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LO1: Understand the components of a specific HR career development programme
CIPD (nd) recommends that qualifications develop the knowledge and skills that employers are looking for in a HR Professional. 
CIPD is the only HR professional body currently operating in the UK and the majority of HR Professionals are members, from Student through to Chartered. John & Perkins (2016). The CIPD is continually improving ways of working and setting its vision for the future of HR.  Although membership of the CIPD is not compulsory for HR Professionals as it is in other professions such as law and medicine.
CIPD (2020) states that all members must adhere to the CIPD Code of Professional Conduct (EV.1.) and it has been written so that it applies to all stages in the career of a HR Professional.  Within this course we learn to underpin the principles of the code which ensures that exploitation is prevented and that integrity of the profession is preserved. John & Perkins (2016).  There are four parts to the Code of Conduct and they are:
· Professional Competence and Behaviour
· Ethical Standards and Integrity
· Representative of the Profession
· Stewardship
Students are required to join the CIPD as Student members (EV.2.) This allow us access to all the latest resources, including factsheets, reports, podcasts and guides (EV.3.) On completion of the course students can use AssocCIPD after their name.  
The CIPD Level 5 Diploma in Applied Human Resources is a Higher Apprenticeship qualification in HR Management and is equivalent to the second year of a university degree in the UK.
The two year course enables us to develop our knowledge and skills in human resource management, whilst also undertaking our role. It will help us to deal with the challenges that can be faced being a HR Professional by introducing us to areas of HR that we may not be familiar with in our current roles.  On completion of the course we should be able to contribute towards our company’s objectives and be able to suggest and bring about change improvements.  We should be able to advise and guide others with the skills and information learned and help our organisations achieve success by leading people positively and inspirationally. John & Perkins (2016)
The course is usually carried out with on-site workshops but due to Covid, changes had to be made and online workshops via Microsoft Teams were utilised.  In September 2020 return to the classroom based workshops was permitted.  UWTSD provided guidance around returning to campus to ensure the safety of all students (EV.4.)
Students are on an apprenticeship contract with Coleg Sir Gar but the course is being delivered by UWTSD.  As part of the apprenticeship students are required to undertake WEST assessments in Number (EV.5.), Communication (EV.6.) and Digital Literacy (EV.7.).  The results are recorded and exercises completed to bring the student to the Welsh Government required level.
After enrolment UWTSD allow access to their platform.  This includes Quicklinks which gives easy access to Student Hwb, Moodle, Email and various other student information resources. (EV.8.)
All course information is detailed on the UWTSD Moodle Platform. Moodle is the University’s Virtual Learning Environment (VLE) and can be accessed from anywhere using the internet.  
On the moodle dashboard contact information for the Course Lecturer can be found along with social media information.  HR Students at UWTSD has its own facebook page where members can share useful information that they have sourced. (EV.9.)
Each module has an individual tile (EV.10.) The course information tile is invaluable and gives an overview of the course and has various resources to assist the student including the course timetable. (EV.11.) and the Programme Handbook. (EV.12.) Full details of how to manage your learning is also included in this tile and this can be useful for planning your timetable for each module. (EV.13.) Full details of the qualification specification from the CIPD is available on this tile and this provides you with details of the learning outcomes and assessment criteria for each module. Guidance on academic writing, referencing and Turnitin guidance is also on this tile.  Turnitin is the University ‘originality checking and plagiarism prevention service’ that is used for submitting assignments – guidance on how to submit your assignments via Turnitin is also included.  Links to the recommended core text books required for the course are also on this tile.
Within each tile the tutor provides full details of each assignment including assessment criteria, guidelines, date assignment due along with recommended reading materials, podcasts, youtube videos and various other materials to assist students with the assignment. (EV.14)
The course is made up of 16 modules totalling 90 credits, with guided learning of 450 hours and self-directed learning of 450 hours, which covers the reading and preparation of assessment evidence. The modules are made up from written reports, portfolios, research business reports and work-based evidence.
Access is given to the University Library allowing access to many online resources as well as on site libraries ensuring that all Essential reading list items are available to assist the student in the preparation of assignments (EV.15.)
There are various other sources of help and guidance on Moodle, including the IT Service Desk which can be used for any IT issues affecting students. (EV.16.). Student Services are also available and they provide information, advice, guidance, practical and emotional support to students.  Their service covers careers, financial, counselling and also learning support.  Study Skills support is also available for any students that may need assistance with planning and writing assignments, presentations, exams or study strategies. (EV.17.)
The University asks all students to abide by the Student Code of Conduct.  By following this charter students will have a safe and inclusive learning environment which will allow them to have to potential to succeed to the best of their ability. (EV.18.)
At the start of the course all students are required to complete an induction questionnaire to ensure that they are familiar with and understand the course. (EV.19.)





