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[bookmark: _Toc60659756]Evidence Matrix 
	Candidate name: Kimberley Low 
	CIPD Membership/registration No.:
57493170

	Qualification title: 
	Unique Learner No. (ULN): 1400169


	Unit code
	Unit title
	Assessment criteria no.
	Evidence description
	Evidence reference number
	Assessor
initials
	I/V initials if sampled

	5CDPP
	Developing professional practice in Human Resources 
	Activity 1 
	Level 5 Diploma specification applied HR (Regulated Qualifications Framework)
	Ev.1
	
	

	5CDPP
	Developing professional practice in Human Resources
	Activity 1 
	Email showing confirmation of CIPD student membership 
	Ev.2
	
	

	5CDPP
	Developing Professional Practice in Human Resources 
	Activity 1 
	Student membership welcome and introduction with Peter Cheese
	Ev.3
	
	

	5CDPP
	Developing Professional practice in Human Resources 
	Activity 1 
	Apprenticeship learning agreement 
	Ev.4
	
	

	5CDPP
	Developing Professional Practice in Human Resources 
	Activity 1 
	Contract between BWBL and Learner 
	Ev.5
	
	

	5CDPP
	Developing Professional Practice in Human Resources 
	Activity 1 
	WEST digital literacy result level 2
	Ev.6
	
	

	5CDPP
	Developing Professional practice in Human Resources 
	Activity 1 
	WEST Communication (English) result Level 2 
	Ev.7
	
	

	5CDPP
	Developing Professional Practice in Human Resources 
	Activity 1 
	WEST Application of number result level 2 
	Ev.8
	
	

	5CDPP
	Developing Professional Practice in Human Resources 
	Activity 1 
	Etrack log in homepage 
	Ev.9
	
	

	5CDPP
	Developing Professional Practice in Human Resources 
	Activity 1 
	Timetable cohort 4
	Ev.10
	
	

	5CDPP
	Developing Professional Practice in Human Resources 
	Activity 1 
	Moodle tiles showing each module 
	Ev.11
	
	

	5CDPP
	Developing Professional Practice in Human Resources 
	Activity 1 
	Course handbook (plagiarism section)
	Ev.12 
	
	

	5CDPP
	Developing Professional Practice in Human Resources 
	Activity 1 
	Induction questionnaire signed by tutor
	Ev.13 
	
	

	5CDPP
	Developing Professional Practice in Human Resources 
	Activity 1 
	Teams invite to online library session
	Ev.14 
	
	

	5CDPP
	Developing Professional Practice in Human Resources 
	Activity 1 
	Referencing guide and video 
	Ev.15
	
	

	5CDPP
	Developing Professional Practice in Human Resources 
	Activity 1 
	CIPD Code of Conduct 
	Ev.16 
	
	

	5CDPP
	Developing Professional Practice in human Resources 
	Activity 3 
	Initial research/proposed ideas for group recruitment
	EV.17
	
	

	5CDPP
	Developing Professional Practice in human Resources
	Activity 3 
	Group Tour Questions 
	Ev.18
	
	

	5CDPP
	Developing Professional Practice in Human Resources 
	Activity 3 
	Schedule/Running order of selection day
	Ev.19 
	
	

	5CDPP
	Developing Professional Practice in Human Resources
	Activity 3 
	Testimonial email – Head of HR.
	Ev.20
	
	

	5CDPP
	Developing Professional Practice in Human Resources
	Activity 3 
	Email sent to line mangers, organising selection day. 
	Ev.21
	
	

	5CDPP
	Developing Professional Practice in Human Resources 
	Activity 3 
	Blank copy of group score sheet
	Ev.22
	
	

	5CDPP
	Developing Professional Practice in Human Resources
	Activity 3 
	Testimonial – Departmental manger, (evidence of adapting area that did not work)
	Ev.23
	
	

	5CDPP
	Developing Professional Practice in Human Resources 
	Activity 5 
	My CPD map assessment
	Ev.24
	
	

	5CDPP
	Developing Professional Practice in Human Resources 
	Activity 5 
	Communication types questionnaire 
	Ev.25
	
	

	Candidate declaration:

	· I confirm that the work/evidence presented for assessment is my own unaided work. 
· I have read the assessment regulations and understand that if I am found to have ‘copied’ from published work without acknowledgement, or from other candidate’s work, this may be regarded as plagiarism which is an offence against the assessment regulations and leads to failure in the relevant unit and formal disciplinary action.
· I agree to this work being subjected to scrutiny by textual analysis software if required.
· I understand that my work may be used for future academic/quality assurance purposes in accordance with the provisions of the Data Protection Act 1998.
· I understand that the work/evidence submitted for assessment may not be returned to me and that I have retained a copy for my records.
· I understand that until such time as the assessment grade has been ratified through internal and external quality assurance processes it is not final.

