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Development plan





	NAME:
	Katy Barron
	MEMBERSHIP NUMBER:       
	5339341X

	COVERING THE PERIOD FROM:
	September 2018
	TO:
	May 2020




Planned outcome

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

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

	Insights, Strategy and Solutions

Developing an understanding of the organisation using information and own experience



	Participate in regular meetings, shadowing the HR Officer and notetaking. In my own time, do some research into similar issues on the internet and make notes on how other organisations have dealt with such issues. 
	Support from management and staff to allow me to attend meetings. Notepad and computer to encourage me to note take during meetings and to type up minutes. Internet access to research.
	To confidently attend and contribute to meetings regarding significant issues which affect the organisation and be able to give recommendations to avoid or improve the situation.
	March 2020

	Insights, Strategy and Solutions

Collecting, analysing on data and metrics

	Look into a specific topic within my role. Collect data through a variety of methods and analyse the date collected.
	Availability to a topic which can be researched into. Time and support from management and staff to allow me to do this.
	Produce a document detailing my conclusion of the topic.
	April 2019

	Learning and Development

Supporting the design of learning programmes and initiatives


	Recognize successful training that staff have found useful, get feedback on previous training sessions and design staff development days with the help of the HR Officer. Design a training needs analysis form.
	The opportunity to ask staff for feedback and/or complete surveys.  
	Arrange a staff development day for all business support staff which will be relevant to their work and care for their wellbeing. 
	July 2019

	Learning and Development

Supporting the delivery of learning and training events and programmes (eg, joining instructions, training materials, evaluation)

	Create joining instructions and ensure any training materials and equipment are available for the trainer.
	An insight/understanding to the training programme/session to be able to provide support.
	Provide support for training sessions.
	January 2019

	Curious 

Being inquisitive: looking below the surface to understand the causes of problems


	Run reports/analyse data for any reoccurring or irregular patterns. If the problem is related to a staff member, shadow meetings to learn how to approach sensitive issues. 
	Time to complete reports or training relevant to this. The opportunity to conduct meetings with staff member(s).
	To successfully understand the underlying problem and help the organisation/staff member to overcome this.
	November 2019

	Curious

Analysing information and testing out ideas with others



	Analyse data and use techniques to overcome problems.
	Time to brainstorm and analyse. Access to computer.
	Accepting a problem and overcoming this by trying new ideas.
	January 2020

	Collaborative

Keeping colleagues up to date with information relevant to their work

	Speak with and ensure member(s) of staff are aware of any changes that may affect them.
	Attend relevant meetings. Make time to speak with the staff either face to face, over the phone or via email.
	Ensuring that staff are aware of any changes directly before hearing from other members of staff to avoid upset, anger or confusion. 
	December 2019

	The new CIPD HR Professional Map

Undertake a self-assessment against the new CIPD HR Professional Map
	Undertake a self-assessment against the new CIPD HRPM through the CIPD Map and compare to previous self-assessments. 
	Access to the CIPD website and the new professional map.
	To successfully complete another self-assessment. This time comparing the new HRPM with the previous HRPM
	May 2020

	Self-Development

Attend all CIPD workshops 
	Attend all scheduled workshops to enable me to submit good work and understand specific topics further.
	To be allowed time away from work to attend sessions and access to online and library resources for further research.
	To complete the CIPD course and successful take my learning into work which will allow me to effectively contribute and add value to the organisation
	May 2020

	Self-Development

Assist in internal investigation and disciplinary procedures
	Assist HR Officers and Advisors in investigation processes and/or attend or shadow disciplinary hearings.
	Attend disciplinary hearings following investigation procedures by being given the time and agreement by the panel and persons being disciplined.
	To understand the disciplinary policy and contribute to the disciplinary hearing by providing effective minutes
	December 2019

	Self-Development

Research an organisational issue and present my findings to management and/or the Executive team
	Research into a current issue and present findings to management.
	Access to relevant internal data, primary and secondary information to support my research.
	To establish an issue and provide my findings and recommendations to management. 
	July 2019

	Self-Development

Ensure further development of my knowledge and skills 
	Attend training sessions in various areas to expand my knowledge
	Time to attend training.
	To strengthen my knowledge in other areas to enable me to carry out my role.
	May 2020

	Self-Development

Contribute to an organisational issue or change
	Assist in an organisational change.
	For the organisation to go through large change which I can assist through note taking, attending meetings and assist the Director of HR any requirements
	I will have experience first had best practice of organisational change management; allowing me to reflect and prepare for any future change.
	March 2019
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	NAME:
	Katy Barron
	MEMBERSHIP NUMBER:
	5339341X

	COVERING THE PERIOD FROM:
	September 2018
	TO:
	May 2020




	Key dates
	What did you do?
	Why?
	What did you learn from this?
	How have/will you use this?
Any further action?