Activity 1 – Bibliography

CIPD Code of Conduct – available at:
https://www.cipd.co.uk/about/what-we-do/professional-standards/code - accessed 23/10/2020

CIPD Professional Qualifications factsheet, available at:
https://www.cipd.co.uk/learn/training/professional-qualifications - accessed 23.10.20

Ted Johns and Graham Perkins (2016) ‘Developing Professional Practice’ in Taylor & Woodhams (2016), Studying Human Resource Management, 2nd Edition, Chartered Institute of Personal and Development: The Broadway, London 





































EV.1
[image: ]


EV.2 

[image: ]











EV.3
[image: ]
EV.4
[image: ]







EV.5
[image: ]

EV.6

[image: ]

EV.7
[image: ]

EV.8
[image: ]


EV.9
[image: ]

EV.10
[image: ]

EV.11
[image: ]

EV.12
[image: ]







EV.13
[image: ]

EV.14
[image: ]








EV.15
[image: ]

EV.16
[image: ]

EV.17
[image: ]




EV.18
[image: ]


EV.19
[image: ]
[image: ]
LO2: Understand the range of HR roles and behavioural requirements of HR professionals
As HR Professionals we are responsible for ‘adding value’ by ensuring that we carry out activities to allow organisations to function, limit damage liability when things go wrong, continually improve systems to allow better performance and drive change. The CIPD has developed a standard - the HR Profession map which is used by HR Professionals as a competency framework diagnosing areas of developmental need and continuing professional development (CPD), capturing what makes a successful and effective HR practitioner.  As stated by CIPD (2015) it describes what we need to do, need to know and how to do it within each professional area at each band level.

The CIPD have recently introduced a new Profession map which Working Place Insight (2018) is due to the developments in the working world and the changes in the role of the HR Professional, but for this report I will discuss the 2013 model.  The map details the roles and behaviours of the HR professional at four different levels of competence and is used to contribute towards a Professional Development Plan (PDP).  The map can be used to identify areas that need developing and allows for planning of learning requirements.  It also informs us how we need to grow and develop to allow us to move up the bands.  As members, the CIPD asks that we demonstrate the ‘knowledge, skills, behaviours and experience’ as outlined in the Profession map to commit to the high standards required. CIPD (2020)


[image: ]
CIPD Professional Map 2013.

The map is made up of ten professional areas. These areas describe what you need to know and what you need to do at each of the four band levels which span from entry level to leadership roles.  By using the map it gives HR Professionals a clear route and guide to assist with many organisational activities and future planning. CIPD (2015).

There are two core areas at the heart of the map which underpin the profession and are applicable to all HR Professionals at any level.  Without these core areas the CIPD (2015) tells us that HR will always be at ‘technician’ level.
· Insights, strategy and solutions – this area details the knowledge, skills and behaviours needed to develop strategies to add value to organisations 
· Leading HR – another important area built around the need for us to be role models in increasing the HR contribution – leading by example.

The use of the additional professional areas can be dependent on the practitioner’s role, some professionals may use all areas, some just a few or even one area.  
· Organisation design – ensure that the organisation is designed appropriately
· Organisation development – ensure the organisation has the correct culture, values and environment for the workforce to deliver its strategies and ambitions.
· Resource and talent planning – ensure that the organisation can attract the key people needed to fulfil the strategies and ambitions.
· Learning and development – ensure the organisation has the skills, knowledge and experience to fulfil the organisation’s strategies and ambitions.
· Performance and reward – build a high-performance culture by recognising and rewarding.
· Employee Engagement – ensure that employees have the right conditions to motivate them to give their best performance to achieve organisational success.
· Employee Relations – ensure a good relationship with staff is underpinned by policies and procedures and employment law.
· Service delivery and information – ensure that the HR service provided is accurate, efficient, timely and cost-effective.

The four bands are essential as they detail the level of contribution that the HR professional makes at every stage of their career from supporting to leading.  There are also transitional challenges to move up the band levels.

Surrounding the professional areas are the behaviours which HR professionals need to have to carry out their work.  HR Professionals are looked upon within organisations to provide answers to problems, to have the courage to speak up when needed, to ask questions, to challenge others, to add value, to lead by example, to be innovative and to come up with new ideas and solutions.  The behaviours that are included on the Profession map cover these areas and are essential in every HR role in order to achieve not only the individual’s goals but also the organisations.

Each of the behaviours have four band levels and contra indicators which show the negative actions for each of the behaviours.
1. Curious – being ‘future focused’ and seeking out ways to ‘add value’.
2. Decisive Thinking – being able to make decisions that are justifiable and defendable.
3. Skilled influencer – being able to convince stakeholders that your ideas will ‘add value’ to the organisation. 
4. Personally Credible – being able to demonstrate professionalism at all times.
5. Collaborative – being able to work with both internal and external colleagues to achieve goals.
6. Driven to Deliver – being determined, creative and resourceful to achieve goals.
7. Courage to Challenge – being confident to speak up and challenge others when you may face resistance to ideas.
8. Role Model – being able to lead by example being professional at all times.
Across the ten professional areas the map gives us the stages for successful people management and gives us the eight behaviours that will underpin good practice to give a positive impact on the workplace and the working lives of the people we work with, whilst also allowing us to achieve our career ambitions.

Lester (2015) tells us that the word ‘profession’ comes from the Latin verb ‘profiteri’, which can be interpreted to mean that to be a professional you must acquire the knowledge and skills required and to adopt its ethos.  Continuous updating of skills and discovery of new areas that can link to career objectives is necessary for practitioners to be leaders in their area. Continuing Professional Development helps to ensure that customers, clients and communities are provided with a professional service.  Throughout the HR Professional’s career they will refer to the Profession map to monitor their strengths and weaknesses and to allow them to progress through the levels, whilst providing an effective service, underpinned by a relevant code of conduct.
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LO3: Be able to manage self and workload to meet performance requirements

Johns & Perkins, 2016 identify that HR Professionals should have the ability to manage a varying size and number of projects whether it be over a short or long period.  They outline five phases that need to be completed in a project which include initiation, planning and design, execution, monitoring and controlling and completion.  I am involved in four main projects annually to ensure we achieve the National uplift of Police Officer recruitment.  

