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Activity 1: Understand the components of a specific HR
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Introduction

Within the first section of the Davaloping Profeasional Practice module | have Identified and
collated information relating to my develapment programmae, Including: key components of the
programme, organisational arrangemants, codes of practice, and key sources of further
information, which confirms my understanding of the programma.

Daeveloping Professional Practice

| am a student member of two professional education bodies; University of Wales Trinity 5t
David's and College Sir Gar, studying an apprenticeship at a Leval 5 CIPD professional
qualification in Applied Human Resources.

Apprenticeship Programme

The apprenticeship programmes in Wales are contracted to tralning providers by Walsh
Government, Coleg Sir Gar and Coleg Ceredigion delivers its work-based learning provision
within a consortium of training providers (B-wbl). B-wbl ara the providers who work togethaer
o dellver work-based learning in Wales and are made up of further aducation colleges and
private training providers which are led by Pembrokeshire College. Members include: PRP
Training Ltd, Cymru Care Training Ltd, Coleg Gwent, Bridgend College, The people Business
Wales and Tydlll Tralning Conseortium, The training provider for my apprenticaship at a Leval
5 CIPD profesaional qualification in Applied Human Resources apprenticeship is College Sir
Gar.

B-whbl provide a unified work-based laarning network that is committed to providing individuals
te high quality learning epportunities, They aim to provide training that ensures each learner
achieves their potential and employees needs are met, B-whbl ensure that!

« Each learner receives the best support and opportunities avallable to them by sharing
resources,

= Employers are able to access a better choice of high-guality provision through their
marmbers,

* Toaensure the learnars’ experience are similar across all of their providers, thay share
and adopt bast practice which allows members to sharé high guality practica.

« A joined-up approach to training and developmant Is offered across South Wales,
which facilitate more opportunities and planned progression routes, from engagement
and level one emplayability programmas, through to lavel five higher apprenticeships.

= Regional planning with local dellvery that meets employer and employea needs is also
offarad.

| eommanced the apprenticeship at a Level 5 CIPD professional qualification in Applied
Human Resources during Seplember 2018, Allson Willlams was assigned to our group as a
training advisor / assessor / mentor. At the start of the coursa Alison carried an initial
assessment which included numeracy, litaracy and digital literacy abilities. The aim of this was
to highlight if any extra support is needad whilst students undertake their study, The
assessments were accessible via hitps//www walesessentialskills com/?g=node/§i  and

completed within the first 4 weeks of this coursa.
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Allson Is avallable to help with all matters ralating to study along with any parsonal preblems
that may affect study, Alison also:

« Assesses me in the workplace using the standards for my qualification

« Conducts reviews with me on a regular basis and sets SMART (Specific, Measurable,
Achlevable, Realistic and Timely) targets to help me progress and complete my
pragramme within the specified timescales.
Halp me develop my study skills

+ Help with career planning

= |dentify my support neads

At set Intervals (56 days for apprenticeship programmes) Alison will discuss my progress with
me and my employer HEIW, if applicabla.

As a learner at Coleg Sir Gar | am expacted to devalop an understanding of how | learn best
by undertaking a VARK assessment, During my Induction meeting with Alison she outlined
the purpose of a VARK assessment and asked ma to undertake one,

As a student at the college on an apprenticeship programme | have been asked to complate
and sign an Individual Learning agreement / plan (appandix 1),

Easantial Skilla qualifications are skills that are transfarable between everyday tasks that |
parform. | will be expected to produce a portfolio and ait controlled tasks for my essential skills
qualification work. It can contain work from the Level 5 CIPD professional qualification in
Applied Human Resources however, specific assignments may need to be completed.

