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INTRODUCTION

The CIPD Level 5 Diploma in Applied HR, is a Higher Apprenticeship qualification in
HR Management. It is equivalent to the second year of a university degree in the UK.

The Higher Apprenticeship will enable apprentices to develop knowledge and skills in
human resource management, while being employed and earning a salary.
Employers will have a chance to expand their human resource function and better
support their most valuable asset: their people.

The apprenticeship takes two years to complete with apprentices dividing their time
between:

« undertaking their role
» being taught on-the-job (e.g. being trained by a manager)
 being taught off-the-job (e.g. attending UWTSD).

On successful completion of the CIPD’s Level 5 Diploma in Applied Human
Resources candidates are entitled to use the designation AssocCIPD after their
name.

CIPD professional membership is recognised globally by employers and could help
increase earning potential. The apprenticeship will ensure the student receives on
the job training whilst studying so they will acquire the relevant experience and
knowledge at the same time; something not all students are fortunate enough to
gain.

ABOUT THIS HANDBOOK

This handbook provides you with detailed information about your course, or
Programme of Study, and about the modules that will be offered for study at Level 5
in the academic year 2018-2019.

The University has made every effort to make the information as full and as accurate
as possible, but you should note that minor changes in the organisation of modules
between the planning stage and the actual teaching are inevitable. We shall try to
keep any such changes to a minimum, and you will receive plenty of advance
warning in the event of any alteration. We would also be grateful if you would let us
know about any changes that you think might be helpful if introduced into future
handbooks.



CURRENT MEMBERS OF STAFF
Names and Contact Details

Programme Director: Julie Thomas julie.thomas@uwtsd.ac.uk 01792 481000 ext
3233

The following lecturing staff may also be teaching on the programme from time to time:

Felicity Healey-Benson felicity.healey-benson@uwtsd.ac.uk 01792 481000 ext 3257
Julie Potter julie.potter@uwtsd.ac.uk 01792 481000 ext 3233
Jayne Woodman jayne.woodman@uwtsd.ac.uk 01792 481000 ext 3233

Contact details for the Head of School are:
Dr Maggie Inman margaret.inman@uwtsd.ac.uk 01792 481103

Pastoral Support

A member of academic staff will be identified at the beginning of the academic year to
act as a point of first contact for all pastoral support issues. Details of the arrangements
for Pastoral Support are contained in the University Regulations — Undergraduate
Student Guide which is published on the Academic Office section on the University’s
website:
http://www.uwtsd.ac.uk/academic-office/university-regulations-student-guide/
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PERSONAL DETAILS

It is vitally important that the University Registry has an accurate record of your
personal details at all times. It is equally important to ensure that you are registered on
the correct Programme of Study and on the correct modules. Failure to inform the
Registry of any changes in this respect is likely to cause some or all of the following
problems:

failure to keep you generally informed;

failure to contact you in an emergency;

clashes on your examination timetable and delays in its production;

failure to progress to the next level of study as a result of not completing sufficient

credits at the correct level;

o delay in graduation as a result of not completing sufficient credits at the correct
level;

e general inefficiencies in administrative processes resulting in delays for other

students.

MODULAR TERMINOLOGY

The following terms are used extensively in all documentation relating to modular
Programmes of Study. You should read the descriptions very carefully:

Programme of Study (Course)
A Programme of Study or course is the collection of modules, or in this case, using
CIPD preferred terminology, units, leading to a particular award.

Module/Unit
A module is an academically coherent unit of learning activity with defined
aims/learning outcomes, content and assessment scheme.

Module/Unit Credit Rating

Every module/unit has a credit rating. Credit is an award made to a learner in
recognition of the verified achievement of designated learning outcomes at a specified
level. The credits identified here are administered by CIPD, but equate to QCF Level
5.

Level of Study

A level is assigned to each module to define the standard of its academic demand in
line with the National Qualifications Framework which incorporates both Further
Education and Higher Education.

Achievement at Level 5 reflects the ability to identify and use relevant understanding,
methods and skills to address broadly-defined, complex problems. It includes taking
responsibility for planning and developing courses of action as well as exercising
autonomy and judgement within broad parameters. It also reflects understanding of
different perspectives, approaches or schools of thought and the reasoning behind
them.



Credit and Qualification Framework for Wales Level Descriptors, February 2009
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results.

Students should note that the expectations and demands of work at Level 5 is higher
than those at the CIPD Foundation Certificate in Human Resource Practice Level 3,
and that this will be reflected in the assessment and marking of the module

assessments.

PROGRAMME OF STUDY

The Level 5 Diploma in Applied Human Resources is comprised of 16 units — 5 Core
units, 6 additional knowledge based units (Group A units) and 5 competence based
units (Group B units). Group A and B units have been pre-selected by the University
from a range of units offered for this qualification by the CIPD.