Initiation
Our recruitment campaigns have historically comprised of two intakes per year but due to Boris Johnson’s Uplift programme we were required to add two extra intakes.  We met with the Chief Officers and discussed that we were already stretched in the department and needed extra staffing to allow us to meet the demand.  I explained that there would be an Uplift budget which had funding for extra staffing and suggested that we put out an Expression of Interest for internal staff to join us for the uplift period – therefore allowing for staff development and to ease the pressure on the recruiting team (EV.20).  We were successful in gaining ‘buy in’ from the Chief Officer team and were able to recruit a new team member. Once in role we met as a team to go through the timeline discussing the need for prioritisation of tasks in order to achieve our goals.

Planning and Design
Yemm (2008) argues that HR Professionals need to think about their message and how they want it conveyed in order to influence others.  I contacted all departments involved in the recruitment process to discuss the National requirement that we had to meet in order to achieve the extra intakes.  We were met with some negativity from our vetting department as they were already overloaded with work without an extra 60 vetting checks to undertake.  I explained that there was Uplift funding and that I would see if we could allocate to the vetting department, to allow them to increase their staffing, this obviously eased which was a tense meeting and turned it to a positive outcome, as we were able to recruit an extra vetting officer (EV.21)
Amendments were made to the usual testing stages which include drug testing, biometric and fitness testing to ensure we adhered to social distancing measures.  Testing for 60 candidates would normally be undertaken in one day but we had to spread this out to three days to ensure that we were adhering to all measures – this required support from drug, biometric and fitness testers. (EV.22)

Henry Kaiser tells us that the key to problem solving is to make sure that you deal with the problem and not the symptoms – we sometimes jump to solutions rather than solving the problem.  We experienced a problem when one of the candidates contacted me to inform me that he had been involved in an accident and had broken his arm.  As he had already cleared all tests including his medical and had received his unconditional offer, concern was raised as to whether he was fit to now join his training cohort.  We had a recruitment team meeting to discuss the problem and to think of solutions to the issue.  By coming together as a team we were able to come up with alternative solutions to the recruit being deferred.  On reflection the problem solving was based on De Bono’s six hats theory as we all had differing opinions relating to the different areas that needed to be considered – we looked at what had been done in previous similar situations, emotions and feelings of the recruit, the negative outcomes and possible risks and the possible solutions.  I then liaised with our Occupational Health Department and our Learning and Development leads to discuss our ideas as L&D had raised concerns. (EV.23) After some negotiation it was agreed that alterations to the existing training schedule could be made to allow the recruit to undertake the physical aspects of the course at a later date.  Our negotiations allowed us to resolve the situation with all departments content that the best course of action had been achieved for the recruit.
A second recruit had a hearing impairment which our Occupational Health department were unable to clear as ‘fit for role’ (EV.24)  Our L&D team were also unhappy with the recruit joining as they were unsure if there would be any impact on the health and safety of the recruit or the public due to his disability (EV.25)  We organised a meeting with the L&D team to try and find a solution as the recruit had already resigned from his current role (EV.26). We agreed that we should arrange a ‘field test’ for the applicant for us to test his ability to undertake the role and reassured the L&D team on their concerns.  The applicant was cleared and was able to join the intake as planned, which not only achieved the recruit’s ambition but also the teams in achieving our anticipated intake.

Monitoring and Controlling
I use a Gantt chart to monitor the progress – amending as and when required due to Covid restrictions (EV. 27)  Continual monitoring of the intake happens throughout the recruitment process as we can lose candidates at any time due to the intense recruitment checks that take place throughout the process. (EV.28).  We also have to provide the Home Office with data relating to our intakes to ensure that we meet the required standards (EV.29). 

Completion
Our intake date of 28th July 2020 was met despite the problems which we overcame.
We have also designed a feedback questionnaire which we issue to all new recruits after they start their training based on a variety of elements such as application process, assessment centre, testing stages, induction and learning experience.  We will use the feedback to ensure that the process is as streamlined and effective for all recruits as is possible. (EV.30).  I have carried out a Communication Style questionnaire to establish how well I communicate with others.  My result was assertive which shows that I can express my needs without doing so in an aggressive way and therefore can usually gain buy in from others as I respect them and myself. (EV.31) I also carried out a Team type questionnaire which identified my primary team role as a teamworker which clearly shows that I prefer to be a part of my team working together to reach our goals. (EV.32)
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LO4: Be able to work collaboratively with others, as a member of a team or working group

Teamwork is the number one global workforce trend – this was established in a 2016 survey across 130 countries with over 7000 participants (Kaplan, Dol- lar, Melian, Van Durme, & Wong, 2016).  During the last six months teams have had to work more collaboratively than ever due to the pandemic with increased numbers of remote working.

Teams vary in size and structure and depend on the type of organisation but can take many forms as explained by Huczynski and Buchanan (2010)
· Advice Teams – Employment representative groups – within Dyfed Powys Police we have teams including Agile Working, Workforce Representative Group.
· Action Teams – Sports groups 
· Project Teams – Planning/ Research Teams
· Production Teams – Assembly Teams

Teams are made up from a variety of diverse individuals including age, gender, nationality, culture, knowledge, skills, views and agendas - they can also be influenced by a variety of different dynamics including power, leadership, structure and communication. The term ‘group dynamics’ was formed in the early 1940s by Kurt Lewis.  He discovered that different people often take on different roles and behaviours when they are put into a group environment.   Positive groups are found to be more creative whereas a group with poor dynamics can be disruptive and end up making wrong choices. CIPD recommends ‘getting the right people on the bus and the wrong people off the bus in order to gain effective teamwork

A psychologist named Bruce Tuckman developed a model for team working which includes important stages of development:
[image: ]

Teams can take time to get to know each other and to work out their places within the team, by going through the above stages the team become effective co-workers.