	
Monthly 
	To enhance my abilities under the core area; insight, strategy, and solutions I attend and schedule monthly HR meetings between the HR department at both Coleg Ceredigion and Coleg Sir Gar.
	These meetings would ensure both HR departments work closely together, sharing ideas, views, and organisational issues. Following the merger between Coleg Ceredigion and Coleg Sir Gar, this would make sure that the departments are working together as one to align with the organisational mantra; “One college, with two brands and 7 campuses”.

	These meetings allowed me to build relationships with colleagues of the HR department that were based on the campus furthest away. Improving relationships improved the standard of working and it encouraged ideas and opinions to be shared. Contributing and problem solving with colleagues and sharing experiences enhanced my learning.
	These meetings have been held at the different college campuses which has helped the 8 members of the HR Team become familiar with the other campuses. These meetings will continue to happen on a monthly basis. However, to prevent distance and travelling becoming a problem, the introduction of video conferencing might be an action to consider.

	
April 2019
	To enhance my abilities under the core area: insight, strategy, and solutions I collected and analysed data relating to a specific organisational issue and topic. This research was based on the increasing levels of sickness absence over the last 3 years at the College. To do this I identified literature relating to the statistics are the college as well as undertaken primary and secondary research, involving internal reports and completion of questionnaires. The evidence collated allowed me to produce a document of conclusion and recommendations which I was able to present to management.

	The number of short-term sickness absence rates at the college were increasing but little was done in ways of managing and reducing the figures. 

Researching into the topic and providing hard evidence reiterated the growing number of short-term absences and absenteeism; making the issue more real for management to see. 
	I learnt that the levels of short-term absence had increased over recent years. However, there was a steady decline during summer months of the academic year 2015-2016. The decrease in sickness levels could be connected to the restructure and redundancy procedures that were occurring at that time. High absence levels are a criterion for redundancy, so employees were careful about their personal sickness record (ACAS, 2019).
	This led to management and the HR department to analyse the current sickness absence policy to see how the problem could be resolved. 

Quarterly reports are currently run from the absence system to regularly monitor the absence rates. 

	
Staff Development and Wellbeing days have fixed scheduling throughout the year; January, April, June, July, August, September and November. 
	To improve my learning and development in line with the CIPD’s professional area, I ensured that I was involved in staff development by obtaining feedback through the internal feedback forms which contributed to the designing of staff development and wellbeing days. 

These days, in particularly wellbeing days were arranged to meet the needs of employees and their preferences. My involvement was to take note of the suggested activities and then put a message on the staff intranet asking for people to inform me of their chose wellbeing activity. I was able to chase those who had not put their name forward for an activity and monitor who attended as it was a requirement for everyone to 
attend.

	Whilst ensuring I contribute to the designing of staff development at the college I m able to deign programmes and initiatives unique to what the staff from different areas such as academic, business support and management want and need; enabling them to be successful in their own roles.
	I learnt that due to academic staff having a contractual amount of CPD hours to complete in an academic year they have a specific amount of training they must attended; this results in higher number of attendees within the academic staff area.

However, there is no compulsory CPD hours that business support aremcontracted to complete throughout the year, meaning there were less business staff attending training sessions. 
	Staff have been completing attendance forms at each training session they attend which then meant the HR department would need to manually input who attended which events. This was time consuming and not every employee would complete the feedback form. 

Therefore, working closely with other departments we have devised Google Forms where attendees must log on to the staff intranet and access the staff development schedule and confirm they attended sessions and provide feedback. This would automatically add the specific number hours to their personal CPD; also accessible via the staff intranet.

Employees have a certain time period to complete the online forms otherwise their CPD hours won’t be included. This has helped the amount of feedback I have been able to obtain from staff.


	
December 2018
	To help support the delivery of learning and development events and programmes I created and shared instructions with staff, explaining how to access and complete compulsory training.