	Signature:
	K.A.LOW
	Date:
	04/01/21



[bookmark: _Toc60659757]Activity 1 
The Chartered Institute of Personnel and Development (CIPD) level 5 diploma in applied Human resources is an apprenticeship-based qualification, allowing candidates to complete the course alongside employment and whilst earning a salary (Ev 1). This approach is ideal for those who are currently in a human resources role and are wanting to continue working whilst furthering their skillset and development, it also means that what is being learnt can be put straight into practice. The course is 2 years in length, starting in September 2020 and due to finish in May 2022, and is the equivalent to the second year of a university course, upon completion candidates could chose to progress onto level 7 and further their studies. 
The course covers a broad range of HR topics from employment law to performance management and upon completion candidates will have achieved associate CIPD membership. Candidates were advised during induction to purchase student membership. This allows access to the CIPD knowledge hub which has fact sheets, additional resources and information which may be useful throughout the course (Ev.2, Ev.3). Membership allows adds credibility to the student’s career and opens networking opportunities which can be beneficial. By joining the professional body for HR, students agree to uphold and follow the CIPD code of conduct (Ev.16) and act in line with these standards which set out good practice within the profession. The standards cover things such as challenging unethical conduct, (CIPD 2020). The course is delivered via monthly work shops and online self-study with lecturers on hand via email to answer queries.  
The course is delivered in partnership with the University of Wales Trinity Saint David (UWTSD) and Coleg Sir Gar and an induction was delivered from a representative of each organisation. The Coleg Sir Gar induction covered the workplace visits that will need to be carried out as well as accompanying paperwork. The apprenticeship learning agreement (Ev.4) sets out what is expected both from the learner and college sir gar, The contract between Bwbl and the learners employer (Ev.5) is signed to demonstrate that both parties comply with what is expected on their side in terms of work place visits etc. As part of the programme being fully funded by the welsh government there are additional tasks to be completed in the form of WEST tests to identify the learners levels in digital literacy, English and application of number (Ev.6, Ev7, Ev.8). These tests aim to develop skills for employment success (WJEC 2020) and are carried out to identify current level and then tasks are assigned to the learner to improve and strengthen these areas during the length of the course, each initial assessment takes approximately one hour to complete with tasks generated based on the areas which need improvement for each individual learner. An introduction was also given to the college gateway which links to the sections of the website that are used such as etrack which is part of Coleg Sir Gar’s online learning platform and will be used to log reviews and progress, this included how to navigate the site, how to add comments on progress and diary entries (Ev.9). 
The UWTSD induction covered the main taught aspects of the course and what would be covered including an introduction to the modules, lecturers and online learning platform. Module outlines and assignment hand in dates were issued for the course along with the timetable of workshops, this makes for ease of planning and organising workload (Ev.10). An introduction to the online learning platform Moodle was given and how this will be used, with each module on a separate ‘tile’ (Ev.11) and all information relating to that specific module can be found in one place along with links for turn it in (the university software used to produce similarity scores and detect plagiarism), workshop slides and additional resources.  On Moodle is also the course information tile which has useful information relating to the course located such as the course handbook which outlines code of conduct and what is expected by UWTSD from each learner including plagiarism as a form of academic misconduct which was covered during the induction (Ev.12). The induction also covered basic health and safety principles in the form of evacuation and emergency procedures.  An induction questionnaire was issued to all participants who attended the induction to ensure the information had been received and understood, these were then signed by the course tutor to confirm that understanding was clear (Ev.13).
Additional information supplied to learners relating to the programme of study included an online teams introduction to the UWTSD library and learning resources and how to use the catalogue to find peer reviewed articles, journals and how to store these when completing reports, (Ev.14). During the induction, learners were also given an overview on referencing and the university’s expectations. The referencing style used by UWTSD is Harvard style referencing and information and examples on how to reference different sources of text were shown alongside a recommended video guide for learners to watch (Ev.15).  
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[bookmark: _Toc60659761]Introduction
Professionalism can be defined in various ways, according to Lester, cited in Taylor and Woodhams (2016), a professional is anyone who uses expert knowledge and is committed to a set of principles. This can be applied to the HR profession, individuals who meet the criteria can join the CIPD as a member which gives them credibility and demonstrates that they have the required knowledge and skillset as well as their commitment to the code of conduct, (CIPD 2020).  The CIPD acts as a governing body for the HR profession and requires members to follow its code of conduct including maintaining professional knowledge, acting with integrity, take responsibility for their own professional actions, challenge unethical behaviour and upholding the CIPD reputation, (CIPD 2020). These standards mean that consistency is achieved throughout the profession by its members and it also paves the way for high standards whereby individuals are responsible for their actions in their careers. Lester cited in Taylor and Woodhams (2010) also notes that professionalism is also how an individual acts with, in their workplace and how they conduct themselves, as well as the quality of work they are providing. 
[bookmark: _Toc60659762]Main findings
A useful tool for HR professionals is the CIPD HR Profession map, which outlines key behaviours and competencies that all HR Professionals should exhibit (CIPD 2013). The map covers 10 professional areas and 8 behaviours all placed within 4 bands with band 1 being the starting point and progressing to band 4 which is the more senior level of HR Professional, this means the map can be applied to both someone starting out their HR career and those on a more senior level. There are 8 professional areas in the 4 bands which relate to the activities within the HR profession and the knowledge required to achieve these. An additional 2 areas ‘insights, strategy and solutions’ and ‘leading HR’ which are at the centre of the map as they are not related to the bands as they are relevant to any HR professional regardless of level or role, these relate to tailoring  the approach to meet the organisations needs and acting as a role model for the organisation. 
The map identifies 8 behaviours those working within Human Resources should display, this will contribute to organisational success and relates back to the consistent high standards expected from those within the profession. Being personally credible is about delivering HR knowledge to aid an organisation in achieving its objectives from band 1 where being eager to develop skillsets is important, right through to band 4 whereby senior leaders actively coach and mentor their teams. The ability to be collaborative is essential within any profession but is especially important within Human Resources as there are various stakeholders within and outside an organisation that HR professionals are working with. In terms of relating this to job roles, it can vary through the levels of seniority for example when looking at managing conflict this could be basic resolutions or could be for complex and ongoing issues within the organisation. A key behaviour to being a successful HR professional is having the drive to deliver results which links back to ‘leading HR’ one of the central professional areas of the map this can involve project management on all band levels whether that’s driving the organisations wider strategy or manging a smaller project. Being professional also means having the course to challenge people or situations when necessary, to be a good HR professional is about knowing how and when to challenge things and tailoring the approach for sensitive topics where challenging another member of the team may not be well received.  
HR professionals must also act as role models, leading by example is important when implementing policies and procedures and plays a crucial role in a work force accepting changes, this links back to the CIPD code of conduct and the importance of acting with integrity which can have a big impact on the wider team. A key element of being professional is the commitment to furthering knowledge and the map identifies curiosity as a behaviour which is important as HR professionals should be looking to keep up to date with employment law for example as well as being innovative to ensure organisations achieve goals. Being a decisive thinker is identified as a behaviour on the map, this is about analysing information and making informed decisions based on this, when faced with time pressures it can be easy to make rushed decisions and not look at the full evidence, HR professionals need to make decisions that are justifiable and defendable, this could be solving day to day problems at band 1 or problems which could go on to tribunal at band 4 where it’s vital that all aspects have been looked at and analysed. The final behaviour is being a skilled influencer, HR professionals should display this behaviour as it can help stakeholder buy into projects or plans for example and the ability to get others committed to shared goals will aid their overall success. This is important across all levels of the HR profession from band 1 to 4 and although the level of persuasion may vary the importance remains especially when encouraging a work force to buy into a larger change where there is often resistance. 
It is worth noting that CIPD profession map received an update in 2018 with the inclusion of new elements to reflect the ever changing working environment, again this links back to HR professionals needing to continually further and develop knowledge due to the fast paced nature of the field. The new map still uses 4 levels (formerly bands) and 8 key behaviours although some of these have been updated to reflect the changes in the field for example the use of ‘ ethical practice’ and ‘valuing people’. The new map uses ‘core knowledge’ and ‘expert knowledge’ and how this can be sued to add value to an organisation, CIPD (2018).  
[bookmark: _Toc60659763]Conclusion
To conclude, it can be challenging to define professionalism in different contexts as different fields of work require different things from its professionals. However, following codes of conduct and carrying out roles with integrity and to a high standard are essential.  To be considered professional within the field of HR, exhibiting the behaviours of the CIPD map is a good indicator. By displaying the 8 behaviours the individual is carrying out their role to a high standard and in a professional manner. 