Forming is where the team will look to the team leader for direction as they are still anxious, curious or excited to figure out how things will work.
Storming is where people are getting used to their role, question what they and others are doing and can clash with others.  The team leader needs to take control offering guidance and encouragement to avoid tension and frustration at lack of progress.
Norming is where team members feel more comfortable and can settle into their roles resolving any differences and appreciating each other’s strengths.  
Performing is when the team starts to works together to reach its goal.
There was another stage added at a later date called adjourning which is reached naturally when projects come to an end and teams are dispersed.  This can be a difficult time for teams that may have formed close bonds during a project.

Projects do not always follow these steps and can be found to go back to previous stages at various points during the project timescale. This can happen when new team members join and can disrupt the dynamics or a change in business direction, but as long as the team leader regularly reviews the team and the model and adjusts accordingly the goal should be met.

We have followed the above model for the recent introduction of a national police website for all UK Forces. Our team had to provicde an input to the National team as to what was required from a recruitment perspective.  As we are only a small representative of the Welsh forces we needed to ensure that our voice was heard whilst also ensuring that we worked together as a team to achieve our goal.  We realised quickly that by coming together with the other forces we were able to develop a ‘one size fits all’ platform that will work well for all forces.  The new platform is scheduled to go live this month and by forming a team with the other forces we have now developed good working relationships with teams in various locations.

When working in teams we need to be aware of political behaviour.  Office politics can have a bad name but it can also be a way of ensuring that things get done.  In negative terms it can lead to poor commitment from employees, reduced morale leading to retention concerns and sickness levels. 

People Management (2003) tells us that political behaviour within organisations is on the increase so it is important for Managers to be aware of political agendas but to ensure they do not become part of it.  Each employee has their own agenda, perhaps due to power, recognition, jealousy, career advancement or a need to get things done in their way or even to cover up errors.  

A third of employees state their colleagues as their reason for not wanting to go into work. Guardian (2017).  This can be due to their colleagues having a political agenda and making them feel uncomfortable.  

In a podcast by the Cambridge Judge Business Debate discussions take place around teams forming the ‘in group’ and ‘out group’ which is where the toxic culture can start.  They identify who the stakeholders and people of influence are and align their image.  They also identify the gatekeepers, make deals with others if this is of benefit to themselves and also withhold information to ensure that they have the power.

	Office Politics Vocabulary

	Negative
	Positive

	Favouritism
	Healthy competition

	Backstabbing
	Good relationships

	Gossiping
	Transparency

	Closed Door
	Trust

	Sabotage
	Communication

	Demotivated
	Clear Paths to reach goals

	Own benefit
	Align with values



Not all teams will have a negative agenda and If monitored effectively by the Manager, office politics can benefit organisations as healthy competition can motivate teams, good relationships and networks can be formed as long as transparency, trust, communication and clear paths are identified in order to achieve team goals and organisational objectives.

People Management (2019) discusses a review that the Royal College of Surgeons undertook on teamwork.  Poor teamwork was identified as the main cause of surgical problems.  Medical staff were not meeting within teams to reflect on what was going wrong and tensions were raising.  They identified that they needed to develop teams to discuss the issues before it affected the patient safety. By embedding strong teamworking skills, not only in surgical departments but across all other medical functions there would be improvements in the service provided to patients.

CNBC (2019) details ‘Project Aristotle’ a 2012 research project by Google taking over three years to complete to find out what makes the perfect team. They discovered that it was not a case of ‘who’ was in the team as long as they were the best people who were transparent and able to communicate, this would then lead to innovation, results and job satisfaction. They identified Psychological safety as the top key characteristic where team members admitted their mistakes or weaknesses without it being held against them – feeling safe to take risks !

[image: ][image: ]

The project’s name was taken from Aristotle’s famous quote ‘the whole of us is greater than the sum of its parts” – if organisations can form effective teams that connect they are worth more than individuals working separately.
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LO5: Be able to apply CPD techniques to devise, implement and review a personal development plan

The CIPD tells us that CPD is necessary in order for professionals to keep skills up to date, improve knowledge and to prepare for greater responsibilities within our roles.  It can also help us to become more creative, help us to tackle new challenges, boost our confidence and strengthen our credibility within the HR profession, whilst also allowing us to plan and reflect.  It doesn’t matter where you are in your career or where you want to get to your CPD is personal to you – one size doesn’t fit all. As a member of the CIPD we need to show commitment to CPD and can be asked to provide evidence of CPD throughout our careers.
 

The CIPD have recently introduced a new Profession map due to developments and changes in the HR Professional role but for this activity I will undertake a self-assessment against the 2013 model.  After completion I will identify my professional development needs in two professional areas and then select relevant development options which will be detailed on a personal development plan.
[image: ]


My assessment identified the areas that I was emerging or exceeding at and informed me what my strengths and areas of development were.  The areas I have decided to focus on are:

Professional
Insight Strategy and Solutions(Core)
Resourcing and talent planning

Behaviours
Collaborative
Courage to Challenge 

As the Lead on Police Officer recruitment I need to ensure that we meet our objectives and achieve the required number of constable recruits annually.  I would like to develop my project management skills to support the development and delivery.  I also need to discover how my work contributes to the achievement of the Workforce plan which is due for renewal in 2022.