With these instructions I was able to support staff and ensure that they completed the compulsory training. Everyone who completed the courses were recorded on a spreadsheet and I could monitor the expiry dates by running reports; I could then chase those who were out of date. 

	This was important as I needed to make sure that all employees abided by the safeguarding policies, were aware of college procedures and completed the courses that they were contracted to do.

I would also be able to run current reports for managers who asked for it and provide evidence to inspectors that all employees were up to date with compulsory training. 
	I learnt from this that a better system of recording could be used. Utilising the google platform used at the college would allow me to update one spreadsheet; this would reduce the amount of copies sent to manager or saved on the HR database. Updating a live online spreadsheet would mean that it is always up to date and visible to whomever I shared the spreadsheet with.
	Continue to develop a more advanced and effective way of recorded and managing staff development data.

	
August 2019
	To improve my skills under the Curious behaviour of the profession map I became more inquisitive by looking below he surface to understand issues. By running reports based on the sickness absences it was clear the system was not effective. 

Following discussion and designing with management and consultation between unions and employees a new sickness absence management policy, procedure and system was implemented. The system was based on Bradford factors which identified when sickness patterns were reoccurring. The policy and procedure also introduced various support meeting which encouraged better management of absences by line managers and the HR department. 

	By running regular reports, I was able to establish a flaw in the sickness absences system. The system used was not effective enough as it was not identifying irregular or reoccurring patterns.
	Through research I was able to get a better understanding of Bradford factors (BrightHR, 2020) and why many organisations embed them into their organisational policies and procedures.
	Continue to monitor the effectiveness of the current sickness system.

	
April 2019
	To further my curiosity behaviour, I got involved in overcoming problems and analysing current techniques/approaches used. 

As a HR department we identified that our induction process was no longer practical or efficient enough. Following many changes within the organisation the current induction did not include enough information to align with the new organisational objectives or strategy. To begin remodelling the induction programme and process I attended a meeting where together will my colleagues we brainstormed different ideas on how to reinvent an effective induction. 

	The previous induction did not align with the organisational aims, objectives and strategy following the merger between Coleg Ceredigion and Coleg Sir Gar.
	Following research into induction, I learnt the importance of getting employees engaged and gaining their interest from the very beginning. Investing time into an employee at the beginning of their employment lays foundation for performance management emphasized the organisational values and behaviours. Employers must choose candidates that align their own values with those of the organisation (Mearns, 2014).


	Employees were invited to attend a day induction at the Llanelli campus where they would receive PowerPoint presentations from the Principal and senior management team. This has now changed to the employees getting a day one induction by the HR department, following by a lunch induction with the Principal and senior leadership team at a later date. 

This has resulted in better feedback from employees; this will continue to be monitored to ensure the college is providing a high standard induction. 

	
January 2019 – August 2019
	The collaborative behaviour of the profession map identified that I needed to improve my abilities of keeping employees up to date with information relevant to their work. 

I did this when the HR department and management agreed to change and harmonise the policies at Coleg Ceredigion with those at Coleg Sir Gar. I attended meetings with management, as well as union meetings to ensure the correct information was being relayed to and from employees. I made myself available to anyone who had any queries via phone, face to face or email. 

	To ensure staff found out the correct and relevant information to them; to avoid any upset or confusion if they were to hear the information from colleagues before they were approached by management or HR. 
	I learnt the importance of having Union buy in before approaching a change that would affect employees; having a negative input from unions will hinder the change process and the trusting culture (CIPD, 2018).
	To continue involving unions and employee representatives in future organisational changes to ensure change continues to run smoothly

	November 2018 and April 2020 
	In September 2018 I completed a self-assessment against the CIPD 2013 Profession Map (CIPD, 2019). To recognize my development, I undertook another self-assessment, this time with the new CIPD Profession Map (CIPD, 2020)
	To establish where my strengths and weaknesses are. 
	I have understood that I have successfully improved by skills within the core area of Insights, Strategy and Solutions; the professional are of Learning and Development and the 2 behaviours; Curious and Collaborative. 
	Continue to undertake regular self-assessments to monitor my progress and to identify any areas of weakness. 