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Project management is an important skill for HR professionals to have, this can include short term or long-term projects and may often mean managing time when balancing multiple projects at once. According to Taylor and Woodhams (2016), a project can be split into five sections. Initiation is the first stage whereby the project is determined and a basic idea is developed. Planning and design is where the project is planned out and comes together. Execution is where the project gets underway and any tasks relating to it are taking place. Monitoring and controlling is the fourth stage and runs alongside execution, this is vital to address any problems that are occurring whilst things are still in motion. Completion is the fifth stage and marks the end of the project, involving evaluation and identifies areas for improvement. A project within the organisation (Folly Farm Leisure Ltd) that I have been involved with was the introduction of group selection days. The aim of this project was to create efficiencies within the organisation’s recruitment strategy and find all staff required for the season in one go, for various departments including Food & Beverage and Operations. 
The initiation stage saw the Head of HR identify the need to overhaul the recruitment strategy, the department was asked to research into group recruitment as this had never been done before withing the organisation and could potentially create efficiencies. After being involved in the first meeting I then researched what other seasonal attractions were doing and general group activity ideas which would potentially highlight the strongest candidates, (Ev.17). 
During the planning and design stage members of the HR team presented their research and we carried out brainstorming sessions to identify what would work for our organisation and the candidates we were trying to attract. It was decided that candidates would take place in several different activities which would highlight desired skills such as teamwork and communication. It was also decided that line mangers would be involved in decision making which was a significant change to the recruitment procedure as previously it was all done by the HR team. At this point the project was split up and each member of the HR team given a specific section to take responsibility for, it was decided there would be a communication based activity and one focusing on team building which would help highlight potential supervisory candidates. I was tasked with designing a walking tour of the park which included Q&A section, (Ev.18). During this stage, I worked closely with the Head of HR to establish a running order of the day with timings and schedules for activities (Ev.19, Ev.20). This also included groupings and ensuring there was an even balance in each group including which department candidates were most interested in. I ensured all information was emailed out to the relevant line managers in advance (Ev.21) and designed and prepped score sheets for those taking part (Ev22). 
During the execution stage, each activity was assigned to a member of the HR team plus a departmental manager. Each activity ran 4 times with candidates moving onto the next to ensure they were seen by each departmental manager and each member of the HR team. This stage ran alongside the monitoring and controlling stage, our group selection days were continually being adapted and changed as it was a new project. Mind tools (2020) identifies 4 steps to problem solving ‘define the problem, generate alternatives, evaluate alternatives, implement alternatives’, this can be applied to a problem which occurred relating to group sizes on the tour.  This was identified by a line manager and myself and we looked at the alternatives which was smaller groups, this was evaluated and the impact assessed as it would alter the timings of the day, after looking at the pros and cons, it was adapted for the remaining days, (Ev.23).  Upon completion, a de-brief was held where candidates scores were compared, and line managers made decisions on who was an appropriate fit for each department. This involved slight conflict and disagreement on which department was getting which candidate. Taylor and Woodhams (2016) discusses the importance of negotiation and the need to come to a compromise on occasion and the benefits of ‘win-win’ conclusions. When assigning a department for a successful candidate the HR team including myself had to advise on who would be a better fit for which department, basing this on previous recruitment knowledge which as stated above line managers did not have as they were newly introduced to the process. This involved balancing being persuasive whilst also ensuring line managers felt they were being heard and having their views taken on board. (Ev.20).
The final stage of the project is completion, where the process was evaluated and suggestions for improvements put forward and decided upon for the next season to make the process even more efficient, for example it was decided to trial separating candidates looking for seasonal work from those looking for student roles. 
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[bookmark: _Toc60659770]Introduction
HR professionals need to possess excellent teamwork skills as they are working with multiple steak holders including line managers and other HR professionals. Working collaboratively is one of the behaviours on the CIPD map and is about working effectively with a wide range of people, (CIPD 2013).  Groups or teams are often diverse and include those from different backgrounds or of different ages, this can be both positive as it brings a wealth of different perspectives but can be a negative if it causes conflict. The terms ‘teams’ and ‘groups’ are used interchangeable and are defined as a collection of individuals who are interacting and sharing to achieve a shared goal, (Watson and Reissner 2014). 
[bookmark: _Toc60659771]Main Findings
Group Dynamics play a role in how successful a group or team is, these include the nature of individuals in the group, how the group is structured, power and status of those in the group and communication processes, (Taylor and Woodhams 2016).  HR professionals will need to be able to take the dynamic of a team into account and recognise that things may need to be adapted or approached differently to suit different teams. Occasionally teams or groups will form naturally but there are other occasions when HR professionals will have to assemble a team and it is important to consider what dynamics will make for a productive team.  Watson and Reissner (2014) discuss the importance of team members communicating effectively and ensuring motivation remains high or the team risks conflict and disagreements which hinder productivity. 
HR professionals should have a good understanding of team formation and the effects this can have on efficiency and productivity. Miller (2014) discusses the use of Tuckman’s (1965) ‘Forming, Storming, Norming, Performing and Adjourning’ model to show the evolution of teams and how the dynamics of a team affect the stages, this  can be applied to most situations. The initial ‘Forming’ stage is when a team is put together and members are polite and often slightly apprehensive as relationships have not been established yet. The next stage is ‘Storming’ whereby conflict is common as roles are being identified and individuals are  often trying to establish who is responsible for what, HR professionals should be aware that during this stage  productivity can be low and often teams fail. Lacerenza et al (2018) discuss an example of this within an insurance claims business whereby changes were introduced resulting in team members roles adapting and friction being caused, this was resolved by carrying out a role clarification exercise. Mindtools (2020) discusses the use of Belbin’s team roles and its implementation during the ‘storming’ stage can avoid conflict by clearly defining roles and looking at which individuals fit into which of the three styles.  ‘Action orientated’ individuals push the team forward to achieve targets, ‘People orientated’ are the team members who encourage co-operation and ‘Thought orientated’ are those who analyse the information,  having the right combination can drive a team to push through the storming phase with minimal conflict. ‘Norming’ is where team members begin to value each other’s contributions and skillsets, this is also where commitment to the shared goal is high. ‘Performing’ is when productivity is highest as roles and responsibilities are fully established, individuals are working well together and are driven to reach goals. ‘Adjourning’ is the final stage which represents the end of a project and individuals often return to solo work or are assigned a new project. It can be challenging to get team dynamics right and what works for one project may not work for another, google ran a project to find the optimum team dynamics to create a strong and productive working environment and spent over a year analysing different groups and concluded that often the basics are what is most valuable such as team members having varied experience and being able to work collaboratively, (Duhhig 2016). 
When forming or working within teams it is important to be aware of organisational politics and the impact this can have on team co-operation and productivity.  Members of a team will often have their own agenda and from an HR point of view it is important to be aware of what is going on but not to actively be involved in politics. Horn (2009) discusses that individuals typically fit into one of 5 roles, ‘Allies’ who work to their full potential and get on with other team members, ‘Bedfellows’ who side with members of the team whom they think will benefit themselves individually, ‘Fence-sitters’ who remain neutral in times of conflict and wont side with either party, ‘Opponents’ are critical and questioning which is beneficial during the early stages of team formation but can hinder progress further into a project and finally ‘Adversaries’ who disrupt and interfere with the team achieving their goal. Certain types of organization can often lend themselves to a considerable amount of politics, this can be the case with family owned businesses due to the fact multiple family members may all have different visions or agendas for what they would like to achieve and this can lead to conflict. This has a knock-on effect on the team as it creates a hostile environment and lowers productivity, Ballini (2020) discusses a solution to this can be having an independent CEO or director who is impartial and does not have family ties to hinder their decision making. 
According to Holbeche (2003) politics is inevitable and does not have to be viewed as a negative, HR professionals can use organisational politics to their advantage to influence members of a team, for example if changes to policies are coming into force and this is likely to encounter resistance then it could be beneficial to get the ‘allies’ of the team on board which could help the rest of the team accept the change.
[bookmark: _Toc60659772]Conclusion
 To conclude, Team dynamics play a large part in the effectiveness of a team, it can be challenging to get this right and it can be beneficial to have a varied team made up of multiple ages and background to bring as much experience as possible. A strong team also has a mixture of personalities and it is inevitable to have some form of conflict especially during the early or ‘Storming’ stages, this does not have to be negative and can often build stronger relationships. Although organizational politics can have negative impacts, if HR professionals remain objective, they can use elements of this to their advantage and drive forward the team. 
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	NAME:
	Kimberley Low 
	MEMBERSHIP NUMBER:       
	57493170