Level 5 Diploma in Applied Human Resources = 90 credits (QCF).
26 credits from all core units

24 credits from Group A
40 credits from Group B



Modules (Units) Studied:

Core Modules (Unit) Credits Module Unit Code
Developing Professional Practice in 8 BMPD5000
Human Resources

Understanding the Business Context of 4 BMPD5001
HR

Using a Research Approach in HR 4 BMPD5002
Understanding the Contemporary HR 4 BMPD5003
Function

Understanding Employment Law 6 BMPD5004
Group A Units Credits Module Unit Code
Understanding Resourcing and Talent 4 BMPD5005
Planning

Understanding the Link between 4 BMPD5006
Individual and Organisational

Performance

Understanding Employee Engagement 4 BMPD5007
Understanding the Management of 4 BMPD5008
Employment Relations

Understanding Coaching and Mentoring 4 BMPD5009
in the Organisation

Understanding the Management of 4 BMPD5010
Change

Group B Units Credits Module Unit Code
Contributing to Resourcing and Talent 8 BMPD5011
Planning in the Organisation

Contributing to Improving Organisational 8 BMPD5012
Performance

Contributing to Employee Engagementin 8 BMPD5013
the Organisation

Contributing to Coaching and Mentoring 8 BMPD5014
in the Organisation

Contributing to the Management of 8 BMPD5015
Change

Module (Unit) details are correct as of 1 August 2018, and will not normally be changed
during the year. In the unlikely event of the School having to make changes to these
details during the year, you will be notified in writing. You will be able to find the module
(unit) descriptor on the Moodle page for the programme.

Total Qualification Time (TQT)

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



Guided Learning Hours
The CIPD guided learning hours for this programme of study is 450 hours:

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

This programme will be delivered via monthly workshops with additional skills
workshops throughout the year to meet these requirements.

Students will be expected to supplement the classroom contact hours with 2-3 hours
of specified activities per week plus 5-6 hours of self-directed learning to cover reading
and the preparation of assessment evidence.

COURSE DURATION

The programme will take two years. The terms during the first year will be divided up
as follows:

Induction 19/9/2018

Term 1: 24/9/2018 — 14/12/2018
Term 2: 7/1/2019 — 5/4/2019
Term 3: 29/4/2019 — 12/7/2019

The course will be delivered through 16 units over two years. Details of the units are
supplied later on in the handbook, and will be accessible on Moodle.

The units will be taught in the following order:
Year 1:

Using a Research Approach in Human Resources

Developing Professional Practice in Human Resources

Understanding the Contemporary Human Resources Function
Understanding the Business Context of Human Resources

Understanding Employment Law

Understanding the Management of Employment Relations

Understanding the Link between Individual and Organisational Performance
Contributing to improving Organisational Performance

Understanding Employee Engagement

0. Contributing to Employee Engagement in the Organisation

BOO~NOOMWNE

Year 2:

11. Understanding the Management of Change

12. Contributing to the Management of Change

13. Understanding Coaching and Mentoring in the Organisation

14. Contributing to Coaching and Mentoring in the Organisation

15. Understanding Resourcing and Talent Planning

16. Contributing to Resourcing and Talent Planning in the Organisation



ASSESSMENT

Formative assessment is embedded throughout the course to encourage self-
development, with summative assessment at the end of each unit as recommended
by the CIPD. Details of the assessment will be released by the unit tutor at the
beginning of the unit delivery. The range of assessment methods utilised ensures that
all the learning outcomes and assessment criteria are met in a way that enhances the
student’s learning experience. They should allow candidates to demonstrate a clear
grasp of the concepts and their ability to link theory to practice and to communicate
clearly in the HR field at the appropriate level. These include assignments, case
studies, group and individual presentations, blogs, work-related activities and reports.
Assessment of the group B units will be via portfolios of evidence gathered in the

workplace.

The submission dates for the year are provided below.

Management of Change

Core Modules (Unit) Credits | Assessment Method of
Submission Dates Assessment
Developing Professional 8 19/11/18 plus Portfolio of
Practice in Human submission of updated Evidence
Resources* Personal Development
Plan on 18/5/20
Understanding the Business 4 28/1/19 Written report,
Context of HR analysis notes
Using a Research Approach 4 Part One 22/10/18 Written response,
in HR Part Two — 11/2/19 research report
Understanding the 4 21/12/18 Slides and notes
Contemporary HR Function pages
Understanding Employment 6 11/3/19 Written answers to
Law guestions
Group A Units Credits | Assessment Method of
Submission Dates Assessment
Understanding Resourcing 4 20/4/20 Written answers to
and Talent Planning guestions
Understanding the  Link 4 10/6/19 Slides and notes
between Individual and pages
Organisational Performance
Understanding Employee 4 29/7/19 Briefing paper
Engagement
Understanding the 4 29/4/19 Written answers to
Management of Employment guestions
Relations
Understanding Coaching and 4 20/1/20 Briefing paper
Mentoring in the
Organisation
Understanding the 4 4/11/19 Slides or screen

shots with notes
pages




Group B Units Credits | Assessment Method of
Submission Dates Assessment

Contributing to Resourcing 8 27/5/20 Portfolio of
and Talent Planning in the Evidence
Organisation