	September 2019 – May 2020
	I have been released one day a month from my work to be able to attend all CIPD workshops. This has benefited me greatly with the work that I have been able to produce for my course as well as at the College.
	Attending workshops has been important and useful; learning from the tutor as well as each other to get an understanding of different organisational issues, views, practises and opinions.
	I have developed a greater understanding of topics such as employment law, employee engagement, change management, recruitment and talent planning, employee relations, HR function and business context as well as organisational performance. I have understood literature and theory behind practices as well as different ways that they can be used within my organisation. 

	Maintain continuous professional development.

	December 2019 and March 2020
	I have been able to support the HR advisors during disciplinary processes by minuting hearings and interviews with the witnesses as part of the investigation process. 

	Previously I have only observed the disciplinary process and have not been able to assist or contribute valuably. This allowed me to attend investigation interviews as well as the disciplinary hearing. 
	Despite understanding the College policy and procedure is based on the ACAS Code of Practice (ACAS, 2015), I have understood the process in more detail as well as how the decision makers and investigating officers come to conclusions on how the situation will be handled.

	To continue to contribute to future investigation and disciplinary process as well as ensuring managers received relevant training on investigations and disciplinaries so that they can provide valuable support (CIPD, 2016).

	August 2019
	I was able to present my research to senior management. I explored the short-term sickness absence issue at Coleg Ceredigion and concluded that the rates were increasing, recommending to management that the policy, procedure, and system need reviewing. 

	A reviewed policy, procedure and system would ensure that absence rates are monitored and managed effectively.
	The influence of line managers is critical in managing absences (Fleming, 2015) 
	I provided training to line managers on how the new system operates as well as the revised policy and procedures Tymon and Rees (2014); making them aware of how valuable their contribution and management of absences is in order to reduce the rates. I will continue to provide or arrange training on the system and procedures.

	Continuous
	I have been able to attend many varied training sessions both internally and externally. 
	To ensure personal development which will be beneficial with my studies as well as my contributions at work. 

	I have learnt much more on topics such as employment law, workplace harassment, coaching and mentoring, appraisal, safeguarding and prevent.
	I will continue to attend training events to continuously improve my knowledge and skills and to put my learning into practice by contributing valuable work and sharing my knowledge with others.


	
May 2019 – August 2019
	I was able to assist the Executive Director of HR by note taking, attending meeting, and fulfilling any requirements needed during a large organisational change. From May 2019 it was decided that the college would need to go through voluntary redundancies in order to save money and restructure the organisation.

I ensured that I was available to support all employees and answered queries that were brought forward within a timely manner. 
	Following the merger of the two colleges, we needed to save a specific amount of money as well as restricting the organisation. All options had been considered and it was decided by the senior team that voluntary redundancies were the route the College needed to go down. If there were not enough volunteers, then compulsory redundancies would occur. 
	I experienced first had best practice of organisational change management; allowing me to reflect and prepare for any future change.
	To take forward what I have learnt regarding positive role models, open and honest conversations and having an engaged and positive culture (CIPD, 2018). 
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	NAME:
	Katy Barron
	MEMBERSHIP NUMBER:
	5339341X

	COVERING THE PERIOD FROM:
	September 2018
	TO:
	May 2020




	Key dates
	What did you do?
	Why?
	What did you learn from this?
	How have/will you use this?
Any further action?

	
Monthly 
	To enhance my abilities under the core area; insight, strategy, and solutions I attend and schedule monthly HR meetings between the HR department at both Coleg Ceredigion and Coleg Sir Gar.
	These meetings would ensure both HR departments work closely together, sharing ideas, views, and organisational issues. Following the merger between Coleg Ceredigion and Coleg Sir Gar, this would make sure that the departments are working together as one to align with the organisational mantra; “One college, with two brands and 7 campuses”.

	These meetings allowed me to build relationships with colleagues of the HR department that were based on the campus furthest away. Improving relationships improved the standard of working and it encouraged ideas and opinions to be shared. Contributing and problem solving with colleagues and sharing experiences enhanced my learning.
	These meetings have been held at the different college campuses which has helped the 8 members of the HR Team become familiar with the other campuses. These meetings will continue to happen on a monthly basis. However, to prevent distance and travelling becoming a problem, the introduction of video conferencing might be an action to consider.

	
April 2019
	To enhance my abilities under the core area: insight, strategy, and solutions I collected and analysed data relating to a specific organisational issue and topic. This research was based on the increasing levels of sickness absence over the last 3 years at the College. To do this I identified literature relating to the statistics are the college as well as undertaken primary and secondary research, involving internal reports and completion of questionnaires. The evidence collated allowed me to produce a document of conclusion and recommendations which I was able to present to management.

