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5.4 Reflect on performance against the CPD plan, identifying any further learning needs and revising the plan accordingly. 

Porter (2017) refers to reflection as careful thought that creates meaning that can inform future actions and mindsets.  Reflection is an important aspect to professional learning and enables the learner to make sense of what they have learned, why they learned it and how it took place (CIPD, no date).  Effective reflection involves the continuous review of learning experiences alongside the emotional and physical aspects felt and how these fit with our values and social identity.  Reflective practice differs to reflection in that it involves the learner capturing their reflection, either in writing, verbally or pictorial, rather than a thought process alone. 

To reflect on my CIPD experiences, I used Gibbs’ Reflective Cycle, as recommended by Mindtools (no date).  I chose this method as it takes a structured approach, taking into account my thoughts and feelings about my experiences.   

At the start of the course, I undertook a self-assessment using the CIPD (2021) CPD map, which confirmed I was practicing at technician level.  Having retaken the assessment, I am now ready to progress to associate level.  I have thoroughly enjoyed the course and the learning experiences it has given me.  Having worked in the NHS for 20 years and never really been sure what career path I wanted to take, I am now certain that HR is the area I want to develop and have a career in.  

I have particularly enjoyed the portfolio aspects of the course and being able to apply my learning to work related projects.  The support I have received from my organisation has been invaluable and has really helped me in my studies and enhanced my understanding of the organisation and the huge part HR plays in achieving its strategic objectives.  I have also clearly been able to see the value in applying best practice techniques and why the organisation does things the way it does.  I have also been able to reflect on how I have felt in past situations and the reasons why, recognising how I value having clear objectives, receiving feedback and being involved in decisions.   

Reflecting on my development throughout the course, I have been extremely lucky in that I have been able to attend a huge variety of learning opportunities, including operational training such as job description writing, recruitment training, managing attendance at work training alongside more holistic opportunities relating to health and wellbeing and equality and diversity.  This has been possible due to the impact the COVID pandemic has had on the way training is delivered, moving to virtual offerings, enabling access to a much broader range of training opportunities.  I believe these opportunities have offered an extra dimension to my development, one that may not have been possible had things remained normal.

Having reflected on my experiences associated with the qualification, I spoke with my line manager about my future aspirations and my drive to take my studies forward into a formal HR role.  Following this conversation, I have been offered an internal secondment opportunity as a HR advisor.  This will help me to underpin my learning with workplace experiences and enhance my development opportunities, enabling me to reach my aspirations of becoming a HR professional.  
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Development plan





	NAME:
	Ruth Taylor 
	CIPD MEMBERSHIP NUMBER:       
	55478664

	COVERING THE PERIOD FROM:
	January 2020 – May 2021 




	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
	Evidence of achievement and reflection 

	Develop my skills in producing reports on relevant project/organisational information 




	Read and take time to understand the content of HR reports that are submitted to the Executive Team for approval.

Identify someone in the organisation who regularly writes reports and ask them to share their approach with me.

Learn from feedback received on reports submitted as part of my CIPD studies 
	Access to HR reports shared with the Executive Team.

An individual who is able to support my development in this area.

Constructive feedback from my CIPD tutor
	A clear understanding of the HR reports submitted to the Executive Team and their purpose.

Confidence in writing a report and being able to structure it correctly.

Submission of correctly written reports as part of my CIPD apprenticeship, requiring no amendments.  
	Review – January 2021

Completion – May 2021 
	COMPLETE.  
My role changed in April 2020, which meant I was no longer privilege to exec reports.  However, I identified the templates used and, with support from my manager, I was able to produce 2 accurate reports detailing work experience and volunteering opportunities across NHS Wales.  On reflection, my experience with writing regular reports as part of my CIPD studies really helped me develop good quality reports, including all relevant information, supported by robust research techniques, including surveys and informal discussions.  My reports will be used to inform the future development of volunteering and work experience opportunities across NHS Wales, supported by the NHS Wales Careers Network.  

	Be able to analyse employee engagement data using a variety of techniques.





	Carry out a deep dive into the causes of workplace fatigue in my organisation by researching the area thoroughly, designing a questionnaire and holding focus groups.

Identify an individual/s in the organisation who can guide and teach me how to interpret both quantitative and qualitative data.


	Access to previous survey results

Time to research the causes to fatigue and strategies that have been used to reduce it in other organisations. 

An individual who is able to support me in the interpretation of the data.

	The completion of a successful research project that:

· Provides insight in the causes of workplace fatigue in my organisation 

· Highlights and explains the analytical data available following staff engagement. 