Contributing to Improving 8 1/7/19 Portfolio of
Organisational Performance Evidence
Contributing to Employee 8 18/9/19 Portfolio of
Engagement in the Evidence
Organisation

Contributing to Coaching and 8 9/3/20 Portfolio of
Mentoring in the Evidence
Organisation

Contributing to the 8 25/11/19 Portfolio of
Management of Change Evidence

At the start of each module/unit, tutors will provide full details of the means by which
you will be assessed in that module. This will include clear guidelines on the criteria
that will be used for marking your work.

All assessed written coursework needs to be submitted in electronic copy via Turnitin;
alternative instructions will be provided by the Programme Director for any forms of
coursework that cannot be submitted via Turnitin.

If you have registered on Welsh-medium modules, you will normally be required to
complete the assessment through the medium of Welsh. Whenever possible, and
subject to the constraints of the programme aims, students following modules delivered
through the medium of English may be assessed through the medium of Welsh if they
wish to do so.

You will receive a transcript of your assessment marks at the end of each year. Note
that any marks released prior to formal approval by the Progression / Award Examining
Board are provisional.

Extenuating Circumstances

If you believe that there are extenuating circumstances which may have adversely
affected your ability to complete coursework or examinations, you should follow the
University’s procedures for Extenuating Circumstances for Taught Provision, which
can be found on the Academic Office section on the University’s website:
http://www.uwtsd.ac.uk/academic-office/procedures-for-academic-appeals-
complaints-and-other-student-cases/

Special needs in terms of assessment

If you have any special needs in terms of assessment, it is your responsibility to liaise
with Student Services regarding those needs at the start of the academic year, so that
a Statement of Compensatory Measures can be drafted in line with the University’s
procedures for assessment of students with special needs.

Note that the period between the end of the summer examinations and the end of the
summer term is an independent study period, which should be used to prepare for your
next year of study. Further details will be provided by your Programme Director.

Academic Appeals

Information about how to appeal is provided in the ‘Academic Appeal Procedure’ in
Chapter 13 of the Academic Quality Handbook, and in supporting documentation
published on the Academic Office section on the University’s website:
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Additional advice is available from the Students’ Union. It is very important that you note
carefully the grounds on which appeals may be made and submit your appeal on the
appropriate form because incomplete or ineligible appeals cannot be processed.

Assessment Regulations

The rules and regulations that govern the assessment of your Programme of Study are
available in Chapters 6 and 7 of the University’s Academic Quality Handbook, a copy
of which is available on the Academic Office section of the website:
http://www.uwtsd.ac.uk/academic-office/

Responsibilities of students in relation to the assessment process
As noted in section 7.3(5) of Chapter 7 of the Academic Quality Handbook, students
are responsible for ensuring that:

i) They read and understand the information provided about how they will be
assessed, how their final award will be determined, and the action to take in the
event that they experience difficulties relating to assessment.

i)  They attempt every assessment component of a module.

i)  They attend assessment events, including re-assessment events, as required,;
and that they are available to attend oral examinations if required to do so within
the published dates of terms or semesters, or other date notified to them in
advance.

iv)  They submit work for assessment as required and in accordance with the
required format and deadline.

v)  They inform their School or Student Services of any disability or long term
impairment which might require special provisions for assessment.

vi)  They familiarise themselves with the University’s definition of unfair practice and
undertake assessments in a manner that does not attempt to gain unfair
advantage.

vii)  They follow the prescribed procedures in the event that they experience
extenuating circumstances or wish to appeal against the decision of an
Examining Board.

viii) They keep a copy of work presented for assessment wherever feasible.

ix)  They make their work available for sampling for external examining purposes
and for archiving.

Internal verification of CIPD study centre standards

A critical element of centre internal quality assurance is internal verification. The
internal verification framework assures the quality of the assessment standards and
evaluates the achievement of learning outcomes for CIPD qualifications administered
through our study centre. As a CIPD study centre we ensure a range of internal verifiers
(IVs) supported by a lead IV engage in the full range of IV duties. In this case the
Intermediate Certificate Programme Director takes the lead IV responsibility for
conducting internal standardisation of assessment practice on the Intermediate
Diploma in Applied HRM. The sampling strategy provides for 1V activity in all of the 16
modules delivered, ensuring all lecturer assessment is checked, and is inclusive of
work from all students who are active on the year programme. This ensures a
representative sample of assessment decisions made by all individuals with
assessment responsibilities is achieved, with all students having work checked.
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Internal verification focuses on assessment processes, to ensure that assessment
processes and systems used by assessors meet CIPD requirements. The IV checks
that assessment methods applied by all lecturers assessing work are:
= valid — relevant to the learning outcomes and assessment criteria which are
being assessed
= reliable — consistently achieving the same results with same/similar group of
candidates
= fair — ensuring everyone has an equal chance of receiving accurate
assessment
= safe — including physical and psychological safety approved by CIPD.