Within the recruiting team we have to ensure that we provide an effective and efficient service to all applicants whilst also working in collaboration with the relevant departments.  We also have to deal with conflict and confrontation at times so need to have the courage to speak up when required in order to allow us to achieve our objectives.

I carried out a Learning style questionnaire to identify my preferred learning style before starting to complete my PDP, to establish which would be the most effective type of learning. (EV.33) It identified that I was primarily a theorist so I need to understand the theory behind actions, followed by pragmatist as I like to see how my learning can be put into practice.  I will vary my learning through reading, podcasts, webinars, shadowing and discussions with colleagues and one to one meetings.

Whilst writing my PDP I have used the six steps to successful personal development planning.

Personal Skills Audit
I identified my learning needs by using a situational approach.  Due to my late change of career after 30 years in the private sector I know what areas I need to work on to achieve my goals.  I have also used my annual appraisal feedback to assist.

Setting Objectives
I used the SMART system for to ensure that my objectives were specific, measurable, achievable, realistic and timely.  

Selecting Opportunities
The learning opportunities are inside and outside the workplace including self-study, shadowing and learning from colleagues.

Actions
My action plan should be achievable and I will develop this as I start working through the plan and identify more development actions.  I am open to new learning experiences and opportunities which may arise throughout the life of my plan.

I

Implementation and Progress
My mentor has already achieve her Level 7 CIPD qualification and will support me through assisting with the assessment and implementation.  I will also reflect on areas and improve and develop as the plan continues.

Assessment 
This is the final stage and this will continue throughout the time I am working through the plan.

The assessment was carried out at a Band 2 Level Technician and I feel that the self-assessment undertaken was an accurate representation of my development needs.  As my PDP evolves over the next twelve months I would like to add more areas from the map, in order to help me improve my development through all areas of the profession map.
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	NAME:
	Catherine Ann Evans
	MEMBERSHIP NUMBER:       
	49835269


	COVERING THE PERIOD FROM:
	October 2020
	TO:
	



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

Planned outcome

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

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

	
Insight, Strategy and Solutions

Gain an understanding of the organisations objectives and how they align to my role.












Develop my project management skills to support the delivery of our targets



Spot potential trends and risks for the organisation 





Gain a more in-depth knowledge of HR Law to achieve a greater understanding

	



Read and summarise documents prepared for the Senior Management meetings.


Attend Peoples Board meeting.

Arrange meeting with Dylan Davies – Senior Manager Workforce Planning to gain understanding of the workforce plan and the strategic aims



Use the internet to develop project management skills.




[bookmark: OLE_LINK1][bookmark: OLE_LINK2]Collect and analyse data from next recruitment campaign to identify areas that need support and identify reasons for reduced attraction.



Arrange meeting with Employee Relations department to identify where the organisation gets information and advice


CIPD Employment Law learning resources


Attend relevant CIPD webinars



	



SMT meeting reports including Peoples Board report for previous meeting.





Workforce plan 2017-2021






Internet tutorials and meet with Line Manager to request Advanced Excel course.



Meet with Senior Manager to discuss areas identified

Liaise with other Welsh Forces to identify any trends and solutions



Research employment law relevant to role




CIPD access
	



Detailed notes that summarise contents.


Detailed notes made from meeting attendance.


Discuss strategic aims confidently and provide recruitment data to assist with the new plan




Completion of course





Suggest initiatives to improve areas identified






Shadow colleague in Employee Relations to increase understanding of role.



Completion of Understanding Employment Law module
	

	

Resourcing and Talent Planning:

Analyse data to identify length of recruitment processes 




Improvement of role profiles





Improve knowledge of police officer recruitment









Improve presentation skills and become confident in the delivery of training

	




Collect and analyse data from next recruitment campaign to identify areas that could be improved


Meet with Senior Manager Recruitment to discuss development of new role profiles to accompany vacancy adverts


Attend Southern Recruiters Network meeting in order to gain insight into other forces recruitment processes


Research best practice and selection processes to identify areas of improvement



Design and deliver recruitment process presentation for Police Officer workshops


	




Meet with Team to share findings and brain storm ideas for process improvement.



Research and provide sample role profiles and discuss reduction of attainments for ease of application and shortlisting.


Authorisation from Senior Manager Recruitment to attend meeting




CIPD website, online HR resources





Approval from Senior Manager 
	




Suggest new initiatives in order to improve the process




Develop and implement new role profiles.




Detailed notes from meeting and comparison of processes.


 

Knowledge to allow me to suggest initiatives for improvement to Senior Management Team



Deliver presentation confidently and analyse feedback forms after event.


	

	
Collaborative:

Devise and implement new interview booklet as causing tensions within team



Reflect on how I contribute to the work of the team



	


Research the Competency and Value Framework to increase knowledge



Discussion with the recruitment team on how they feel I contribute to the team and how we support each other
	


Arrange a recruitment team meeting to discuss improving the interview booklet development process which is causing team members problems.