· Identifies recommendations and initiatives that can be put in place to improve staff fatigue in the workplace.

The completion of a successful and useful research project that fulfils the criteria for my CIPD submission. 
	Review – March 2020

Completion – June 2020
	COMPLETE 
Understanding the causes of workplace fatigue and the positive countermeasures that can be implemented to reduce its occurrence research assignment submitted and passed.  On reflection, this was a challenging piece of work, made significantly more difficult due to the COVID-19 pandemic and the inability to collect primary data on the subject.  Through my research, I have learnt the importance of identifying and using the correct types of questions, ensuring that they support each other to allow easy comparison.  Reviewing previous data highlighted that we were asking the correct questions, but not in the right context, meaning it was more challenging to interpret the data.  I also appreciate the importance of identifying dedicated time to complete this type of project, ensuring good planning and time management skills.

	Continue to seek out development opportunities to develop my own HR expertise and capability




	Identify appropriate internal and external networking/ learning/training events that will benefit my development.  

Actively seek out projects that I can support in the organisation.

Continue membership of the HEIW Health & Wellbeing Network and Time to Change Champions group to stay aware of developments in these areas.

Regular 1:1s with my line manager to aid with the identification of appropriate courses, events etc to attend.  

Identify opportunities to shadow HR colleagues who provide HR advice to learn about the way they speak with employees.  

	My manager to be supportive to me attending events/learning opportunities in work time.

A HR colleague who will allow me to shadow them.
	Attendance at local CIPD events. 

Attendance at various training sessions within the organisation – eg recruitment, developing good working relationships.

The opportunity to be involved and contribute to various projects across the organisation.

A wider understanding of the principles and processes used when engaging with employees.

Knowledge and confidence in providing simple HR advice.
	Review – January 2021

Completion – May 2021 
	COMPLETE 
See development record 
I have attended a vast amount of training and learning opportunities throughout my studies, including internal and external offerings and continued as an active member of the H&WB and Time to Change Champions networks.  This has been supported by my line manager.
Due to COVID, differing organisational priorities and the office being closed, shadowing has not been possible.  
Throughout this time, and the more I have learned, the more certain I am that I wish to progress my career in HR and L&D.  I have particularly enjoyed learning about equality and diversity issues affecting the workplace and what small actions I can take that can make a big difference to people from these groups.  
I have also enjoyed learning about the recruitment process and have a developed a real passion in this area.  I have been able to support line managers in their recruitment activities over the past year and am keen to further develop in this area by learning about recruitment activities for more senior members of staff and undergoing job evaluation training.

	Practice presentation skills 
	Present my learning from my CIPD studies to my team colleagues.  
	Dedicated time to produce presentation and an allocated slot on a team development session.  
	To be able to provide an informative presentation to my colleagues, which shares my learning on relevant topics which can be applied to the work of the team.  
	Completion - March 2021
	COMPLETE 
I presented to my team a presentation on how the team could use change management techniques to support our projects.  I made use of Sway, new presentation software, to present my talk.  On reflection, I really enjoyed sharing my learning with the team and my confidence has increased with regard presenting.  It was clear how HR techniques can be used across all elements of the business, not specifically HR activity.  
This is an area I wish to develop and hope to take the opportunity to present to larger audiences, both internally and externally when the opportunity arises in future.  However, I am still lacking in confidence in this area and would like to practice a little more with my team before presenting to larger audiences.  

	To support colleagues in my new supervisory role
	Develop strong, trusting relationships with the new starters in my team, ensuring an open and trusting environment that allows them to talk openly and freely.  
	Support and trust from my line manager to carry out this role, respecting confidentiality.  
	Excellent working relationships based on trust and openness with the colleagues I supervise.  
	Review Feb 2021 
	With my new role, came the responsibility for supervising two new members of staff.  It was important that I was available to support them in their new roles, with the added difficulties associated with the COVID pandemic and the need to work from home.  On reflection, I have really enjoyed taking on this role, having worked predominately in isolation in all previous roles.  I was delighted, as part of my management of change portfolio, to receive excellent feedback from the individuals I have supported.  The support mechanisms and processes I implemented will be used by other teams.
I also set up a peer support group for the administrative staff within the WOD Directorate.  On reflection, this has been an excellent forum to share our thoughts and feelings in a safe environment, one that I myself have benefited from.  We all agreed that this would have been a good forum to have had in place prior to the pandemic, and it will certainly continue when things return to normal.   

	Development of resources to support learning and development of others 
	Work with team members and wider organisation colleagues to develop resources that support their learning needs.  
	Support from my line manager to enable me to work on various projects across the organisation.  