CIPD MODERATOR

All taught Programmes of Study which lead to a CIPD qualification are examined by a
CIPD appointed moderator. The principal purposes of the external moderator system
are to ensure that:

e the standard of each award is maintained at the appropriate level,

¢ the standards of student performance are comparable with standards on
similar programmes or subjects in other UK institutions with which they are
familiar;

o the processes for assessment and the determination of awards are sound
and fairly conducted.

Students may request a copy of the previous year's Moderators Report for their
programme of study by contacting the Programme Director.

The current CIPD Moderator for this Programme of Study is:

Keith Reynolds

Please note that students are not permitted to make direct contact with the CIPD
Moderator.

VIRTUAL LEARNING ENVIRONMENT (VLE)

Moodle is the University’s Virtual Learning Environment (VLE). The VLE is used to
support learning and teaching. It can be accessed by enrolled students from
anywhere in the world using the internet and a web browser.

Some of Moodle’s features allow students to:
 Access course materials
* Facilitate communication between students and tutors
e Support group tasks
* Take online assessments with automatic marking and feedback facilities

Moodle can be used for administration tasks such as:
¢ Displaying announcements e.g. lecture venue changed
e Submission of assignments electronically
¢ Administration of online surveys, such as module questionnaires

10



How to Access:

Navigate to moodle.uwtsd.ac.uk

Click Quick Links (top left side of screen)

Select Moodle from the Swansea links

Log in using your Network username and password which are the same used to access
campus PC’s

If you are missing courses/modules in the My Courses block please contact your
lecturers to ask if they use Moodle. Please note it can take 24 hours for enrolment
data to feed into Moodle. If you have problems finding resources (timetables, lecture
notes, assignment briefs etc) please contact the lecturer that delivers the
course/module. For any technical issues or error messages contact the helpdesk:
tel: 01792 481134

email: helpdesk@uwtsd.ac.uk

In any correspondence please include your name and student username

(e.g. 123456)

UNIT DETAILS (with Learning Outcomes)

Developing Professional Practice in Human Resources:

Purpose and aim of unit

The aim of this unit is to enable the learner to develop a sound understanding of the
knowledge, skills and behaviours required by human resources (HR) professionals,
whether in a generalist or specialist role. The unit clarifies the context of the learner’s
specific HR development programme and the opportunities it affords to prepare for a
career in HR. It explores a range of roles and career paths available in HR and
considers the wider performance requirements, including work management, creative
problem-solving and teamwork, required of HR professionals. Having explored HR as
a profession, learners are supported to assess their strengths and development
areas against HR practice capabilities, identify development objectives, and devise
and implement a plan for continuing professional development (CPD). The unit also
addresses many of the standards of attainment set out in the Personal Learning and
Thinking Skills (PLTS) national outcomes.

Learning outcomes

On completion of this unit, learners will:

1 Understand the components of a specific HR career development programme.

2 Understand the range of HR roles and behavioural requirements of HR
professionals.

3 Be able to manage self and workload to meet performance requirements.

4 Be able to work collaboratively with others, as a member of a team or working
group.

5 Be able to apply CPD technigues to devise, implement and review a personal
development plan.

11
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Understanding the Business Context of Human Resources

Purpose and aim of unit

Human resources (HR) professionals need to understand key developments in the
business and external contexts within which organisations and, therefore, HR
operate. This unit is designed to encourage learners to critically explore these
contexts in order to be able to provide workable HR solutions to address them. The
unit enables learners to understand different types of organisation and to analyse the
factors which impact on their business and operating environment. These factors are
then considered in the light of how they impact on the HR function — its policy and
activities. The unit also examines HR’s role in organisational strategy and how
organisational strategy is converted into HR policy, practice and behaviour.

Learning outcomes

On completion of this unit, learners will:

1 Understand organisational factors which impact on the HR function.

2 Understand external factors which impact on the organisation’s business and their
HR function.

3 Understand how organisational and HR strategies and practices are shaped and
developed.

Using a Research Approach in Human Resources

Purpose and aim of unit

Human resources (HR) professionals need to understand the research process and
the use of research to both inform and develop their practice. This core unit develops
the learners’ knowledge about the research process and how research can improve
understanding, aid decision-making and provide the basis for a change in practice.
They will develop their skills in identifying and reviewing data sources and presenting
a business report for different purposes. The unit also provides opportunities for
learners to further develop their personal learning and thinking skills, especially
independent enquiry.

Learning outcomes

On completion of this unit, learners will:

Understand the meaning of research and the research process.

Be able to conduct a data review and analyse the findings.

Be able to draw meaningful conclusions and make recommendations.
Be able to prepare clear, business-focused reports on an HR issue.

