s work in team with other HR professional’s, with other
individuals and groups, for example, Payroll and Pensions as this relates largely to
the lifecycle of the employee and of course Senior Managers, Directors, Unions and
other Stakeholders in the Business. Much of the focus will be on issues such as
team dynamics and conflict resolution. Good teamworking is vital, as Poor
teamworking can lead to serious losses in productivity and individual motivation of
employee’s. We must therefore make every effort to understand the different
dynamics of teams and how they interact with one another.

Huczynski and Buchanan (2010) suggest that teams can take many forms within our
organisations:-

Advice Teams— e.g. review committee

Action Teams— e.g. negotiation teams

Project Teams— e.g. Research Team

Production Teams— e.g. Assembly team

Teams themselves vary in size and structure, these will be dictated by the reasons
for their creation. Teams are also influenced widely by the following factors:-

Power

Leadership

Structure

Communication styles

The Nature of all the individual contributors to the group.

In order for HR professionals to be successful they must develop good teamworking
skills, be able to demonstrate skills for collaborative working and conflict resolution.

Group Dynamics

“Kurt Lewin, a social psychologist and change management expert, is credited with
coining the term “group dynamics” in the early 1940’s. He noted that people often
take on distinct roles and behaviours when they work in a group. “Group Dynamics”
describes the effect of these roles and behaviours on other member’s, and on the
group as a whole.” - MindTools (undated)

Group Dynamics can be positive or negative.

Positive dynamics are spotted when team members have trust in one another, work
towards shared decisions and become accountable to one-another. In addition these
teams are usually twice as more likely to be creative thinkers.

Negative Dynamics in Contrast usually cause the group to work disruptively.

Causing delays in decisions, making wrong choices and an inability to explore all
options from lack of communication.

3|Page



There are many useful theories on building effective Team’s in our organisations, |
will briefly look at two of these :-

Theory 1 - Tuckman’s Theory
Forming — Storming — Norming — Performing

The basis of Tuckman’s Theory first created in 1965 is that a team tackles a task
from its formation right through to completion. Tuckman later added a fifth phase
entitled Adjourning and Transforming to cover the finishing of the task.

Stage 1 — Forming — Team Assembly and Task allocation. Time spent planning,
collecting information and team bonding.

Stage 2 — Storming — Suggesting Ideas, Building relationships within the team, Need
for good facilitative Leadership at this stage.

Stage 3 — Norming — A move towards harmony in the working practices and trust

amongst team members.
Stage 4 — Performing — This stage is reached when all the hard work leads, without

problems, to the achievement of the team's goal set in stage 1.
Stage 5 — Adjourning — (added later). Most teams will reach the phase eventually
especially ones which are set up for a fixed period such as Project Teams.

This Final stage can be difficult for some especially when perhaps they don’t know
what they will be doing next.

Theory 2 - Belbin’s Theory

According to Belbin “Team Roles is the language of teams, enabling people to
project and talk about their behavioural strengths in a safe, non-confrontational and
productive way. Belbin promotes self-understanding, strengths-based working and
more effective communication with colleagues and managers alike. Team Roles help
compose successful teams, fine-tune existing teams for high-performance, and
ensure that all contributions are harnessed to best effect.”

Belbin and team discovered 9 types of behaviour called “Belbin Team Roles” which
are needed for the effective formation of a Team. Belbin describes these as follows:
» Resource Investigator - Uses inquisitive nature to find ideas to bring back to
the team.
e Teamworker - Helps team to gel, using their versatility to identify the work
required and complete it on behalf of the team.
» Co-ordinator - Needed to focus on the team's objectives, draw out team
members and delegate work appropriately.
» Plant - Highly creative and good at solving problems in unconventional ways.
e Monitor Evaluator - Logical eye, making impartial judgements where required
and weighing up the team's options in a dispassionate way.
e Specialist - Brings in-depth knowledge of a key area to the team.
e Shaper - Provides the necessary drive to ensure that the team keeps moving
and does not lose focus or momentum.
» Implementer - Needed to plan a workable strategy and carry it out as
efficiently as possible.
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e Complete Finisher - Most effectively used at the end of tasks to polish and
scrutinise the work for errors, subjecting it to the highest standards of quality
control.

Whilst there are 9 roles it does not mean that 9 people will be needed in the team.
Team members will usually have more than one of the above qualities. We must also
remember that each role has its strengths and weaknesses and each are equally
important. Not all roles will be needed for each project or at the same time , this is
dependent on the aims and objectives of the current project. By using Belbin you will
have a greater understanding of strengths and how they can be utilised, making
good effective teams.

After conducting the Belbin Individual Report myself, | have discovered that my
Primary Team Role was Implementer and Secondary Team Role was
Completer/Finisher. So I'd be a great person for the Planning of strategy and making
sure that the task is completed to a high standard to the Strategy set out from the
start.

There are many ways we may put together a Team, the most important thing is to
think about it intentionally. Having a team full of Leaders and no Teamworkers will
not get the job done.

Political Behaviour

Horn, 2009 gives us a brief definition of Office “politics” — “to take a particular view or
position with the intention of personally gaining from that position”.

Team members can be allies, opponents, adversaries, bedfellows or fence-sitters.
Any of these types of behaviour would be viewed negatively on the decision making
process. This is why as managers in HR we need to be fully aware of the political
nature, if we choose to ignore it, it could be detrimental, if we engage with it, we can
use it to ethically influence outcomes and enhance our organisations.