College Sir Gar has a Code of Conduct which all learners must sign up to and details how
students are expectad to act when In college. It also includes times that students are traveling
to and from the college, taking part in educational visits or taking part in other college activities
(appendix 2),

Level 6 CIPD professional qualification in Applied Human Resources

To undertake Level 5 CIPD professional qualification in Applied Human Resources it is a
requirement that | become a student member of CIPD and adear to its Codes of Conduct, All
CIPD Members must commit to upholding and maintaining the standards and bahaviors
(‘obligations’) set out in our Code of Professional Conduct document. The standards apply
aqually to all CIPD Members regardless of thair level of membership

B|Page



Thesa obligations ara grouped undaer four principles (appendix 3):

Professional Competance and Behaviour
Ethical Standards and Intagrity
Representative of the Profession
Stewardship

L I |

The Level 5 CIPD professional qualification in Applied Human Resources is & two-year
programme, ending May 2021, and is part of the higher appranticeship framawork In HRM.
The course will run during term time on a specified Wednesday par month batween 9:30am
to 4:30pm, (9-8:30am and 4:30-5pm drop-in session). The course timatable consists of 16
Modules - 5 Core modules - 8 Knowledge based modules - § Competance based modules
(appendix 4). The total qualification time is 800 hours, this is divided into 450 hours guided
learning and 450 hours self-study (guided learning hours = off and on the job). Self-directed
learning I8 a requiremant for preparation of assessments, The course lecturer is Julie Thomas,
who sets classroom attendance and activities, My learning is managed through attending the
monthly workshops and undertaking the activities on my learning plan (2-3 hours per week). |
undertake approx. 5-8 hours a week of self-study,

Tha core text books for the programme are:

+« Taylor and Woodhams (2016). Studying Human Resource Managament
Taylor and Woodhams (2018). Human Resource Managemant: People and
Organisations

= In Kathy Daniels (2019), Introduction to Employment Law.

The learning plans for each module are split into guided learning, class centrad and guided
lmarning and homa/work centred, It is a requirement that | work through the plan until the next
workshop, To maintain housekeeping, | keep a record of my tasks in a dated alectronic file
(which includes on and off the job training as part of my CIPD).

Each module has one assignment or requires me to submit a port-folio of evidence. The
Davaloping Professional Practice module involves ma collecting avidence throughout the
pariod with a final development plan and record submitted in May 2021, | must adhere to the
assignment spacification closely and the word count guidance for each assignment.

At the start of the programmea the group attended an induction and undertoek an induction
questionnaire (appendix 5). Julie outlined some of the key resources needed to complete the
programma Including the programma handbook, the learning plan for each module, timetable,
reading list, Moodla, student e-mall and they library, Julie Is a member of Linkedin and
ragularly share articles and other rescurcas that are highly relevant to this programme. The
following Social media resources are advisable; Linkaedin, CIPD, CMI, ILM, ACAS, Roffey Park
Instifute, Harvard Business Review, Tha Economist, World Economic Forum, Science for
Wark, Consultants - McKinsay, Centre for Creative Leadarship, Deloltte, Government Offices
e.g. Equality and Human Rights Commission, Office for National Statistics, Chwaras Tag,
Action for Happiness, Credible newspapers — &.g. The Telagraph, Thought Leaders - David
Ulrich, Richard Branson, Josh Bersin, Daniel Goleman, Simon Sinek, Arlanna Huffington,
Joffrey Pfeffer,

During the induction it was also noted that valuable information is also shared via tha
following Facebook pages; HR Students at UWTSD, CIPD and CIPD Wales. Local CIPD
avents and information is also shred on the following web pages:

+ Events — all on Eventbrite www, evenibrite co uk
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« CIPD Website - www cipd co,uk
hitps:/iwww. youtube com/user/CIPDGIobal
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Student Support Services

Student support services are available to students, the services include help with academic
writing, Study skills, Counselling servica. The services can be accessed via Tel: 01267 676830
Email: studentservices@uwlisd, ac,uk

For all your Student Needs - Hwb

Stuiddent
Rajrassntativa

"The University of Wales Trinity Saint David (UWTSD) was formad on 18 November 2010
through the merger of the University of Wales Lampeter and Trinity University College

Ell"'n’.:t"