Informal discussion within our weekly Recruitment team meeting
	


New interview booklet template with split in competencies 




Notes from meeting
	

	Courage:

Reflect on previous recruitment campaign and problems solved




Help colleague to improve confidence





	

Meet with colleagues and Manager to discuss problems faced during previous campaign and how and why we dealt with them in the way that we did. 


Provide support to apprentice to encourage them to speak up when facing any problems and to present and co-ordinate testing for recruits.
	

Place on agenda for monthly recruitment meeting.





Daily support and coaching in process
	

Positive discussion notes around the processes followed and ideas of how to improve future situations.



Apprentice confidence to co-ordinate testing for new recruits







	

	
Increase knowledge of CIPD


	
Complete the Level 5 Diploma in Applied Human Resource Management
	
Continue attendance at UWTSD as gain better insight by attending and having discussions with other class members.
	
Achievement of qualification and build up network
	

	Time Management
	Research time management and achieve better work/life balance
	Discuss with Mentor
	Use of time management techniques and priority setting
	




EV.33
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PC 03/20 Recruitment Campaign

Start date	Recruitment campaign	Check and sift	Assessment Centre Familiarisation Event	Assessment Centre	Interviews	Vetting	Referencing	Fitness Testing	Drug Testing	Biometric Testing	Medicals	Recruitment intake	43836	43843	43876	43878	43913	43920	43920	43983	43983	43983	44005	44039	Duration	Recruitment campaign	Check and sift	Assessment Centre Familiarisation Event	Assessment Centre	Interviews	Vetting	Referencing	Fitness Testing	Drug Testing	Biometric Testing	Medicals	Recruitment intake	14	14	1	4	4	85	112	2	2	2	23	1	
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CIPD

Championing better
work and working lives

Code of Professional Conduct

As the professional body for HR and people development, the CIPD is the voice of a worldwide community of more

than 150,000 members committed to championing better work and working lives. We set high standards of entry for
membership and require all of our members to adhere to the standards and behaviours (‘obligations’) set out in this Code
of Professional Conduct.

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

Sent: 04 April 2020 19:02 °
To: Evans Catherine <catherine.evans @dyfed-powys.pnn.police.uk>
Subject: Welcome to your CIPD membership

Dear Catherine Evans

Thank you for joining the professional body for HR and people development and welcome to your CIPD membership. The
CIPD is here to help you achieve your full potential in HR and L&D.

Your receipt of payment is attached to this email.

Questions?

If you have any questions about your membership, please contact our customer service team on +44 (0)20 8612 6208 or email

membershipenquiry@cipd.co.uk

Kind regards

Victoria Winkler
Head of Membership and Qualifications, CIPD
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Practical guidance

Browse A-Z lists of factsheets,
employment law, guides and webcasts
to access all of our practical guidance
content in one place
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Latest research
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evidence on the topics affecting the
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CIPD podcasts
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HR and L&D issues
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Application of Number 2015 ®

Learning plan arning record

Learning plan Your current level is: Level 2 Your target level is: Level 2

Well done, Catherine Evans. Your initial assessment result was Level 2.
Below are some activities for you to work through to improve your skills and reach your target.
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Communication (English) 2015 ®

tearning lon

Learning plan Your current level is: Level 3 Your target level is: Level 3

Well done, Catherine Evans. Your initial assessment result was Level 3.
Below are some activities for you to work through to improve your skills and reach your target.
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Learning plan Your current level

evel 2 Your target level is: Level 2

Well done, Catherine Evans. Your initial assessment result was Level 2.
Below are some activities for you to work through to improve your skills and reach your target.
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UWTSD Home - Quick Links

QUICK LINKS

Access to email, support services, information and resources for UWTSD students and staff made easy.
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Lecturer Contact Details O

Julie Thomas

| am available to answer your queries from Monday to Friday, 9am to
5pm in Term Time.

Email: julie.thomas@uwtsd.ac.uk

Telephone: 01792 481000 Ext 3031

Please join our Facebook page (HR Students at UWTSD) and also follow
me on LinkedIn as | regularly share articles and other resources that are
highly relevant to this programme.
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Timetable — CIPD Diploma in Applied Human Resources — Cohort 3

Development
Plan in March

Date of Name of Module | CIPD University | Submission Method of Assessment
Workshop Code Module Date of
Code Assessments

21st April Induction N/A N/A N/A N/A
2020
6" May Understanding 5KRTP BMPD5005 | 15/06/20 Written answers to
2020 Resourcing and questions

Talent Planning
3 June Contributing to 5ARTP BMPD5011 | 14/09/20 Portfolio of Evidence
2020 Resourcing and

Talent Planning in

the Organisation
1st July Skills Workshop — | N/A N/A N/A N/A
2020 only attend if

advised by Carola

Platz.
30th Using a Research | 5CIHR BMPD5002 | Part One - Part One - Written
September | Approach in HR 19/10/20 response.
2020 Part Two — Part Two - Research

5/7/21 Report.

21st Developing 5CDPP BMPD5000 | 4/1/21 plus Portfolio of Evidence
October Professional submission of
2020 Practice in Human updated

Resources Personal
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CIPD Diploma in Applied Human Resources

Managing your Learning

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

Guided learning hours includes off and on the job learning.

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

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

(Welsh Government, 2017)

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

Study skills support is available to all University of Wales Trinity Saint David students who

need assistance with their studies.