[ERN
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Understanding the Contemporary Human Resources Function

Purpose and aim of unit

The purpose of this unit is to introduce learners to main human resources (HR)
activity and to the role of the HR function in contemporary organisations. It focuses
on the aims and objectives of HR and how HR objectives are evolving as
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organisations themselves evolve. In doing so, the unit considers both the
transactional and transformational aspects of HR. The unit goes on to explore
different ways of delivering HR objectives in organisations and the case for an ethical
approach. Finally, the unit considers how the contribution of HR to the organisation
can be evaluated and reviews some published research linking HR activity with
positive organisational outcomes.

Learning outcomes

On completion of this unit, learners will:

1 Understand the purpose and key objectives of the HR function in contemporary
organisations.

2 Understand different models of delivering HR services.

3 Understand the role of ethics in HR management and development.

4 Understand how HR’s contribution to the organisation can be evaluated.

Understanding Employment Law

Purpose and aim of unit

Recent decades have seen a substantial increase in the extent to which the
employment relationship in the UK, Ireland and the EU is regulated through
employment legislation. As a result, human resources (HR) professionals are now
obliged to take account of legal requirements in different jurisdictions when carrying
out many central aspects of their role. The purpose of this unit is to introduce the
major areas of employment legislation and the employment law system, focusing in
particular on how day-to-day HR activities are subjected to some form of regulation.
The unit is intended to provide an overview of employment legislation, rather than a
detailed focus on specific employment laws, for those who need to understand
emerging developments in the management of the employment relationship in local
and international jurisdictions. The unit also addresses the majority of the standards
of attainment set out in the Employee Rights and Responsibilities (ERR) national
outcomes.

Learning outcomes

On completion of this unit, learners will:

Understand the purpose of employment regulation and the way it is enforced.
Know how to manage recruitment and selection activities lawfully.

Know how to manage change and reorganisation lawfully.

Know how to manage issues relating to pay and working time lawfully.

Know how to ensure staff are treated lawfully at work.

Know how to manage performance and disciplinary matters lawfully.

o U A W N
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Understanding Resourcing and Talent Planning

Purpose and aim of unit

A fundamental part of the human resource (HR) management role is concerned with
the mobilisation of a workforce, taking responsibility for ensuring that the organisation
is able to access the skills it needs, at the time and in the places that it needs them,
to drive sustained organisation performance. This involves attracting, retaining and,
from time to time, managing the departure of staff from the organisation. This unit
introduces learners to the labour market and to the strategic approaches
organisations take to ensure they are able to meet their current and anticipated talent
and skill needs. The unit also explores the key practices that organisations use to
resource their organisations and good practice in each of these areas. These
encompass workforce planning, succession planning, attracting and retaining talent,
recruitment, selection, dismissal, redundancy and retirement processes.

Learning outcomes
On completion of this unit, learners will:

e Know how to undertake core talent planning activities.
e Know how to attract and retain talent.
¢ Understand good practice in relation to organisational resourcing activities.

Understanding the Link Between Individual and Organisational Performance

Purpose and aim of unit

This unit introduces the learner to how organisations can drive sustained
organisation performance by creating a high-performance work organisation (HPWQO)
and involving line managers in the performance management process. The unit
explores the conceptual framework of high-performance working (HPW) and
examines its impact on organisational performance, competitive advantage,
employee engagement and employee well-being. Further, the unit examines
performance management processes and how the involvement and commitment of
line managers can encourage and support HPW.

Learning outcomes

On completion of this unit, learners will:

1 Understand the concept of high-performance working and how it can benefit
individuals and the organisation.

2 Understand the contribution of the performance management process to high
levels of performance.

3 Understand the role of line managers in the performance management process.
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Understanding Employee Engagement

Purpose and aim of unit

This unit provides learners with a broad understanding of what is meant by employee
engagement, and how it can be linked to, and yet distinguished from, other related
concepts. It explores the key components of employee engagement and the
processes through which high levels of engagement can be secured and sustained
within an organisation, and the importance of alignment between these different
processes. The unit goes on to consider the rationale for high employee engagement
and the potential benefits to be gained. Finally, the unit considers trends in employee
engagement and, based on these, the possible future for employee engagement in
organisations.

Learning outcomes

On completion of this unit, learners will:

1 Understand the concept of employee engagement.

2 Understand the key components of employee engagement.

3 Understand the potential contribution of employee engagement to positive
organisational outcomes.

4 Know how to access and interpret employee engagement data.

Understanding the Management of Employment Relations

Purpose and aim of unit

Human resource (HR) professionals need to understand key developments in the
theory and practice of employment relations, both within and beyond the immediate
organisational context. This unit allows learners to develop the knowledge required to
make effective judgements about employment relations policy, processes and
practice in both local and European jurisdictions. The unit is designed to encourage
learners to research and gain an understanding of the broader developments that are
influencing the effective management of the employment relationship in indigenous
and multinational organisations.