Support from the Learning and OD practitioner.
	Development of effective resources that support the development of current and future staff.  
	Review May 2021

Ongoing
	Ongoing 
My new role requires me to develop resources to support individuals at various stages of their career in jobs in NHS Wales. This is an ongoing piece of work, currently in its infancy.  Work is starting by supporting students in school to make informed career decisions.  To support this, I have developed a presentation on developing a CV.  This has been particularly challenging as I have had to tailor the language and contents so it is appropriate for a younger audience.  To support this, I have engaged with our internal communications team to understand the guidance and also engaged with the Children’s Commissioner for Wales to ensure language and content is appropriate for our target audience. 
As part of the Coaching and Mentoring module of my studies, I, along with a colleague, developed a comprehensive training pack that provides an overview of coaching and mentoring, including myth busting, best practice and internal processes.  We were supported by the learning and OD practitioner.  Being new to the subject myself, this really helped me develop useful resources that would be targeted appropriately at staff new to the concept. Had I been more familiar to the subject, I think it would have been more challenging to develop resources and ensure they were pitched appropriately.     

	Develop skills in employee engagement on an All Wales basis 
	Develop and form relationships with colleagues across Wales in the field of Careers and Widening Access to gain an understanding of their objectives and how HEIW can contribute and support.   
	Allocated time to engage and meet with colleagues across Wales.  

An understanding of the challenges and barriers faced by other organisations.

Approval from Head of Careers to take ideas for collaborative working forward 


	Strong relationships formed with colleagues across Wales. 

A good understanding of the careers and widening access agenda across Wales.  

Implementation of collaborative working practices 

An understanding of what resources stakeholders and the current and future NHS Wales workforce require.  

	Review May 2021 

Ongoing 
	Ongoing
This has been a significant challenge due to the COVID pandemic, with in person events being stopped.  The Careers and Widening Access Team is still in its infancy, with the team only being fully formed in January 2021.  This has been further disrupted by a period of sickness by the head of the team, which has delayed our engagement with stakeholders and colleagues across Wales.  However, engagement has now started, with a survey being sent to career advisors and work coaches across Wales to identify what information they find useful and what further information we could supply to enable them to support clients to make better informed career decisions.  
This survey received an excellent response, with over 100 replies.  This highlighted how the service and HEIW is still not well recognised and demonstrates how a significant amount of work is needed to boost our brand and presence.
On reflection, I was not surprised that the team and HEIW as an organisation were not well known as HEIW is only 2.5 years old.  However, this really highlighted the amount of work required of our small team to boost our presence as the “go to” place for all information relating to NHS Careers.  
Engagement with other relevant teams across Wales has begun, but it is proving difficult to gain momentum on any specific pieces of work due to the scope and remit of HEIW and the part we can play in other organisation’s plans.  
This is proving extremely frustrating and I believe there is still work to do internally as a team to really identify what our role and purpose is as strategic lead and how we can contribute to the careers and widening access agenda across Wales.  The most significant barrier is that individual health boards and trusts have responsibility for implementing their own initiatives, and capacity in our team to support is stretched, alongside the expectations that we fulfil our own team strategic objectives.  
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	NAME:
	Ruth Taylor
	MEMBERSHIP NUMBER:
	

	COVERING THE PERIOD FROM:
	September 2019 
	TO:
	May 2021 



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

	3 Sept 2019
	Time to Change Champions (TtC) Training
	As a TtC champion, I was required to attend this training to ensure I had the correct knowledge to support colleagues in need of support.
	My role and responsibility and a greater understanding of the needs of staff with mental health problems.  
	A confidential email address is to be set up which will allow staff to ask for support from the champions.  



	10/09/2019
	Health People Management Association (HPMA) Roadshow
	As a member of the HR Directorate, and undertaking my CIPD, this event was recommended to support my learning
	An overview of the work HEIW are doing in collaboration with SCW on the workforce strategy.

New & innovative ways to improve sickness and stability rates within the NHS

A patient’s story of their journey through the NHS

The role of the future workforce profession 
	This event provided me with information and a greater understand of the role of HR in the Health sector.  I will use this to build on my current and future learning. 

	12/09/2019
	HEIW Senior Leadership away day 
	This event provided me with the opportunity to learn about all the different aspects of HEIW and their plans for the next 3 years.
	A greater understanding of the different functions within HEIW.
	This knowledge will be used to inform my decision making when delegating tasks/queries.