Carmarthen, under Lampeter's Royal Charter of 1828, On the 1 August 2013, Swansea
Matropalitan Univarsity bacama part of UWTSD®, The UWTSD Group includes Coleg Sir Gar
and Coleg Ceredigion ag part of a dual sector group structure comprising further education
collages and the univarsity. Tha UWTSD Group has over 25,000 learners across 17 campuses
in rural and city locations (UWTSD/about),

it L TR Vot VB i i AR R R

CREATE INNOVYATE INSPIRE

W ONADUATION | LIVE WL Ped i abd D (hAN

The hame section of the website informs tha reader that the learnar exparlence is at the heart
of thelr misslon, The universities aim s to inspire individuals and devalop reflective graduates
and practitionars who can make a difference in soclety, Daveloped through the universities
award-winning Institute of Sustainable Practice, Innovation and Resource Effectiveness
{INSPIRE), they have embedded sustainable development through our l@arning, teaching,
curricula, campus, community and culture. Through work-based learning, research of
international excellence and knowledge transfer networks, the univarsity aims to play a pivotal
role in the promotion of social justice, economic renawal and the development of soclal and
cultural capital. The website cutlines and offers students;

= Campus, Centras and Locationa

= Vice Chancellors Welcome

= Ratings and Rankings
Misslon and Vislon

+ Academic School and Facullias

= Professional Services

= History and Timalines

= Collaborative Parinerships Ineluding Associate Collegas

= Community

* ‘Wales Institute for Physical Literacy

= Wales Acadamy for Professional Practice and Applied Research
Strategles and Policies

= University Term Dates

= Free Plan

= Job Vacancies

= Governance and Managamaeant

= |nternational; Institute for Creative Entrepreneurial Developmant (ICED)

« Connect with UWTS

It also offers a wide range of academic and professional programmes at both undargraduate
and post graduate levels, along information on part-tima courses, online and distance learning,
work-based learning, Information for mature students and information regarding how 1o apply.
Thera is also a section for Waelsh Medium courses,
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The University Academic Quality Handbook is available to all students at
https.//www uwisd ac uk/acadamic-office/academic-guality-handbook/ and delails policies
and procedures available to students (appandix 8) . Tha University also has a Code of conduct
(appendix 7) which complements the Student Charter. It states that students are expected to.
« recognise the important of equality and diversity in the University by treating all
mambera of the university community with respect both in person and on other
channels such as social madia,
« act as a responsible ambassador for the University through goed conduct and
engagement with the local community and anvironmant,
« use the facilities and resources of the University with respect and consideration

Quick links

The quick links section of the web page (hilps.//iwww, uwiad ac uk/guick-links/) allows me to
access a number of resoucres including, e-mails, the library and learning resources, the hub,
student services, distant learning guide, academic quality handbook and Moaodle,

.*.
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| can access all of the programme medules via Moodle with my unique student 1D,

Py Prifyagal Cymru Moodle

Iy ¥ Drindod Dewi Sant

7 Univeraity of Wales 2019/2020
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of RERWOrTT
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YOLIF DrOWeSr &3
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Within Moodle my new Dashboard has many featuras 1o help me aasily accesas the infarmation
most important to me, such as the ability to access a calendar of dates for the academic yaar.
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Gaeneral information such as {he programmae handbook, assessment criteria and timetables
are avallable to me via the below link:

My modules

CIPD Diplerna in Applied Human Resources
{CIPDLS-PTCIPD-1DA)

Caragony. Tha Faculry ol Businass sl banagares
Cikiiis coifipetig

Within the programme link there is alse an announcemant section, which details upeoming
events, along with guidance on how to use the page effectivaly.

CGaeneral

-_. Announcements
Lectuier Contact Detalls et
Juliz Thomas

I am avallable to answer your queries frem Menday 1o Friday, 9am
to Spm in Term lime.

Emall jullethomas@uwesd acuk
Telophon 01792 481000 Ext 2031

Floane fallow me an Linkedin as | regularly share articles and ather
resources that are Righly relevant ta this programma,
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Hew to uie this Programme Page: ]
Please click an the 'Course Information’ tile for general information

such as the Programme Handbook, Assesemant Critaria and
Timetalla,

PFleaze click on the ather tles for information relevant to each of the
16 modules that form part of this programme. Each module tile

contain: your learning plan {read this lirst), details of your
assesament activity, turnitin links and other relevant infarmation,

-l Ank and Antwer Farum ]

If you have a question about the caurie which you think other students
would alio be interested in, please post them here and | will post an
answer.

lulis

Each of the 18 modules that form part of this programme are avallable via the below links
within Moodle. The course Information section details helpful information such as staff and
studant committea meetings, Codes of Conduct and & module handbook ete, (appendix 8),
Each module tile contains my learning plan, which | always read first, details of my assesamant

activity, Turnitin links and ather relevant information.
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Referencing is mandatory for all assignments. A link to the university referencing system is
avallable within the course Information section on Moaodle,