Learning outcomes

On completion of this unit, learners will:

Understand theoretical approaches to employment relations.

2 Understand the roles of key parties involved in employment relations.

3 Understand different models of employee representation.

4 Understand different forms of conflict behaviour and dispute resolution.

[ERN
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Understanding Coaching and Mentoring in the Organisation

Purpose and aim of unit

The purpose of this unit is to develop learners’ understanding of both coaching and
mentoring and of the potential value of both practices within organisations. The unit
begins by exploring the concepts of coaching and mentoring, the similarities in, and
differences between them and the validity of grouping coaching and mentoring
together, as they so often are. The unit goes on to look at different models of
implementing coaching and mentoring in organisations, the role of line managers in
both the practices and the factors that all organisations should consider before
implementation. Finally the unit considers the potential benefits of coaching and
mentoring for both coach/mentor and coachee/mentee, as well as, importantly, for
the organisation. Although the unit does not expect the learner to be a skilled coach
or mentor, it does prepare them for making a contribution to coaching and mentoring
activities within an organisational context.

Learning outcomes

On completion of this unit, learners will:

1 Understand the concepts of coaching and mentoring.

2 Understand different ways coaching and mentoring can be implemented in
organisations.

3 Understand the potential benefits of coaching and mentoring in organisations.

Understanding the Management of Change

Purpose and aim of unit

This unit develops an understanding of change and change management in
organisations. It begins with consideration of what drives change, what enables
change and what hinders change, and how key theories and models can support our
effective management of change. The unit goes on to explore the importance of
positive relationships to change processes and how these can be built and
developed, including an analysis of the different types of communications and
support likely to be needed by all those involved. Finally the unit focuses on the
practical aspects of managing change — how to plan for change, best practice in
implementing change — how to monitor activities to keep things on track and how to
assess the impact of change.

Learning outcomes:
On completion of this unit learners will:

Understand key principles, theories and models relating to change in
organisations.

Understand the importance of communication and relationship
management within change processes.

Know how to plan, implement and monitor change processes.
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Contributing to the Resourcing and Talent Planning in the Organisation

Purpose and aim of unit

The human resource (HR) management role is concerned with the mobilisation of a
workforce, taking responsibility for ensuring that the organisation is able to access
the skills it needs, at the time and places that it needs them, in order to drive
sustained organisation performance. This involves attracting, recruiting, retaining
and, from time to time, managing the departure of staff from the organisation. This
unit requires learners to review the organisation’s strategic approach to talent
planning and make recommendations for how this can be developed. It also requires
learners to contribute directly to activities which underpin the effective resourcing of
an organisation, such as: developing job descriptions, person specifications or
competency frameworks; undertaking recruitment and selection activities; or
participating in redeployment, redundancy or retirement activities.

Learning outcomes

On completion of this unit, learners will:
1 Be able to review and evaluate an organisation’s approach to talent planning.
2 Be able to recommend ways to improve an organisation’s approach to talent
planning.
3 Be able to contribute to people resourcing activities.

Contributing to Improving Organisational Performance

Purpose and aim of unit

Human resources (HR) professionals have a key role to play in improving
organisational performance, through implementing individual performance
management policies and activities. This unit enables learners to further develop
their knowledge in this area and to apply it in activities in the workplace. Learners are
required to support line managers in activities such as monitoring performance,
addressing poor performance, encouraging high performance, and carrying out
performance and development reviews. The unit goes on to review an organisation’s
overall approach to performance management and the extent to which this
contributes to organisational performance. Finally, the learner is supported to
generate ideas for how the organisation’s approach could be developed and make
meaningful recommendations for improvement.

Learning outcomes

On completion of this unit, learners will:
1 Be able to provide information on performance management activity within an
organisation.
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2 Be able to support line managers to deliver performance management
activities within an organisation.

3 Be able to assess the impact of performance management activities on
organisational performance and make recommendations for enhancement.

Contributing to Employee Engagement in the Organisation

Purpose and aim of unit

This unit develops learners’ knowledge and skills in relation to employee
engagement, with a focus on the practical realities of gauging and enhancing
employee engagement in the workplace. It requires the learner to investigate and
assess current levels of employee engagement in order to evaluate the incidence
and effectiveness of current engagement processes. Learners will consider the key
drivers for, and hindrances to, engagement within an organisation and also research
best practice in other relevant organisations. Based on this analysis and research,
learners will go on to identify ways in which the organisation could enhance
employee engagement and to draw up a realistic plan for how at least one of these
strategies could be implemented.

Learning outcomes

On completion of this unit, learners will:
1 Be able to assess levels of employee engagement within an organisation.
2 Be able to evaluate current organisational approaches to employee
engagement.
3 Be able to recommend and plan strategies to raise levels of employee
engagement within an organisation.