	COVERING THE PERIOD FROM:
	November 2020 
	TO:
	April 2022




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: Improve knowledge on the organizations strategic aims and develop a greater understanding.



	· Discuss with Head of HR how the Department objectives link to the organization’s overall goals. 
· Gather feedback on projects I have carried out and how these contribute to the organization’s strategy. 

	· Feed back from line managers once projects are completed. 
	· Confidently being able to identify the link between the HR department and the organization’s overall strategy and the ability to explain this to someone else. 
	· Initial meeting with Head of HR in Feb/March but increasing knowledge to be ongoing. 

	Leading HR: Improve knowledge of Finance within the HR department, e.g budgets. 




	· Agree with Head of HR a budgeted area I can take responsibility for e.g uniform or training. 
	· Shadow the HR manager to gain understanding of how the department budgets and then take ownership of one area
	· Accurate records maintained of spending and within agreed budget. 
	· December 2021.

	Skilled Influencer: improve understanding of different communication styles in different situations. 





	· Carry out SWOT analysis on my approach to influencing others.
· Observe a line manager in the organization who has strong influencing skills and identify what can be applied to my own approach. 
	· Carry out self-assessment. 
· Gain permission from line manager to observe. 
	· Greater understanding of how to approach situations 
· Improved confidence in influencing a variety of different people 
	· April 2021

	Role Model: Continue to drive forward the organisations core values and standards, acting in line with this. 





	· Reflect on occasions whereby I have not delivered on a piece of work and the effects this would have had. 
· Discuss with my line manager and review how I’ve handled difficult situations. 
	· Look at the organisations standards in detail and analyse. 
· Support from line manager. 