CIPD Diploma in Applied Human Resources (CIPDL5-PTCIPD-IDA)
[ foms ) yrosie ) couuricro on ) Comeiioman ) -

Link to University Referencing Guide
Click httpa:d A uwtard scukibrarginfoskillafrelarencing - handboakef Hnk (o opan reiourca,

There are four recognised referencing styles at UWTSD; APA, Harvard, IEEE and MHRA, The

referencing style that is applicable to the Level 5 CIPD professional qualification In Applied
Human Resources course is the Harvard referencing style (attachment 9)

Submission datas for all assignments ara noted on the timetable and are always available via
the assignment links en Meadle. Each formal assignment should be uploadad within Turnitin
(an Internet based plagiarism detection servica) on Moodle bafora the final version s
submitted,
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UWTSD Moodle 2019/20

VLI A T L R Ll '.|'||||||r| J PR wnal Practics in Human Resourca

By msodules

Craft link to chack almilarity scoros

buly Bulimisaions

Aullvity 2 and 4
Titla Simrt Date D Daie Puoul Dale Miiks hvailable
& iall vk i ook similanty s « Aty 3 and 4 16 Moy 3010 - 14:22 13 Jun 2020 - 23:80 13 dan 200 - 100 Lt
By

Plomes wne (his link lo chack your submissbens lof @dlivily 2 and 4

Assignment results are usually received four weaks after submission. Result are presented as
pass/refer/fail. If | 'refar', | must rework tha assignmant to pass, with normally no more than
one attempt to pass. | need to pass all assignments in order to achleve the Diploma, Upon
successful completion of the course a cerificate will come from tha CIPD, which will enable
me to use the letters Assoc CIPD after my nama. All students will be Invited to a graduation
ceremony in July 2021.
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To be completed by the provider

This agreement made on LR (date Apprenticeship commences)
st C Clave Semcbe . ___ (the employer representative)
of Healtn Eclocahoe = ..5-.--\l:m-,«.r¢_mr:-.-u_, l{eales (the name of the company)
at - 9 'hé')gil"" hj'ﬂg_,x.l.*- avnd, Cavel: - CEVS I . (the address of the campany)
and e (mvriAg e T T 03 S0 (the apprentice and NI number) and
Cole _)I-‘l“i v Ciav (the delivering provider) and

L E el | ) (the cantracted provider) 1o study

e (e soivees | (specify skill, trade or occupation of the Apprenticeship) following the
CAPD Apprenticeship Framework* at current level 5 | expected to progress

to level . Expected final completion date is =+t << acsal . Hourly rate of pay at start of

Apprenticeship is =83l -

“if the aim is to eventually achieve a framework at a higher level, please state the level the learner star ted at
i@ level 2 and then the final level they expect to progress to [ e, Level 3, 4 or above (This ALA will caver the learnes
far all levels of learning and there 5 no need to complete another ALA once they progress)

All parties agree that

If this agreement is terminated on the grounds of redundancy, or if for any reason the employer is unable
ta meet the terms of this agreement, all parties will use their best endeavours using local networks and
cantracts, ta ensure that the apprentice is given the opportunity to transfer to anather employer whe wil
be able to provide continuity for the apprentice, to complete hisher Individual Learning Plan,

signed by/or on behall of the employer, the apprentice and the provider, at the commencement of learning.

The amployer: .rv:‘f{,ﬁi.‘-:.ﬂ-ffu-;rﬁ":‘ Date E'-;'d /H' )f )
The apprentice: ;-EE.Q(EE? __C:_"-/.,(f'ﬁ'dy pate | ..'E'{_'_'l o
The provider: 7‘{ "'“‘-("-"‘u-"‘-"‘*-'-""'""\f-'" Date 11 A 15
The provider; Date ____

{if different from the provider defivering the apprenticeship)

The Apprenticaship Learning Agreement complies with the requirements of the Apprenticaship, Skills,
Children and Learning Act 2009 (Section 32). It is a contract of service, not a contract of employment.
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The Provider/s agree/s to:

= Ensure all aspects of the programme are delivered
in compliance with the framework requirements,
the quality standards laid down by Estyn and all
cantractual, quality and financial requirements of
the Welsh Government, This includes the
gualifications and experience of those delivering
the learning;

+ Engure that attention is paid to the integration of
all aspects of the programme (NVQ/QCF
Competence and Knowledge based qualifications,
Essential Skills Wales and additional requirements)
to ensure a development and coherent experience

=« Wark for the employer ta the best of hisfher
ability and in accordance with the employer's
policies and procedures;

= Authorise his/her provider to apply for histher
apprentice completion certificate on hisfher
behalf;

« Any concerns the apprentice has about histher
learning should, In the first instance, be made to
the provider delivering the apprenticeship, If
resolution cannot be secured, concerns should
then be referred to the provider contracted with
the Walsh Government. In the rare event of a
resolution still not being secured, the Welsh

far an apprentice;

« Offer suppart, guidance and advice to the
employer/apprentice and to keep bath parties
infarmed and involved in the progress review,

« Ensure that each apprentice has an individual
learning plan, and that no change(s) to the
individual learning plan, nor transfer of the
apprentice to another provider, will 1ake place
withaut the prior consent of the apprentice,

The Welsh Governmernt agrees to:

* Monitor the quality of the directly contracted
pravider's performance;

= Contribute such funding (including fram the
Eurapean Social Fund) to the directly contracted
provider as the Welsh Governmant deerns
appropriate towards the cost and delivery of the
framawork,

+ Pramote all learning opportunities and
programmes as non-discriminatory in respect of
gender, race, religion, sexual orientation, age ar
dqsability (where disability is not a barrier 10 the
training activity);

* Promote apprenticeships throughout Wales,

The Apprentice agrees to:

+ Apply himseli/hersell to histher learning and
assessment by attending courses and other on of
off the job learning events, being prepared for
assessment, and actively particpating in the
planning and reviewing of their programme,

« Take responsibility for histher own learning
and development;

« Bohave in a considerate and responsible manner,
with due regard to his/her own and other's

Gavernment should be contacted.
The Employer agrees to:

» Actlvely promote the value of the apprenticeship
within the arganisation, and to ensure that other
stalf are fully aware of the needs of the
apprentice;

= Employ and, as a minimum, pay the apprentice in
accordance with National Minimum Wage
requirements. Tips, gratuities, service charges and
cover charges do not count tawards mimimurm
Wage pay,

= Ensure the apprentice has a cantract of
employment;

= Undertake legal and contractual respansibilities
for the Health and Safety of the apprentice;

= Ensure conformity with equal opportunities
legislation and good practice;

s Ensure that sufficient time and resources are
made available for the apprentice to fulfil their
learning and assessment needs including to
ensure that the apprentice attends work and
training for at least sixteen hours per week, unless
authorised absence has been granted,

= Actively contribute to the regular review of the
apprentice’s progress,

= Any concerns the employer has about the
learning, should, in the first instance, be made to
the provider delivering the apprenticeship, If
resolution cannot be secured, concerns should
then be referred to the provider contracted with
the Welsh Government. In the rare event of a
resolition still not being secured, the Welsh
faovernment should be contacted,

equality of opportunity and to the Health and M‘\-L Prentisiaethau

Safety of others and self in hisfher working and A ApprﬂtItEEhlpﬁ i

learning environment, “:E': m T Wb Bial P
& g ama) i gnd grnmay o aleg s e eongiesld Ly e Fidnseis Rilgral bl prrnaian trp Vel Dosanmest, o o od il Waled lnddtiel 1 Vad hivug,

"8



Wl flarvmiriomarn

€4 Form
cmployers

Purposeé of form

To establish whether the Emplayer Is elther classified as a “small to medium anterprise” (SME) or & “large firm” within the
European Unlon definition, To establish whether the Employer pays the Apprenticeship Lavy,
Usi af form

Please complate, forward to the employer te tign and return within 30 days of the start date of a learner (or group of learners),

Cronfa Gymdelthasel Evwrop

L{?Wﬂdl‘ﬂE‘m C?mfu Burapian Socinl Fund
Welsh Government

SECTION 1 work Based Learning Programmes - Walsh Gavernment
Nll'mi of Trllning Prwl:llr

i Contact Mam- at Empluvlr Clawre  Seache,
R Post held by Contact

Pﬂ‘:ﬁfa.m—-ﬁ: M.nmg:'.\g_.r-
tenl -h... 'va'IL.‘-‘M'l'\D-- '*"\flmpwb\fdmtnt. lfales.
 Employer Address {qu tj'if]‘-—'“
=1

' Name of Employer !
Name of Employ

I ﬁ'rc}.ww f_m.vr_h £ =
!‘i?ul_'.'udu ol A s loa .