Please note all sessions are currently being delivered remotely, please contact studyskillsdistance@uwtsd.ac.uk
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nduction Questionnaire
Diploma in Applied Human Resources

April 2020
Question Answer
T | When, where and at what time will the course be Online induction - 21/04/20 —
delivered? 9.30am
First online workshop -6/05/20
9.30am
Face to face workshops
starting in September 2020 if
restrictions allow
2. How many modules form part of the programme? i3
3. | What are the term dates for this year? 20/4/2026-10/7/2020.
7. | What s Moodle? Virtual Learning Environment
5. | What s EQUSamT Free on-site WIFI.
6| Whats Turnitin? Plagiarism detection service
Do you know when you are required to hand in work? | Yes - all dates listed on
timetable
8. | What are the core texts for this programme? Studying Human Resource
Management
Human Resource Management
~People and Organisations
(Taylor & Woodham)
5. | Do you know how to access the library catalogue? Yes - Quick Links
0. | Do you know who o go to If you have a question/concern | Programme Manager —Julie
about the course? Thomas
TI_| What is the name of the Training Adviser? Carola Platz
12._| What is the name of the course lecturer? Julie Thomas
T3__| Will you be expected to complete work outside lessons? | Yes
14__| Do you need to be a member of the CIPD? Yes
T5. | What support s available for study skils? Student Services
T6. | Do you know where the fire-exits and frst aid points are | N/A until September 2020,
for the building?
7| How many credits is the programme? 50
18__| What I the length of the programme? Zyears
19, | Do you know where to find the student handbook and | Yes - Moodle - Course
timetable? Where? Information
20._| What academic level i this qualification? Level 5
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Developmental Opportunity: Recruitment Officer — Operation Uplift

An opportunity has arisen for a Recruitment Officer to work on the Operation Uplift
project. The project will run for 18 months (subject to review) and its duration will be
directly related to the progression of Operation Uplift. The successful candidate will be
required to work on the project with immediate effect.

A direct selection will be made based on your skills, abilities and experience; development
needs; and written response o the question on the attached Expression of Interest form.

‘The support of your Line Manager will be required as part of your EOL. Please submit your
application to

by no later than midday on Friday 22" May 2020.

Expression of Interest
Recruitment Officer

Closing Date || Midday — Friday 22~ May 2020

Narme: Rank / Number:
Station / Dept.: Date of Current Posting:
Telephone Contact No.: Address correspondence to be sent to:

Email Contact:
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Operation Uplift

Thursday 28" May 2020
10.30am
SCC127

Attendees:

Catherine Evans

Agenda

o Overview of Operation Uplift by [ RN

o Vetting Workload
* Vetting Panel

e Future Recruitment Campaigns dates
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rrom:

In relation to the PST side of things, if the student has an injured arm that has
required a plate and this is something that is going to take minimum of 5 weeks to
recover I think he will have issues with PST.

Module 1 consists of stance and movement and this will mean his arm is up in a
defensive stance, pushing away regularly and this will put some strain on it. Also
with restraints, takedowns, handcuffing to name a few he is going to have
continued problems with this injury possibly.

Something to consider as PST can't really be modified for an arm injury, the
majority of the techniques nationally include the arms.

If you need anything else please let me know
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SWYDDOGOL-SENSITIF OFFICIAL-SENSITIVE - Data Personol Personal Data
Personal information must be handled in accordance with Data Protection legislation
Good evening

By means of an update, | contacted Gavin directly in order to obtain relevant updates and to
establish further information regarding his pc application.

I am not back in until next week and will hopefully have further updates in terms of repeat
testing and further correspondence, however in respect of the functional field testing, | suspect
that this will still be required. This | gather from the correspondence below that will need further
discussion in terms of exactly what this may look like but there is the suggestion noted below; |
will explore further my end, but | wonder whether it would it be worth linking in with health and
safety on this? In the meantime, the below is a snap shot of where we are at:

» Email sent to OH admin this evening to send on a revised letter by email tomorrow
to the specialist consultant, as discussed with Gavin

» Gavin will also contact Hearing Wales in Narberth to establish whether they are
undertaking hearing tests at this time, (he has been through these previously) and
has agreed to update me in this regard

| have advised Gavin that | would prefer repeat testing and review under his specialist remit, but
failing the above, we may be able to perform the test here; whether this will be timely enough
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SWYDDOGOL-SENSITIF OFFICIAL-SENSITIVE - Data Personol Personal Data
Personal information must be handled in accordance with Data Protection legislation
Hi Cath,

Apologies, having read the below comments, | do not feel it appropriate for LDS to undertake
such a test.

There are a number of differing factors that need to be taken into consideration from both a
welfare and suitability perspective which as a department we are not qualified to make.

This is a significant decision which | believe should rest with the health professionals.

Am more than happy to discuss if needed

Many Thanks
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L&D/Recruiting
Minutes
Recruitment Update meeting for 03/20 intake

Date Wednesday 15% July 2020

Location L&D Conference Room

Attendees
Catherine Evans,

Discussion took place around the July intake and issues relating to three of the
recruits.

]

Concern has been raised by the L&D team in relation to the recruitment of I
Il Catherine informed the meeting thatilll was born with a hearing
impairment and has a cochlear implant, he has regular hearing tests in the
hospital to ensure that his hearing is adequate. He has no adjustments in place.
The recruitment team are keen for [l to be included on the next intake and
OH have declared that he is fit for role with an extra hearing field test.

Catherine has liaised with OH and the Force Medical Advisor and they are
asking that L&D set up a real-life type scenario, with use of radio equipment and
ear piece and attempt communication with him to assess to what extent he can
hear the communications. Catherine recommends using an ear piece and
without an ear piece.