	· Greater awareness of the organisational standards. 
· Championing the values expected within the workplace and identify noncompliance. 
	· Initial reflections and discussions May 2021. 
· Championing values – ongoing. 

	Collaborative: improve on how projects are manged and kept track of.
	· Conduct SWOT analysis on how I approach work. 
· Evaluate and improve upon the may I plan and keep track of work. Discuss with colleagues. 
	· Evaluate with colleagues and share ideas on keeping track of work. 
	· Projects managed more efficiently.
	· In-line with next work project , dates to be confirmed. 

	Employee Relations: Improve knowledge of Employment law and legislation. 

	· Use CIPD fact sheets to research employment law topics. 
· Attend CIPD events e.g Employment law updates. 
· As and when cases arise in the organization discuss with HR manager and shadow as they use employment law to ensure fair practice. 
	· Online research
· Purchase tickets to an event. 
· Shadowing line manger 
	· Better understanding of employment law and ability to use this when dealing with employee enquiries. 
	· Aim to attend event Feb 2021. 
· Shadow and discussions with line manger ongoing. 

	Resourcing and talent planning: gain a better understanding into the organisation’s talent management 
	· Read Taylor and Woodhams (HRM: People and Organisations. 
· Discuss the organisations succession planning and role development with Head of HR. 
· Research employee retention within seasonal businesses. 
	· Purchase book. 
· Carry out discussions.
· Carryout further research in own time.  
	· Better understanding which can be used when designing employee development plans and identifying key attributes of those likely to encounter progression opportunities. 
	· September/October 2021. 
· Ongoing. 











[bookmark: _Toc60659777]Statement 
In order to create a strong and beneficial personal development plan it is important to carry out a self-assessment to identify areas or knowledge gaps to be improved upon. I used the ‘My CPD map’ tool on the CIPD website to assess where I was against the core behaviours and professional areas (Ev.24). This then highlights areas where skills are ‘developing’ or ‘established’ and highlights what needs to be done to reach the next stage, this includes suggestions of activities to be carried out, books to read and events to attend based on each specific development goal. Due to being at the start of my HR career and assessing myself against the ‘band 2/technician’ level, there are quite a few areas where I could focus my development. I have selected areas that related to my job role, areas I feel would be most beneficial and areas which I have a keen personal interest in. Some of these areas will have time frames for completion and others are longer term and will be ongoing throughout my professional development. 
Two development areas on my plan relate to ‘Leading HR’ and ‘insights, Strategy and Solutions’ these areas were chosen as they are core areas on the map and are relevant to all HR professionals no matter what stage they are at in their career. For these areas I have focused on Gaining a better understanding of how the HR department and my own role affects the wider organisational goals, this is important as it should help my understanding of how my role impacts other departments and the business. I have also chosen to develop my understanding of the HR departments budgets as this is an area, I do not currently have much knowledge of, and this should give the opportunity to take ownership and give a broader understanding of how the budgets set implement what opportunities can be taken forward. I believe this will also be beneficial when staff request training courses for example and if we are unable to accommodate the request I will be able to explain the reasoning why and this should make the process smoother and have less of an impact of morale. 
I have related three areas of my development plan back to the behaviours on the CIPD map as this should allow me to develop the professional skills needed in HR. I identified my communication style as assertive (Ev.25) after completing a questionnaire; however, this score was very close to the ‘passive’ score and therefore I felt an element of my development should focus on this. This relates back to the ‘Skilled Influencer’ behaviour and my aim is to learn more about communication styles and the need to adapt this to suit different individuals. Another area of the map which highlighted a knowledge gap was ‘Role Model’ I believe this is an important area to develop as in my organisation the HR team lead from the front and drive forward the company standards. I have also chosen to develop the ‘Collaborative’ behaviour, although I believe I have strong team working skills, I also personally feel this is something that needs continuous development and being able to work collaboratively is something that will occur at all stages of a career and any development within this area is a positive. 
The final two areas on my personal development plan related to areas of HR which I have a particular interest in. ‘Resourcing and Talent Management’ this is an area of personal interest and due to the seasonality of the organisation I am keen to look at how we can recruit, retain, and develop strong team members as this is an area that is often challenging due to the quitter winter period of operation where we do not require as many staff. ‘Employee Relations’ is another area of interest and also an area where I feel my knowledge is lacking, I aim to further my knowledge of employment law and believe this will aid with my day-to-day role, this area of development will be ongoing as it is continually updating and evolving, this will contribute to my professional development as keeping up to date is part of the CIPD code of conduct.  
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CONTRACT BETWEEN PLACEMENT EMPLOYER AND B -WBL

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

Folly Farm Leisure Itd
(Employer’s Name)

in respect of work-based training for:

Kimberley Low
(Learner's Name)
under “Higher Apprenticeship / Apprenticeship / Foundation Apprenticeship / Trainesship / * (delete as

applicable). The term ‘Leamer 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. Alfinancial arrangements and hours of work between the Approved Trainer, Employer and the Learner shall be detailed in writing
3. Itshall be the responsibility of the employer to pay the Leamer an agreed wage as detailed in a contract of employment complying

with the national minimum wage.
Coleg Sir Gar will pay the Trainee a maximum training allowance of £ 30 / £ 50 per week (Delete as appropriate)

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 participafing in the elements of the learning programme provided by the placement
employer o the extent and in the same manner as an employer is required to carry out under all current employment legistation for
example, Health and Safety at Work Act 1974, and the Equality Act 2010. This is not an exhaustive list.

5. Itshall 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
equivalent degree of cover to the policies maintained by the placement employer in respect of liability for accidents, damage, loss
or injury caused by, or to, its own employees. It shall be the responsibiliy of the placement employer to ensure adequate supervision
of leamners.

6. Wnere a leamer is injured, it shall be the duty of the placement employer to immediately notify Coleg Sir Gdr, Graig Campus,
sandy Road, Pwll, Lianelli, SA15 4DN Tel: 01554-748000, and enforcing authorities as appropriate.