	The number of short-term sickness absence rates at the college were increasing but little was done in ways of managing and reducing the figures. 

Researching into the topic and providing hard evidence reiterated the growing number of short-term absences and absenteeism; making the issue more real for management to see. 
	I learnt that the levels of short-term absence had increased over recent years. However, there was a steady decline during summer months of the academic year 2015-2016. The decrease in sickness levels could be connected to the restructure and redundancy procedures that were occurring at that time. High absence levels are a criterion for redundancy, so employees were careful about their personal sickness record (ACAS, 2019).
	This led to management and the HR department to analyse the current sickness absence policy to see how the problem could be resolved. 

Quarterly reports are currently run from the absence system to regularly monitor the absence rates. 

	
Staff Development and Wellbeing days have fixed scheduling throughout the year; January, April, June, July, August, September and November. 
	To improve my learning and development in line with the CIPD’s professional area, I ensured that I was involved in staff development by obtaining feedback through the internal feedback forms which contributed to the designing of staff development and wellbeing days. 

These days, in particularly wellbeing days were arranged to meet the needs of employees and their preferences. My involvement was to take note of the suggested activities and then put a message on the staff intranet asking for people to inform me of their chose wellbeing activity. I was able to chase those who had not put their name forward for an activity and monitor who attended as it was a requirement for everyone to 
attend.

	Whilst ensuring I contribute to the designing of staff development at the college I m able to deign programmes and initiatives unique to what the staff from different areas such as academic, business support and management want and need; enabling them to be successful in their own roles.
	I learnt that due to academic staff having a contractual amount of CPD hours to complete in an academic year they have a specific amount of training they must attended; this results in higher number of attendees within the academic staff area.

However, there is no compulsory CPD hours that business support aremcontracted to complete throughout the year, meaning there were less business staff attending training sessions. 
	Staff have been completing attendance forms at each training session they attend which then meant the HR department would need to manually input who attended which events. This was time consuming and not every employee would complete the feedback form. 

Therefore, working closely with other departments we have devised Google Forms where attendees must log on to the staff intranet and access the staff development schedule and confirm they attended sessions and provide feedback. This would automatically add the specific number hours to their personal CPD; also accessible via the staff intranet.

Employees have a certain time period to complete the online forms otherwise their CPD hours won’t be included. This has helped the amount of feedback I have been able to obtain from staff.


	
December 2018
	To help support the delivery of learning and development events and programmes I created and shared instructions with staff, explaining how to access and complete compulsory training.

With these instructions I was able to support staff and ensure that they completed the compulsory training. Everyone who completed the courses were recorded on a spreadsheet and I could monitor the expiry dates by running reports; I could then chase those who were out of date. 

	This was important as I needed to make sure that all employees abided by the safeguarding policies, were aware of college procedures and completed the courses that they were contracted to do.

I would also be able to run current reports for managers who asked for it and provide evidence to inspectors that all employees were up to date with compulsory training. 
	I learnt from this that a better system of recording could be used. Utilising the google platform used at the college would allow me to update one spreadsheet; this would reduce the amount of copies sent to manager or saved on the HR database. Updating a live online spreadsheet would mean that it is always up to date and visible to whomever I shared the spreadsheet with.
	Continue to develop a more advanced and effective way of recorded and managing staff development data.

	
August 2019
	To improve my skills under the Curious behaviour of the profession map I became more inquisitive by looking below he surface to understand issues. By running reports based on the sickness absences it was clear the system was not effective. 

Following discussion and designing with management and consultation between unions and employees a new sickness absence management policy, procedure and system was implemented. The system was based on Bradford factors which identified when sickness patterns were reoccurring. The policy and procedure also introduced various support meeting which encouraged better management of absences by line managers and the HR department. 

	By running regular reports, I was able to establish a flaw in the sickness absences system. The system used was not effective enough as it was not identifying irregular or reoccurring patterns.
	Through research I was able to get a better understanding of Bradford factors (BrightHR, 2020) and why many organisations embed them into their organisational policies and procedures.
	Continue to monitor the effectiveness of the current sickness system.

	
April 2019
	To further my curiosity behaviour, I got involved in overcoming problems and analysing current techniques/approaches used. 