Hluiidiadon 1 OTE\G 770796

l]‘En'mll.ﬂ'-l:h:lrlﬂ of Emplayer contact - C Lt s 10 @ P'Irhﬂ s | B8 Mg L 1
Emtﬂ learners commenced Itnrnlng =1 q_n:lq - J
.- TS B SR P ——————————— —

! Please ensura the LLWR recards name Is as shawn hare

SECTION 2 Answers must relate to last 17 month accounting period |.e. last financial year uf nudltnd nl'_h::l:tunts
- ot BT o Ly I:IJ il AT A T s i ll:"”rl.l'||l' AT ". ! |"-?1!|.’.'-" .I, v )
E": ,:‘H‘.",. E{“jl"ﬂ"ﬁ-'& m%{ [‘I:{-#” qiminr ﬂulilul‘lunt-}u.'l-un il Il lrl- ' | _' [ |

1 l 1 2:0 pmployaes ga to part i :

1049 amplayess go 1o pari 0 3

l’-D—Iﬂi emplayess go ta part 8 a

rz.-u ar mofi amployess go ta part i 'l
Mmm—hhﬂﬂd ‘wﬁm m—w Eﬂku%lwmm_mﬂih ST A ST TR L )

e A

TR et e BN e

' E ] Emplayer is not majerity owned o contralled by a nan-SME (Le. by & large firm) go to post ©

E Employer is majority owned or controlled by & nan-SME {l.e by a flftn firm] go to port £

1,h wemr=red e ——

R

I.|_«.|.

Turnover exceads 50 Million Euras (£39.5m) ga to part O
*rw-nmmmmmqm* & L Ta] T R i
B3 MWEDZ - SMEA Foim {1)20 v Pajge Lol 2

485 ERL L ERE T LS 113 gt EETTRET Y
This form s sl avsillabia in Walsh  CYPRINACHAIL | roumnEsma;




Lad a .
B A e e
{ 1E I""i .I*-: (i

epicdai

E Employer BSV oxcoeds 43 paiillan Euros (F34m) = go to part

- | Employer NSV does NOT oxcaad 43 Million Euras {£3dm) - go ta part F

1 e R P £ HULL g rnm L
1jast financial year of audited accounts
EE gmplayar s NOT an SKE (i.e. Is & Iafge firm] and is a Public Sactar Organization

l Employer is NOT an SME (Le. Is & large firm) and is o Private Secter Organisation

i:l Employer s NOT an SME (ie s a lurge firm) and Is a Third Secter organisation

AHATLE 4 ui

El Employer |5 an SME and is & public Sector Drganisation

] Employar |s an SME and |8 & Private Sector Organisation t

gyer is an SME and iy a Third Sectar organiuation

E Emplayer DOLS contribute to the Appranticeship Levy i

| tmployer DOES NOT contrlbute to the Appronticeship Levy 2

S

g RS -

it

T T 'Iii.!!".h:l:' 'Eri:-.p:“jlﬁ!fi.‘:&h r X A I BT el . Ll b i

¢ | confirm that to the best of my knowledge the Information given in this form i correct that the learner{s) who

started on the above date are employed by this organisation, and | declare an my henour the accuracy of this
declaration and of annexes therata At sections 12,

|
!
&
Marme f’.:-r’ ﬁ'f..':f' qﬂwr,ﬁt; i IE

s Gt il WY J R

Post held (must have senlor authority to :