7. Itshall be the responsibility of the placement employer to carry out workplace training, which includes induction to the workplace,
health and safety, equal opportunities and support towards the relevant qualification. The employer agrees to release the learner(s)
for all the off the job training requirements.

8 Itshal be the responsibilty of the placement employer to sign the attendance records. (if applicable)
9. Itshall be the responsibilty of the placement employer to satisfy the criteria of the Welsh Govermments Health and Safety checkiist
(VF1) and to supply the leamer 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 -
Page1of1 624 words . Focus BE B - ] + 100%
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ABOUT ACADEMIC MISCONDUCT AND PLAGIARISM

The University defines academic misconduct as ‘any act, intentional or otherwise,
whereby a person may obtain for himselfiherself or for another, an unpermitted
advantage...’. Committing academic misconduct in assessment is one of the most serious.
offences in academic lfe, and its consequences can be severe. Itundermines the integrity
of scholarship, research, and of the examination and assessment process.

Itis very important to understand that it is no defence to claim that academic misconduct
has been committed unintentionally, accidentally, due to extenuating circumstances or a
long-term impairment (irrespective of whether or not these circumstances or long-term
impairment have been acknowledged by the University).

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

It should be noted that re-submiting work that has already been submitted for a different
assessment task without noting that this is the case is also regarded as plagiarism (and
is called self-plagiarism) and will be treated as such.

Plagiarism is one of the worst offences in academic life, and its consequences can be
severe. It undermines the integrity of scholarship, research, and of the examination and
assessment process. The guidance that follows explains what is meant by plagiarism,
describes the University's regulations for dealing with it, and provides help in avoiding it

When enrolling as a student at the University of Wales Trinity Saint David you have
consented to your work being scrutinised both electronically and in person to check for
cases of plagiarism. Normally, your work will be submitted electronically via Moodle.
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“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 150,000 members committed to championing better work and working lives. We set high standards of entry for
all of our members to adhere to the standards and behaviours (obligations’) set out in this Code

‘These obligations are grouped into headings of Professional Competence and Behaviour, Ethical Standards and Interity,
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 31 always act in a way which supports and upholds the
through continuing professional development, to reputation and values of the profession, if the Member
ensure they provide a professional, up to date and becomes aware of a potential breach of the Code,
insightful service they must report this to the CIPD

12 seek appropriate support if business needs require 3.2 uphold their responsibilities as professional people.

involvement in new areas of activity, only act wi
the scope of knowledge or ability, seek advice or
support or refer work where appropriate

towards the wider community

33 comply with prevaiing laws and not encourage,
assist o collude with others who may be engaged in
13 accept responsibity or their own professional unlawul conduct, taking action as appropriate.
actons and decisons, reCUG SSUBS35500N3S 3 4 i el for
possible,informing the he highest standards of ethical conduct
them and taking al reasonable steps to mifigate their maintaining the highest standards of
loss/harm 35 identify where there is a conflctof nterest. If an
action could be perceived as a confiict of interest
the Member should carefully consider whether it
is appropriate to act in allthe circumstances and
evidence independence and be able to demonstrate

E 3 @ & ~Ae@BO Wm0

14 apply professional high standards of relevance,
accuracy and tess in the information and advice
they provide to stakeholders, ensuring adequate
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Biuest Journey
Admissions
* Where we welcome our guests, first impressions
1. What’s your opinion on our admissions prices?
2. What’s the first thing guests will judge us on?

3. What do you think is the most important thing on admissions from a guest’s point of
view?

Shop
e Shop is an information point, lost property, general guest enquiries
4. What do you think about the variety in the shop?

Hungry Farimer

o New restaurant this year, themed up inside of a barn (colours/branding)
5. What sort of service would you expect in the hungry farmer?
6. What sort of guest enquiries would you expect in here?

Fairground

e Welcome to the vintage fairground, home to 17 classically restored vintage rides
e RIDE ON GALLOPERS
7. Fair operates on tokens (additional charge) what do you think about this? (how many
tokens is a ride on gallopers worth?)
8. Achild is too small to ride the gallopers, what do you do? Height vs age restrictions
10. What would you do if a parent approached you with a missing child?
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Marketing/generating hyp

o Contact local secondary schools/colleges send posters
e Market on social >> #DoWhatIDo follow staff around, ‘We're going places and we'll take you

with us’ 22 Also can do videos and stories of the event being set up.

Posters on park - toilet doors

e Posters up locally > Notice boards, leisure centres etc

e Staffto tell friends/family - can do refer a friend scheme as incentive. Through the month of
January?

o Retired/ older staff members > market to this demographic? Would need flexibility as from

interview majority only want 2 days per week (shorter hours, avoid weekends).

The Event

Event to be full of enthusiasm!

o Approx. 2-3 hours. Training room based with tour of park/departments

« Intro Training/staff vid shown (tea, coffee, squash, biscuits)

« Brief intro from each dept line manager/sup/ambassador (Catering: Ben, Retail: Scott?, Ops:
Jemma/Emma)

Activities/ice breaker/ challenge (e,g pasta and marshmallows) sups to be involved in
activities and get to know candidates/visitors

o Power point presentation. To include; general history of folly farm, intro to the park,
overview of roles > unique/USP (F&B, Ops, Retail), typical day working at Folly, benefits and
staff social side

«  Mini Tour of park (potentially go to the department they are most interested in with that
sup? Or general tour?) maybe a bit of fun from each dept (e.g fudge/food sample for F&B,
Ride on Gallopers for ops, retail can see the warehouse?)

o Back to training room for Q&A session.

«  Application forms handed out/ borrow laptop from BCC and have available for people to fill
out application live.
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Julie Rees
FW: Ceisiadau Cynilunio /
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v Yesterday
Norma Tribe
Folly Farm Leisure Ltd. pays.
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v LastWeek

Royston Badham
Testimonial
Kimberley played an active

Eventbrite
Order Confirmation for Jus.