As a HR department we identified that our induction process was no longer practical or efficient enough. Following many changes within the organisation the current induction did not include enough information to align with the new organisational objectives or strategy. To begin remodelling the induction programme and process I attended a meeting where together will my colleagues we brainstormed different ideas on how to reinvent an effective induction. 

	The previous induction did not align with the organisational aims, objectives and strategy following the merger between Coleg Ceredigion and Coleg Sir Gar.
	Following research into induction, I learnt the importance of getting employees engaged and gaining their interest from the very beginning. Investing time into an employee at the beginning of their employment lays foundation for performance management emphasized the organisational values and behaviours. Employers must choose candidates that align their own values with those of the organisation (Mearns, 2014).


	Employees were invited to attend a day induction at the Llanelli campus where they would receive PowerPoint presentations from the Principal and senior management team. This has now changed to the employees getting a day one induction by the HR department, following by a lunch induction with the Principal and senior leadership team at a later date. 

This has resulted in better feedback from employees; this will continue to be monitored to ensure the college is providing a high standard induction. 

	
January 2019 – August 2019
	The collaborative behaviour of the profession map identified that I needed to improve my abilities of keeping employees up to date with information relevant to their work. 

I did this when the HR department and management agreed to change and harmonise the policies at Coleg Ceredigion with those at Coleg Sir Gar. I attended meetings with management, as well as union meetings to ensure the correct information was being relayed to and from employees. I made myself available to anyone who had any queries via phone, face to face or email. 

	To ensure staff found out the correct and relevant information to them; to avoid any upset or confusion if they were to hear the information from colleagues before they were approached by management or HR. 
	I learnt the importance of having Union buy in before approaching a change that would affect employees; having a negative input from unions will hinder the change process and the trusting culture (CIPD, 2018).
	To continue involving unions and employee representatives in future organisational changes to ensure change continues to run smoothly

	November 2018 and April 2020 
	In September 2018 I completed a self-assessment against the CIPD 2013 Profession Map (CIPD, 2019). To recognize my development, I undertook another self-assessment, this time with the new CIPD Profession Map (CIPD, 2020)
	To establish where my strengths and weaknesses are. 
	I have understood that I have successfully improved by skills within the core area of Insights, Strategy and Solutions; the professional are of Learning and Development and the 2 behaviours; Curious and Collaborative. 
	Continue to undertake regular self-assessments to monitor my progress and to identify any areas of weakness. 

	September 2019 – May 2020
	I have been released one day a month from my work to be able to attend all CIPD workshops. This has benefited me greatly with the work that I have been able to produce for my course as well as at the College.
	Attending workshops has been important and useful; learning from the tutor as well as each other to get an understanding of different organisational issues, views, practises and opinions.
	I have developed a greater understanding of topics such as employment law, employee engagement, change management, recruitment and talent planning, employee relations, HR function and business context as well as organisational performance. I have understood literature and theory behind practices as well as different ways that they can be used within my organisation. 

	Maintain continuous professional development.

	December 2019 and March 2020
	I have been able to support the HR advisors during disciplinary processes by minuting hearings and interviews with the witnesses as part of the investigation process. 

	Previously I have only observed the disciplinary process and have not been able to assist or contribute valuably. This allowed me to attend investigation interviews as well as the disciplinary hearing. 
	Despite understanding the College policy and procedure is based on the ACAS Code of Practice (ACAS, 2015), I have understood the process in more detail as well as how the decision makers and investigating officers come to conclusions on how the situation will be handled.

	To continue to contribute to future investigation and disciplinary process as well as ensuring managers received relevant training on investigations and disciplinaries so that they can provide valuable support (CIPD, 2016).

	August 2019
	I was able to present my research to senior management. I explored the short-term sickness absence issue at Coleg Ceredigion and concluded that the rates were increasing, recommending to management that the policy, procedure, and system need reviewing. 

	A reviewed policy, procedure and system would ensure that absence rates are monitored and managed effectively.
	The influence of line managers is critical in managing absences (Fleming, 2015) 
	I provided training to line managers on how the new system operates as well as the revised policy and procedures Tymon and Rees (2014); making them aware of how valuable their contribution and management of absences is in order to reduce the rates. I will continue to provide or arrange training on the system and procedures.

	Continuous
	I have been able to attend many varied training sessions both internally and externally. 
	To ensure personal development which will be beneficial with my studies as well as my contributions at work. 