Il doesn'’t feel that L&D should undertake the test as it should be a medical
decision. Il reassures that the decision would be made after analysis of the
field test report by OH. Catherine reassured the team that no onus would fall on
the L&D team as the decision would be made solely by OH but that their input on

the test would be a priority.
|
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Number of new police officer recruits started within month - headcount

Latest monthly new recruits by ethnicity (white) - headcount

Latest monthly new recruits by ethnicity (mixed multiple ethnic groups) - headcount
Latest monthly new recruits by ethnicity (Asian / Asian British) - headcount

Latest monthly new recruits by ethnicity (Black / African / Caribbean / Black British) - headcount
Latest monthly new recruits by ethnicity (other ethnic group) - headcount

Latest monthly new recruits by ethnicity (prefer not to say) - headcount

Latest monthly new recruits by ethnicity (unknown) - headcount

Latest monthly new recruits by gender (male) - headcount

Latest monthly new recruits by gender (female) - headcount

Latest monthly new recruits by gender (prefer to self describe) - headcount

Latest monthly new recruits by sexual orientation (heterosexual/straight) - headcount
Latest monthly new recruits by sexual orientation (bisexual) - headcount

Latest monthly new recruits by sexual orientation (gay / lesbian) - headcount

Latest monthly new recruits by sexual orientation (prefer not to say) headcount
Latest monthly new recruits by sexual orientation (unknown) headcount

Latest monthly new recruits by age (under 26) - headcount

Latest monthly new recruits by age (26-40) - headcount

Latest monthly new recruits by age (41-55) - headcount

Latest monthly new recruits by age (over 55) - headcount

L atest monthlv new recruits where disability has been recorded as YES - headcount

24 headcount - total of new recruits that have actually commenced employment within the month of September 202
22 Includes: white English / Welsh / Scottish / Northern Irish / British; white Irish; white Gypsy or Irish Traveller and a
2 Includes: mixed white and black Caribbean; mixed white and Black African; mixed white and Asian and any other
0 Incudes: Asian Indian, Asian Pakistani, Asian Bangladeshi, Asian Chinese and any other Asian background
0 Includes: black African, black Caribbean and any other Black / African / Caribbean background
0 Includes Arab and any other ethnic group
0 Includes those who have stated their preference not to say
0 Includes all those for whom ethnicity is not known
16 Latest month new police officer recruits by gender (male) based on ADR reporting approach
8 Latest month new police officer recruits by gender (female) based on ADR reporting approach
0 Latest month new police officer recruits by gender (prefer to self declare) based on ADR reporting approach
22 Latest month new police officer recruits by sexual orientation (heterosexual) based on ADR reporting approach
1 Latest month new police officer recruits by sexual orientation (bisexual) based on ADR reporting approach
0 Latest month new police officer recruits by sexual orientation (gay / lesbian) based on ADR reporting approach
1 Latest month new police officer recruits by sexual orientation (prefer not to say)
0 Latest month new police officer recruits by sexual orientation (not stated / not recorded)
9 Latest month new police officer recruits by age (under 26) based on ADR reporting approach
14 Latest month new police officer recruits by age (26-40) based on ADR reporting approach
1 Latest month new police officer recruits by age (41-55) based on ADR reporting approach
0 Latest month new police officer recruits by age (over 55) based on ADR reporting approach
2 L atest month new nolice officer recruits with a declared disabilitv based on ADR renortina anoroach
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feedback

I felt that the application process was fair

| felt that the information provided relating to the
Assessment centre was of assistance

1 was satisfied with the guidance provided and the
organisation of the arrangements for my interview

| feel that the interview process was fair and
transparent

I felt that the information provided around the testing
stages were adequate

I felt that the fitness testing was a siitable in proving
my fitness for the role

I felt that the vetting procedure was easy to follow
I felt that the medical process was uncomplicated

| felt at ease contacting the recruitment team
throughout the process

I felt that all my queries were dealt with promptly
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Self-Assessment: Results

To assess your preferred communication style, transfer the scores you have given to each statement

to the boxes below.
‘Then total each column downwards
Look at the column where your score s the highest.

‘This is the communication style you use most of the time.|

a1 a3 aa Q2
a a 1 1

a6
as 3 a7 a8
3 3 2
a1 Qi a a2
2 2 1 a
Qi ais ai6 ai3
2 2 2 2
ais a7 Qi a2
3 2 2 2
Total Total Total Total
1 13 9 1
Assertive Passive Passive Aggressive | Aggressive
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Scoring
The table below is used to compile your Belbin scores.

Transfer your scores from each section to the appropriate boxes below.
Then add up your totals for each team role.

Once you have established your total scores, note down below:
©  Your primary team role (the one with the most points)
TRARWRRSSY

Your secondary team role

Specialist
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STUDENT ASSESSMENT

Your assessment results
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Ring your scores on this chart and join up.

Activist__| Reflector | Theorist Pragmatist
20 20 20 20
19
18 19 19 Very strong preference
17 19
16 18 18
15
14 17 17
13 18 16
12 77 15 76 Trong preference
16
11 15 E 15
70 14 14 Moderate preference
9 13 12 13
8 12 11 12
7
5 T 70 T Tow preference
5 10 9 10
4 9 8 9
3 E} 3
7 6 7
2 6 5 6
5 4 5 Very low preference
1 4 3 4
3 2 3
0 2 1 2
1 0 1
0 0