Oliver Bonas
Your OB orderis on its way

P Type here to search

S 9 > | Rvoernr

By Date v

1332

12:58

Y

Sun 1426

Wed30/12

Tue2s/12

Tue2s/12

o
I

1

) unread/Read BE- P~ || searchpeople B Y~ | BF | @ sendto OneNote

Statement

Reply | < Reply Al Forward || -
Kate Torok <Kate.Torok@folly-farm.co.uk> O Reply | Reply e
To Kimberey Low Tue 29/12/2020 1444

(9 You repicatothis message on 291272020 1506,

Kimberley was an integral part of the project. She conducted industry research on group activities and selection processes, the
results of which allowed us to tailor a selection day comprising of 4 distinct elements targeting both Assistant and Supervisory
positions. Kimberley specifically oversaw the development of selection criteria and record sheets and worked closely with myself to
timetable and plan the day. She had responsibility for the tour section, formulating probing questions as well as providing a clear
guide to the brand and our culture. The selection day was a two way process.

In 2 departure from a recruitment process largely conducted by HR, the on-boarding and involvement of line managers was vital to
ensure success. Kimberley contributed to this by discussing ideas and attending meetings/ group discussions as we sought to find a
framework to meet all needs from Operations to F&. Line managers had clear ideas on what their individual needs were, however
compromises needed to be found to ensure the days met not only departmental needs but reflected the core values of the
company. Clear guidelines also needed to be found in how successful candidates would be assigned a department if selected by
multiple line managers. Persuasive techniques were employed through this part of the project development and Kimberley
assisted with skill to find the balance required.

On the day Kimberley assisted with every aspect from set up, to team briefings, welcoming the candidates, conducting the tours
and 1:1 interviews as well as participating in the selection meetings with line managers. The de-briefing meetings with participating
line managers was also vital for us to evaluate areas for improvement as we sought to develop this process further. Kimberley was
again vital in this process recognising areas for review and implementing these into our recruitment strategy.

Throughout the project Kimberley demonstrated skill and knowledge, as well as adaptability. She was key to its success and we
look forward to evolving the process s it becomes a key part of our recruitment strategy for the future.
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Folly Farm Adventure Park & Zoo 5
Recruitment 2020 @
Selection Day Itinerary
Friday 6% December 9.30am — 1pm
Time Slot Activity
0.30am Arrival and welcome — all into Cwtch Coffee. Introduction to the day and the team leading the activities.
3 Split into 4 groups
Team Activif Coffee Break
o Aty ek Ufeboataui
Training Reom 1:1 Interviews Tour Hungry Farmer
Laura, Alex T, Sandra P, Cwich Coffee Kim L, Rhys W, Royston 8Ty
S Vanessa, Gareth B
BenL-S Kate T, Jemma H
9.45am - 10.30am GROUP A GROUP B GROUP C GROUP D Each activity 35 - 40mins
with 5 mins to transition
10.30 - 11.15am GROUP D GROUP A GROUP B GROUP C to next
11.15 - 12.00pm GROUP C GROUP D GROUP A GROUP B
12.00 - 12.45pm GROUP B GROUP C GROUP D GROUP A
12.450m - ~ Complete remaining 11 :
Laura: F&B Sups x9 _ Kim: F&B Sups x9 Vanessa: Retail x5 Kate/Jemma: Ops x7
Fair rides to be on — given a go on Gallopers (engineering test) as part of tour
Group sizes: 12 — 14 candidates, re-hires mixed
Tea, coffee and cake to be available from Gwtch Coffee during breaks
Al staff to be in smart business wear, with name badge and Folly jackets.
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Folly Farm Adventure Park & Zoo
HR: Recruitment

Interview score sheet

Name Personal Engage | Guestservice Business Problem Team Notes
behaviours ment skills awareness solving Player
(1-5) (1-5) (1-5) (1-5) Initiative (2-5)
(1-5)
Activity (tour, lost at sea, tunnels): Assessor Name
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Hi Donna, Hope you're well

Alex Torok; Royston B..
Selection Day Sat 11th Jan

Hiall, Please find attached

emilyowens246@gma.

Folly Farm Selection Day

Hi Emily, Thank you for

dbarrow64@gmail.com
Folly Farm Selection Day

Hi Donna, Thank you for

paigejones377@yaho...
Folly Farm Day
Hi Paige, Thank you for

rachelkitcher02@yaho...
Folly Farm Selection Day

Hi Rachel, Thank you for

Y

09/01/2020

09/01/2020

07/01/2020

07/01/2020

07/01/2020

Subject J Has Attachments (& Unread B3 Categorized v [ Flagged

Selection Day Sat 11th Jan

Kimberley Low

To Alex Torok; Royston Badham; Ben Lewis; Gareth Brown; Carol Robbins; Andrew Russell

£ Recent Searches v

Cc Kate Torok; Laura Walters; Emma Beynon; Vanessa Thomas; Karina Ebsworth; Lee Sefton; Jemma Haswell

87KB

Hiall,

Selection Day Sat 11th Jan.doox

Please find attached selection day schedule for Saturday 11™ January, any questions just let me know.

Kind regards
Kimberley Low
HR Officer

Email
Tel 01834 812731
Fax 01834 813148

Folly Farm » Begelly, Kilgetty,
Pembrokeshire SA68 OXA
wwwfolly-farm.co.uk

X| Close Search ‘ 000
€ Reply | % ReplyAll | —> Forward .
Thu 09/01/2020 16:29

The information in this email and al attachments transmitted with it are confidential. If you have received this message in error, please notify us and remove the message from your system without further
distribution. Any views expressed in this message are those of the indlvidual sender and may not represent the views of Folly Farm Leisure Limited. We have taken reasonable precautions to ensure no viruses are.
present in this emeil but cannot accept responsibilty for any loss or damage arising from the use of this email or attachments. Please consider the environment before printing this email

“This folder is up to date.