	I have learnt much more on topics such as employment law, workplace harassment, coaching and mentoring, appraisal, safeguarding and prevent.
	I will continue to attend training events to continuously improve my knowledge and skills and to put my learning into practice by contributing valuable work and sharing my knowledge with others.


	
May 2019 – August 2019
	I was able to assist the Executive Director of HR by note taking, attending meeting, and fulfilling any requirements needed during a large organisational change. From May 2019 it was decided that the college would need to go though voluntary redundancies in order to save money and restructure the organisation.

I ensured that I was available to support all employees and answered queries that were brought forward within a timely manner. 
	Following the merger of the two colleges, we needed to save a specific amount of money as well as restricting the organisation. All options had been considered and it was decided by the senior team that voluntary redundancies were the route the College needed to go down. If there were not enough volunteers, then compulsory redundancies would occur. 
	I experienced first had best practice of organisational change management; allowing me to reflect and prepare for any future change.
	To take forward what I have learnt regarding positive role models, open and honest conversations and having an engaged and positive culture (CIPD, 2018). 


























Reflection

Thinking collaborative (2019) define reflection as an analysis process whilst accepting the expected and unexpected. Gibbs’ reflective cycle promotes thinking systematically about encounters they had during certain activities (Gibbs, 1988).

The development plan that I devised at the beginning of the course contained realistic and fundamental goals making them all achievable. Having set goals enabled me to get involved in situations that I may not have been involved in; this gave me great experience and opportunity. By having certain criteria to reach I was able attended meetings such as Union and senior management, even if this was as a note taker, that I would not have attended otherwie. These were fantastic opportunities that enabled me to invest time into my personal development; allowing me to improve my capabilities and skills for my career (Paauwe and Boselie, 2005). 

Setting timescales gave me a period to work in for the course and at work; this was a benefit as this ensured tasks were completed on time. However, there are certain events that cannot be predicted. On my development plan I set a goal to contribute towards an organisational change by March 2019. Unfortunately, there was no organisational change until shortly afterwards in May 2019. This organisational change surrounded redundancies which was due to an restructure (Rees and Hall, 2013).

I was able to achieve my learning outcomes due to the opportunity given to me in work to attend, contribute and perform on specific tasks and events. Due to the redundancies that occurred, my supervisor took voluntary redundancy which meant that I was left to manage the HR department at Coleg Ceredigion. This circumstance lead to a change in my job role; moving from Administrative Assistant to Assistant HR Officer. This transition meant that my managers were based in Llanelli; requiring me to take on additional responsibilities This opportunity enabled me to have greater involvement in many more tasks and decisions such as arranging the annual wellbeing day. 

This experience has allowed me to recognize familiar HR terms and know what practices are considered best-practice in order to add value to the organization (Taylor, 2016). I have understood the importance of having swift recruitment processes, having a short time period between advertising, interview and appointing a successful candidate. As a result of this I have been able to reduce this process from 2 months down to 3 weeks; including compulsory checks such as references and Disclosure Barrier Services. Line managers are more aware of the necessity to begin job analysis as soon as possible; this has been happening as soon as a resignation has been reviewed for effectiveness (Taylor, 2014). 

I have also learnt how employee wellbeing impacts the level of employee engagement, performance, and productivity (Deloitte, 2018). It is a requirement at Coleg Ceredigion for all staff who would typically work on the day of event to attend. The College’s 2018 wellbeing day was well attended however it was only attended by those who should be working on that day. This led to the HR department working with management on how we could encourage all staff to attend; including those who do not usually work on that day. By developing a forward-thinking program and advertise the benefits we were able to achieve full 100% attendance as well as additional staff members who would not usually work on that day; this was a great achievement for the HR department. 

At the beginning of the course I was employed at work as an administrative assistant. This job role restricted what I could be involved with at the college, especially when portfolios were a required element of a module. However, I was able to engage and include myself in much more than I would have if I were not enrolled on the course. 

I have been able to understand the importance of HR and line management involvement in certain activities such as developing line managers through training events and coaching and mentoring sessions (CIPD. 2019). I have also applied many practices that I have learnt to contribute to the operational and functioning processes at the organization; such as improving the wellbeing program, developing a better recruitment and selection processes, reconstructing the induction schedule and developing the training and development events and opportunities. 
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