	14/10/2019
	Compassion Starts with Me Conference 
	I am a member of HEIW’s Health & Wellbeing Network and this conference was a key event in the network’s calendar.
	The value of treating patients and colleagues with compassion and how this impacts on positive patient outcomes.  

How to be compassionate to myself.
	The knowledge I have learned from this event will be invaluable in the work that I do.  Understanding the benefits of treating colleagues with kindness and allowing the time to listen will have positive impacts on my relationships both inside and outside of work. 

	21/10/2019
	Compassionate Leadership Conference
	I supported the running of the event and also attended to support my CIPD learning
	As above, along with diversity and inclusion in the workplace and the value of having a diverse workforce
	As above – these 2 workshops go hand in hand and support each other.  

	29/10/2019
	Equality Impact Assessment Training
	Part of my role is to review business cases for the Medical Director.  This training ensured I had the required knowledge to perform this task efficiently and correctly.
	How to complete an equality impact assessment for any new process, procedure, policy or business case and how different protected characteristics should be represented and considered in all that we do. 
	My understanding in this area has increased and I am aware of the importance of beginning the EIA process at the beginning of any new process etc.  I have been able to advise staff on the importance of this document and to go about completing it.  

	6 – 7/10/2019
	Leadership & Succession Planning Project Support Officer interviews 
	To gain experience in the recruitment process 
	How to shortlist applicants and carry out an interview and record candidate answers appropriately.  How to score candidates against a set criteria.
The value of transferable skills 
	I will be using these skills for future recruitment.  I will be more aware of how skills can be transferable and evidence this when shortlisting candidates.

	13/11/2019
	HPMA Conference – Respect and Resolution in the Workplace 
	As a member of the HR Directorate, and undertaking my CIPD, this event was recommended to support my learning
	An overview of how policy should become more flexible to allow manager’s discretion and implementation of informal stages to try and resolve conflict before it gets out of hand.

Ways to tackle bullying and civility in the workplace 

Creating psychological safety in the workplace  
	This event taught me the value in improved relationships with colleagues, the benefit in using informal techniques to resolve issues before they lead to a formal process.  All this knowledge will be used in my everyday work and also support my CIPD studies

	19/11/2019
	Respect and Healthy Resolution 
	As a member of the H&WB Network and Culture Group, I felt this was an important workshop to attend.  
	A new style approach to the review of the grievance and dignity and work policies 
	This will support my ongoing CIPD studies and has increased my understanding of the benefits to this new approach.  I will be able to use this knowledge when supporting the Director of Workforce with such issues.

	29/01/2020
	NHS Wales Health Working Relationships – Testing approaches
	This was a follow on from 19th Nov 2019.  

	Review of potential tools that could be used to tackle conflict in the workplace, addressing the problems before they move to formal policies and procedures.  
	This will support my ongoing CIPD studies and has increased my understanding of the benefits to this new approach.  I will be able to use this knowledge when supporting the Director of Workforce with such issues.

	05/02/2020
	TRAC Training
	I will be managing the recruitment process for my exec directors.
	How to use the TRAC recruitment system to manage vacancies from advertisement to formal offer.
	I will continue to use the knowledge within my current role.

	Jan – Feb 2020
	Multiple informal agency staff interviews (scanning of personal staff records in People Team).
	To gain exposure to the process of informal interviews for agency staff required for low banded jobs. 
	The value in an informal conversation with individuals to assess their ability to carry out a simple role in the People Team.
	The exposure in this area will add value to my skills in both formal and informal recruitment processes.  

	23/04/2020
	Patient Care Assistant Recruitment Campaign training
	HEIW are leading the recruitment of a “work ready” workforce to support the COVID-19 pandemic
	The differences in recruitment to this role compared to normal recruitment processes.  How to ask prompting questions and conduct skype interviews appropriately.
	The way work in the future is going to change post COVID-19.  Virtual meetings and interviews may be used more frequently.  This training will support this.  This has identified the benefit of me also undergoing the standard recruitment training to not only prepare me for the PCA role recruitment, but better inform me for future recruitment.  

	05/05/2020
	Recruitment & Selection Training
	My new role will require me to be involved in the recruitment process
	The key elements to a good selection process.  The importance of transferable skills and how unconscious bias can impact on the process.  
	I am shortly due to support the recruitment to a number of posts in HEIW and this training has provided me with a clear understanding of the process.  

	04/06/2020
	Managing Attendance at Work Training
	My new role has line manager responsibilities and sickness management will be key responsibility 
	The differences between the old sickness policy and the new one and how it focuses more on preventative measures rather than reactive.  The main focus is to support employees to remain in work.  In relies more upon individual circumstances than a one size fits all.    
	This will help me support both myself and my direct reports through times of sickness.