It is therefore good to be mindful of any political behaviour within our organisation’s
and teams that could influence the decision making processes.
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Development Ideas and Planning

| have conducted the CIPD Profession Map for my own Continued Professional

Development.
| choose to look at:-

Core Area — Leading HR

Professional Area — Service Delivery and Information
Professional Area — Employee Relations

Behaviour — Decisive Thinker

Behaviour — Courage to Challenge

Behaviour — Collaborative

| choose these areas as my current role is a Workforce- Analytical, Recruitment and
Change Officer. As | am looking to progress my career in HR these are the areas
that | feel | can gain knowledge in over the period of the 2 year Course that | am
undertaking. Of Course other areas will also be improved and impacted but | have
identified that these are areas of particular interest and some areas where |
particularly lack knowledge at present.

| feel that | would like to progress into a Leadership Role — | am currently part of a
team but feel | have the capabilities to Lead Team.

| consider myself to have very basic knowledge in Employment Law so am looking to
gain more knowledge in this and also deepen my understanding. Disciplinary
Hearings are also something that | have not had the opportunity to do at present so |
will be looking at the skills required to do this and to observe other HR Officer’s in

this area.

The Behaviours are all 3 areas that interest me. | want to improve on my Decisive
thinking, gain more courage, in challenging why we do what we do and also | will be
looking at more collaborative working within my current team and outside of my
team.

| have completed the Development Plan in part but currently my work place have
been slow to organise some shadowing of HR Officer's, this is only now being put
into place. | would hope to update this plan once we are up and running with
shadowing. | would hope to also add more to column 1. | have put Target Dates in
myself and hope | can achieve these goals in the time frame.



Juswissesse Q4D ay)

ul peysabbns seounosal asn
"saloljod

Auedwos uo dn Buipesy

‘dAlejUasaldal uoiun e
Ylim awi swos Buipuads
Alqissod ‘sbunesy

pue uonoe Aseurdiosip u

-aoe|d
Miom ayy up Aseudiosip
10 108dsal uj Ajuenoied

Buneay ‘sBunesy puape o) seynp | Jsuped SSauUISNgG/I0SIAPY me Juawhodwg ul
120z Azenuep Areuridiosip e Bunonpuog | yuawuno w0l pesesjal -alll | HH Mopeys | afipapmouy Aw esealou)
‘ue|d
Jstudojaasp ybnoayy
of o} yeow o} pasu
Ing Apealje auo paubisse
usaq aAey | “lojusw e
Uum sdiysuonelal e ping
‘uo saosdun ueo
| JBUm pue |jam op | jeym
Uo 3oBqpss Ino 3oag
"ddD wou} s88inon "s9joljod YH jo ‘'swea] Jo
pue syoog pa)sabbing | Buipuejsiapun ayy uadaap diysiepea ui dojaasp
Moeqgpsa 4oy} 1osialedns 0] 1apJo u uonesiuebio 0} Juem Jnqg aseq pljos
yum Bunssw Jejnbay Aw jo apisino pue uiyym poof e saey | |98y |
sBunesw ‘a0e|d ul Ind Bujaq S,|euoissajoid YH Jauio | “siinis YH Buipes Aw ul
0202 Jaquiadag wes| Jo wes] e Buipes Ajuaung s| siyy — Jojusiy Uym sdiysuopeya. pjing | dojeasp o} Buijoo| we |
uona|dwoo ¢.9q eua)uo éipaau | im &SIy} Jules| ]

pue malnail o} sajep Jeblie |

$8300NSs Aw |jIm yeypn

Moddns Jo seoinosal ey

BABILO. 0) 0P | ||M JRYM

0} psaupuEM | Op Jeym |

(", swes ay} jo aiow

» 40 Ateuonnjons aq Aew siy 1) ¢Buiop aq o) Juem | op Jeypa ¢ pouad Siy} Jo pus 8y} Aq aq 0} Juem | op 1oy

awoo)no pauue|d

'NOY4 aoi¥3d _

120Z Aely ‘0L 6102 Jequaoad |  JHL ONIYIAOD
UIFNNN 7

8158/ 1GG dIHSYIgWaw AVASYAW HYHYS JNVN

uejd juswdojans(




‘ButoBuo aq [im
ng 0202 |Mdy Aq sseuboud
aWos 93s 0} adoy pinom |

‘awodIN0

pue Bupjepy uoisiosq

Ul 90USPYUOD) PSR
‘apew uois|oop

8y} yum uonoeysies sIop
‘'sanbiuyoa) mau

9oNoeud oyui Supnd ul usss
24 |IIM SIY} JO $$800NG 8Y |

‘op Ajuanno
[ 1BYM Ul 40BQPS8} 10} XSy
"sSuo|sIoap Bupjew

10 sAem Juaiayip sjo0} puIly
9l SO)S oA U0 yoleasay

ETGRRNEY,
0} paau Juop | Jey} pue
1081100 S| 93BW | UoISioap
24} Jey) @8} 01 &|

pinom | — )1 epew aa,| seye
uols|9ap ay} Jnoge ssow
MUIY) | SSWBWOoS (a8

| Inq — Bupjuiyy 8AIsI08Q
12 poof we | |[eJan0 Jey)
pamoys Juswssasse ay |

“Bupjuiyy Aw uy
SAISIOBP 8Jow aLwodayg

020¢ 1d3s

Buiodai |04 01 Buiylewos
agAeN — Buiodal pue
asAleue ‘Loday Buiuuny

yosyspeauds
1o asn pue Bujuunu
Hodau ul obpajpmouy Jauln4y

sisk|eue 0} Buipuodsai
pue suodal Buluuni —
wes) ejep ay} Jo Jaquiew
e Upm awg) puadg

‘sisAjeue
ejep ul s|nis aroadu)