18



Contributing to Coaching and Mentoring in the Organisation

Purpose and aim of unit

The purpose of this unit is to extend learners’
knowledge of coaching and mentoring and to
support them in applying this to the development
of effective coaching and/or mentoring
programmes within an organisation. Learners
are first required to assess the current level of
coaching and mentoring activity in the
organisation and the value this has in supporting
the achievement of individual, team and
organisational objectives. Using this knowledge,
learners are then required to make appropriate
recommendations for developing coaching and
mentoring activity, taking into account how this
fits with the organisation’s wider human resource
development/learning and development
(HRD/L&D) strategy, and other factors/potential
barriers which could have an impact on further
development. Learners are also required to
actively contribute to the implementation of either
coaching or mentoring initiatives (or both, if
appropriate) in the organisation, through
promoting benefits, assisting the development of
systems, helping build the capability of potential
coaches or mentors, providing
information/guidance to potential
coaches/mentees and supporting the evaluation
and continuous improvement of programmes.
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Learning outcomes
On completion of this unit, learners will:

1 Be able to assess the impact of coaching
and mentoring activity within an organisation
and make recommendations for further
development.

2 Be able to support the implementation of
coaching and/or mentoring programmes within
an organisation.



Contributing to the Management of Change

Purpose and aim of unit

This unit enables learners to extend their
knowledge of change management and apply it
to the management of real change processes
within the organisation. Learners are required to
establish the need, objectives and potential
benefits of change and to devise a plan for
implementing appropriate change processes,
including relevant communication and support
strategies for those affected by the changes.
Once the plan is agreed with decision makers the
learner is required to play a key role in
implementing the plan, maintaining positive
relationships and providing information and
support to others involved, and maintaining
appropriate records of activities. The learner is
also required to monitor change processes and
make justified adjustments to their
implementation where needed. Finally the learner
is required to assess the impact of the change
and to communicate this to stakeholders
identifying any further corrective or development
actions required to ensure the success of the
change project.

CIPD MEMBERSHIP

Learning outcomes

On completion of this unit, learners will:
1 Be able to plan for the implementation of
change processes within an organisation.
2 Be able to implement a change plan
3 Be able to assess the impact of change
processes within an organisation.

Once you have registered with UWTSD, you will join the CIPD as Student member.
As well as increasing your professional credibility with employers, CIPD membership
will also give you exclusive member-only access to the latest HR and L&D resources,
development tools, networking opportunities and discounts. Plus continuing your
membership beyond your studies will ensure your progression to achieving

professional membership of the CIPD.

On successful completion of the qualification, candidates will automatically gain
Associate professional membership and be able to use the designation AssocCIPD.

20



POLICIES
University Attendance Policy

All students are required to attend all scheduled classes and tutorials and Faculties
will record individual academic attendance on a weekly basis.

Contact points will be specified for each programme, taking into account the structure
of the programme and the scheduled timetable. Disciplinary action will be taken for any
sustained periods of unauthorised absence. Students who have a legitimate reason
for unexpected absences (including the instance of illness or injury) must provide
evidence to their Tutor immediately following their return, to ensure that it is noted as
authorised leave.

Wherever possible, students should request permission through their Tutors in
advance of any absence, completing the appropriate Registry Forms to explain the
circumstances that require this. Although short authorised absences are not normally
counted against the student, these are taken into consideration in the annual review of
each student’s cumulative attendance (see below). Confirmation of authorised
absence will be lodged on the student record in the Registry.

If a student does not provide any reasonable justification for periods of unauthorised
absence, fails to respond to initial and final Attendance Warning Letters and/or the
required actions agreed at meetings with academic staff, and does not improve their
attendance record, the Faculty will ask the Registry to withdraw the student within two
months of the last recorded date of attendance.

In addition, each student’s cumulative attendance will be reviewed at the end of the
academic year. Any student with a cumulative attendance for the academic year below
70% (including authorised leave periods) will be sent an end of year warning letter by
the Faculty to warn her/him that attendance is below the level expected by the
University and that, if poor attendance continues, this may lead to the individual being
withdrawn from the programme.
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UNFAIR PRACTICE AND PLAGIARISM

The University defines unfair practice as ‘any act, intentional or otherwise, whereby a
person may obtain for himself/herself or for another, an unpermitted advantage...’.
Committing unfair practice in assessment is one of the most serious offences in
academic life, and its consequences can be severe. It undermines the integrity of
scholarship, research, and of the examination and assessment process.

It is very important to understand that it is no defence to claim that unfair practice 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 unfair practice. 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. It is plagiarism, for example, to copy the work of another
student, of a member 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-submitting 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 registering 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. In many Schools your work will be submitted electronically via
Moodle.

For submissions outside of the Moodle platform, it is equally important that you
reference your sources accurately. In some cases you will be expected to submit both
hard and electronic copies, which can be checked against the database of the UK
Higher Education Plagiarism Detection Service. For handwritten, portfolio and process
workbook submissions check with your module tutor if you are in any doubt about
whether you have infringed the regulations. They are here to assist you; ensure that
you take advantage of their expertise.