	10 – 12 Jun 2020
	CIPD Festival of Work virtual conference 
	To improve my knowledge and gain some ideas for the implementation of the Careers Website and learning packages.  
	The difference between diversity and inclusion and how people from different backgrounds should be treated fairly in the workplace.

I gained a lot of tips on developing virtual learning content.
	The guidance provided on the development of virtual learning packages will be invaluable when developing the new careers website and virtual learning environment.  I was also very interested in the use of VR to teach soft skills and how this could be used with our school and college students to boost their confidence with interview technique. 

	July 2020
	4 x new post interviews
· Pharmacy Administrator
· Workforce Planning Officer
· Careers Officer
· Careers Assistant 
	Gain a broader understanding of recruitment processes within HEIW. 2 of these posts report to me, so it was important that I was involved in the process.  
	The importance of asking appropriate questions to understand candidate’s strengths and ability to fulfil role.  Different techniques for assessing candidate competence – pre-interview tests including scenarios, in box exercises and Welsh language tests
	I have been able to advise colleagues on their approaches to recruitment and share learning, including sharing of pre-interview tests and questions 

	14 September 2020
	Job Description writing 
	Gain an understanding of NHS Wales approach to job description writing.  
	The importance of working alongside HR when developing job descriptions.  Ensuring they are clear and concise to ensure the candidate has a clear understanding of what is expected of the post.  
	I will use the training to assist me should any further job descriptions need to be written in my area.  

	19 November 2020
	EMSI webinar - Using Labour Market Data to Drive Careers Insights
	To understand the benefits of using labour market data to inform our career strategy
	How LM data is an essential tool for providing students with the information required to make an informed decision about their career options 
	We will look at what data NHS Wales holds and how this can be used and presented to individuals to allow them to make better informed career decisions.  This information will be incorporated into our website in due course and used to develop clear career pathways that provide all the necessary information required.

	1-2 December 2020
	Virtual HPMA Annual Conference 
“Architects of Change”
	To support my CIPD studies and to help support the team’s future plans as significant change is on the horizon 
	How individuals react emotionally to change and the support mechanisms that can be put in place.  

Importance of identifying key influencers to help with change 

Importance of data to inform change
	Help with the changes planned for 2021 – understanding of how individuals/teams may react.

Look to identify key influencers to utilise on social media. 

Look at how workforce data can be used to allow individuals to make better informed career decisions

	2 December 2020
	Values Based Appraisal training
	TO understand the approach to appraisals within HEIW 
	How they are values based and owned by the individual.  The form is used as a prompt to encourage conversation.  
	I will now be able to identify and plan by development needs in line with the values of HEIW effectively.

	15 January 2021
	Neurodiversity Training
	To understand the needs of neurodivergent individuals and how this impacts on the work I am undertaking in relation to careers information provision.  
	The importance of treating people as individuals and being mindful of how they can think and act differently.  The provision of appropriate support tailored to their needs will help bring the best out of them and allow them to contribute to their full potential
	The learning from this session will be shared with my team and used to influence our future work plans, particularly when engaging and providing resources to schools, but also when developing resources for our wider stakeholders.  

	29 January 2021
	Understanding Institutional racism 
	To broaden my understanding of the topic 
	How racism is much more common than I first thought and how there is a significant need to tackle unconscious bias in the workforce, enabling equal opportunities to all.  
	The learning from this session will be shared with my team in a development session, where we will reflect on whether we can incorporate my learning in any of our workstreams.  

	26 February 2021
	Trans Health – Inclusion and Diversity Masterclass 
	To broaden my understanding on the topic 
	The challenges faced by transgender individuals and their ability to access health care.
	I will amend my email signature to reflect my preferred pronouns – she/her to show that I am an ally of the transgender community.  

	23 March 2021
	HPMA Diversity Event 
	As a member of the HR Directorate, and undertaking my CIPD, this event was recommended to support my learning
	An explanation of the Taylor v Jaguar Land Rover case and how it discriminated under the Equality Act protected characteristic of gender reassignment.  

Understanding of the difficulties faced in the workplace by individuals from BAME backgrounds.  Q&A with Jason Mohammed, BBC presenter and Nazir Afzal, Chief Crown Prosecutor and Robin White, Transgender barrister 
	The importance of getting out into communities to engage.  This is of particularly importance in my current role, as my team has responsibility for widening access to NHS careers, with a focus on those from disadvantaged backgrounds.  
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