Connected to: Microsoft Exchange
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Testimonial
Reply | < Reply Al Forward | | -
Royston Badham <Royston.Badham@folly-farm.co.uk> O Reply | Reply e
To Kimberley Low Wed 30/12/2020 09:18

assess requirements and how things would run, Kimberley was then assigned a specific section to take ownership of which -
included a walking tour/Q&A element and one to one interviews with potential supervisory candidates. In terms of planning,
Kimberley carried out the following tasks: initial screening of candidates, organisation of interview groups, and running order of
the day. These tasks were done in a timely manner with information emailed to line managers in advance and interview score
sheets prepped to ensure efficiency.
The group interviews ran over 3 days and the process was continually under review with changes made after the first day to make
the process more efficient e.g group sizes being adjusted. Upon completion of the selection days the HR department and line
managers participated in a de-brief session which was when selection of candidates took place as well as highlighting any changes
to be made in future to improve the overall process. Kimberley was pro-active in putting suggestions forward as to where
efficiencies could be made as well as suggestions of new tasks to implement which were well received.

Roysion Badham

Operations Manager | Folly Farm Adventure Park & Zoo

fmall royston@folly-farm.co.uk

Web: www.folly-farm co.uk

Tel: 01834 812731

By &
oA Please consider the environment beore pining his emai
Allfolders are up to date.  Connected to: Microsoft Exchange | [ - + + 100%

& W e @ nemnanoe S5





image25.png
[} CIPDProfessionMap X | cro Results x | @& Emal- Kimberiey Ame X | § Moodie nks | UWTSD. X | 1 Course:CIPD Diplame | X | I3 caniviewa propertyc | + =

< O A https//mycpdmap.cipd.co.uk/results Y

STUDENT ASSESSMENT

Your assessment results

— { Driven to Deliver

@ @z @i

iy Organboton
oo dewan

place at work (eg, pinned next to your aesk or
Screen) so that you are constantly reminded of
What is important for you o focus on.

Gramiton « Conduct a SWOT analysis on yourself as to the

way you approach your work What are the
downsides of your approach? What opportunities
does it offer?

+ Develop 2 methodology for keeping a record of
your work, particularly any complex projects. Ask
your colleagues how they keep a track of their
Progress, and find a methdod that works for you.

fasoucing
el

+ Measure the impact of your work through specific
HR or business measures so you can demonstrate
Petomance  Laaiingand what impact you've had in the organisation
iR

It seems like you're at the right level for your skills
‘ and experience.
e G e
e e e

Emerging

Exceading

©JOJO;

B P X

I
(]
LY

O Type here to search o]





image26.png
AutoSave mmunication style questionnaire - Word Kimberley Low

Fle  Home Insert Design  layout References  Malings  Review View Help  Table Design  Layout & Share
5 X ot . . Prind ~
[y . Clr Bod)+[11 <A A7 Aa~ | Ao LS smwceod] masoceoc AaBbCe Assbeer AAB £
Paste " . F A2 A~ - Thommal | TNoSpac.. Headingl Heading2  Title : Dictate | Editor
" Sromatbaime | 2L U@ K XA L-A g o o B st |
cpora i ront o R 5 sois d ern | ow | e .
- >
a Qa3 Qs Q2
3 a 2 2
®
as 2 a7 as
a 2
a
Q1o Qi1 9 Q12
3 3 a
s
Q4 Qais Q16 Qi3
3 3 2 1
Qis a7 Qi Q20
3 2 2
s
Total Total Total Total
16 1 P 1
Assertive Passive Passive Aggressive | Aggressive
Page2of2 467words [R English (United Kingdom) T Foass B - &+ 1%
E : 55
5 e ere 0 seach o H @ E 8 W B o@D awmas 0w





image1.png
Fle  Home  Send/Receive View Help  Search

& Newemail ~ | [l ~ B BIv | © € = | BIMoetor v | ) Unread/Read BB~ M~ | searchpeople B Y~ | BF | @ sendto OneNote

<
 Favorites Results ByDatev T Welcome to your CIPD membership
Vv Top Results. -
Inbox
L Reply | € Reply Al Forward | |
e T e o €IPD website <new-member@cipd.co.uic- O Fepy | © Repyan |
To kimberley-16@hotmail.co.uk i 09/10/2020 16555
N 8 Welcome to your CIPD me..  09/10/2020 ley-16@! o
Dear Kimberley Low Inbox (®) Clickhere to download pictures. To help protect your privaey, Outlook prevented automatic download of some pictures in tis message.
“kimberley-16@hotmail co.uk ' RS ST o
o password reset 05112020
Dufte o To reset your Inbox =
iz Dear kimberley Low
Sent tems
Deleted ltems. 3 etcome to V‘;“"E‘- qual... 121102020 Thank you for joining the professional body for HR and people development and welcome to your CIPD membership. The CIPD is
J onfirm your details Inbex here to help you achieve your full potential in HR and L&D.
v Oider
o e Your receipt of payment is attached to this email.
Junk Email @ cPD
Outbor Your next step istojointhis  05/10/2020 Questions?
Become a Student Inbox
RSS Feeds
e Fold If you have any questions about your membership, please contact our customer service team on +44 (0)20 8612 6208 or email
earch Folders Kimberley Low U membershipenqui co.uk
Fuwd: Welcome - CIPD Diplo...  13/09/2020
Sent from my iPhone ent tems
v st Kind regards
Dan Bailey i Victora Winkler
ere they are <end> inbox Head of Membership and Qualifcations, CIPD
(%] Rehclckorap and
[Draft] Julie Thomas ] i toi
RE: Cipd 10092018
= &8 . HiKim Please find inbox
|| €] Rshteick or tp and hld e o oo piure. To hlp prtectyur priacy, Otk preventedsuormstc dovriosd -
Updating Inbox (39.2 M, 1 minute). ML Connected to: Microsoft Exchange | ) - + + 100%
= 1407
£ Type here to search o @ = H & o & NOE® GO NGy