Plagiarism: Regulations, Procedure and Penalties

Full details of the University’s procedures and penalties for dealing with issues of
plagiarism can be found in Chapter 13 of the Academic Quality Handbook, which can
be seen on the University website or obtained from the Faculty Offices. These details
are also summarised in the University Regulations — Undergraduate Student Guide
which is published on the Academic Office section on the University’s website:
http://www.uwtsd.ac.uk/academic-office/university-regulations-student-guide/

Avoiding Plagiarism
Coursework, dissertations, or creative work are meant to be your own original work.
Obviously you will use the work of others. Not only is this inevitable, it is expected.
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All scholarship builds on the work of others. The important thing to remember is always
to acknowledge your sources. Your School will provide sessions on referencing and
plagiarism but as a general rule of thumb observe the following guidelines:

e Anything that is copied or quoted from another source, including electronic sources
such as the internet, must be in quotation marks and attributed to the original author.
This may be in the body of the text or as a footnote. Full details of a source should
be contained in a bibliography. Whatever method is used, always acknowledge
your source and give full details of it (i.e. author, date, page number).

¢ Synthesising the work of others involves putting their ideas into your words. This is
fine, but again, acknowledge your source. This can be done in a number of ways
depending on the context. For example: 'Hart (2003, 52) maintains that...” 'Hart
(2003, 52) provides evidence for..”: It is argued, or submitted by Hart (2003, 52)
that...” Then give the source of the original work.

¢ Where you are generally indebted for your ideas to one or two main sources, this
can be a bit trickier. If the ideas or the way they are presented come from one or
two sources, make this clear. Do the same if they come from lectures. It is
important not to claim originality where it does not exist but to indicate in general
where the information comes from.

o Full citations in timed unseen examinations are obviously not expected, but you
should indicate general indebtedness and always credit any quotations you have
managed to remember.

The golden rule is; "if in doubt, provide references'. Consult your tutors if you have
any problems, in particular with the method of citing books and articles, which may
differ from subject to subject. There are no penalties for asking for advice and
guidance; there are severe penalties for plagiarism and failure to reference means your
work could be considered to be plagiarised.

Other types of Unfair Practice

There are other types of unfair practice, including, but not limited to producing work as
a group where it is an individual task (called collusion), fabricating data or making false
claims to have carried out research, using the service of an essay bank/essay mill,
having an unauthorised source of information in an examination, prohibited
communication during an examination. The same regulations, procedures and
penalties apply to all types of unfair practice.

LIBRARY AND LEARNING RESOURCES

All students have access to information literacy and research skills support to assist
them in their studies. For further details and contact information please go to the
Library and Learning Resources website at http://www.uwtsd.ac.uk/library/.

Identifying, accessing and evaluating resources

Library and Learning Resources website
Library and Learning Resources catalogues
Accessing e-resources and databases
Using the Internet for academic purposes
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Literature Reviews

e Whatis a literature review
e How to do a literature review

Staying Legal

Using other people’s information
Plagiarism: what it is and how to avoid it
Copyright

Using images, film and sound

Organising and managing your information

o Keeping up with developments in your subject area
e Using information management tools

Subject Librarians

Subject Librarians act as a contact point between students and the Library and
Learning Resources service. Please feel free to contact a Librarian if you need help
with finding information for your assignments, or advice on locating, accessing or
searching library resources in both print and electronic formats.

Further details of all libraries and contact information are available from the Library and
Learning Resources website at http://www.uwtsd.ac.uk/library/. Please also follow the
Library and Learning Resources Facebook and Twitter feeds for up-to-date news,
service developments and information on new resources.

The Griffith Library at Dynevor
Owen Library, Mount Pleasant
Swansea Business Campus Library
Townhill Library

Carmarthen Library

Lampeter Library

London Library

STUDENT SERVICES

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

STUDY SKILLS

All students have access to study skills support to assist them in their studies. Details
of provision are available from the Student Services offices on each campus and at
http://www.uwtsd.ac.uk/study-skills/.
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Topics covered include:

Developing effective study strategies
Planning and writing assignments
Preparing presentations

Planning for seminars

Preparing for exams

Drop-in study skills sessions and 1:1 appointments are available on the Carmarthen,
Lampeter and Swansea campuses during term time — no appointment necessary.
Distance learning students are also able to access the Study Skills Distance service
using e-mail, telephone or Skype. Please see the Student Services study skills
webpages for further details: http://www.uwtsd.ac.uk/study-skills/.

COMPLAINTS

You have a right to make a complaint about any specific concern about the provision
of your Programme of Study or a related academic service. Full details of the
complaints process can be found in the ‘Procedure for Student Complaints’ in Chapter
13 of the Academic Quality Handbook and in supporting documentation published on
the Academic Office section on the University’s website:
http://www.uwtsd.ac.uk/academic-office/procedures-for-academic-appeals-
complaints-and-other-student-cases/
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