mﬂ""’ﬂ ‘hu '[ﬂ[grm.ﬂ.ﬂ.n] w f?r"ﬂ FE? FF!':E /i:'-ﬂjf? i"'ﬁ (5% F"'""' E Mf.rf'l_.d'tﬂ I'-a-l.lrr k
—ﬁ-\lrlllla-ﬂl w P T r i ey e iyl AR e o h i TR e A A e S mrinidrr
The abave salemn declaration weriling follaws o prexcribed Ruropean UAIOA Jormat and SME stitus will be accepted once signed by the amployer, The
Fura/Staciing (£] exchange rate given here as @ guildu ix hosed on rates pravalent in disly 2014, Thit fure vohee 00 this farem it amanded periadically By the EU, and
yow will be notified if this happens, The currenicy convriion from Eurd L0 Starling (i) will be updated annually in DfES European Guiance. Providen aré aiked [0
ansuré they adjust the furo/E exghanga robe coavarsion annually at the start of Audier soch yeir i ovold any disparity berwean the acfual exchange rore and
the farm being vsed by the Provider

Employer Privacy Notice

intraductinm

The training far your apprentice is part funded via the Eurapean Social Pund (E5F) approved operations (thraugh the Walsh Government). Your
participation in the programme s dependant an you providing personalfcompany data, The lagal basis we rely on 10 procesd your pérional
data is artiels 6[1)(e) of the General Data Protection Regulation, This llows us 1o meat auf legal duties and administer and monitar the
funding we provide.

What will wa use your data for?
Welih Governmant collect basic informatian such lacation and SME status for funding, planning and poliey devalapment, Wa will usa your

infarmation to evidence eligibility far the programmi, (o maat contractual raquirements for health and safaty manitoring, ta gondutt
satigfaction surveys In relation to the apprenticaship programme and in specific eases, to make payments for additional Walsh Governmant
funding.

Haow do we atars your data?

your Infarmation will be held en the [-wisl Consartium data syatem and may be accassed by Welsh Govarnment and Estyn for audit and
Inepection purposes,

Haw long will we keap your data for?
yaur data will be deloted 10 years aftar the and of the contract pariod, This @nablas the \Walsh Gevernmant Lo analyse data and create reparts

ovisr 8 period of time. These reports will be used to help inform palicy decisions or t foracast future funding, ESF funded data 15 kept vo that
it can be checked and audited. The timuscales for keaping data are decided by the Eufgpean Unian,

§.3 PWEO2 - SMEA Form (1120 v1 Page 3 of 2 This tasr 15 alia ivaliable in wilsh CYPRINACHOL | CONFIDENTIAL
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Earepnin Enrial Funs

Workplace Induction Checklist

Laarner Nama: _Eﬂjfﬂﬂ_(_ﬁ[ﬂ_[&ﬂkﬁﬂ Workplace Name and address:

pr—— T, P—

Questions

Answaers

l!- s
Did your Induction Include a tour of your working
anvironmaent and wellare facllities?

R &

Whao is your immadiate supervisor?

claire Smich

If he/she is absent, who is your suparvisor?

P(HB\-E. olwer

Wheare is the first ald box?

B

AL ChHEs -
Who is the first alder or appointed parson?
Whare are the firafemergency exits? F e
Whare do you go If there |s a fire or other eamargency? I CME w =
. n ! b v o] P ? = 1 X "
Ara fire doora marked and unobstructed es
What fire fighting equipment is there? W (B
Have you taken part in a fire drill7 If "Yes' when? i
i | e S
Have you been advised of how and who to report an
accident? . f £
What machinery/equipment will you be using? o
YL =

la there anything you are prohibited from daing? (If yes,
give detalls) SRIES
s thera any machinery that you are prohibited from c
using? (If yes, give detalls) o
Ara thare any prohibited areas? (If yes, give detalls)

i
Are you required 1o use any hazardous substance? (If S Q,
yes, give details) e e
Are you Issued with any spacial protactive clothing or
aquipment that you should wear? (If &6 describa) |"1-5 (' H

—

Augusl 2018

Confidential
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§ colegsirgar

[
b

e e s oo el e s T L YL T

Have you received Information, Instruction and training
frem an exparlenced operator regarding the safe use of
machinary and equipment?

B colegcereigion

Tt
i}
)

LruEnts Lpmarin wran

) /Y

Are the following nolices displayed at work; (if so where)
1. Health & Safaty Paolicy?

2. Current Emplayers Liability Insurance Certificate?

3. Fira Evacuation Procaduras?

4. Healih & Safaty Postara’?

Are you aware of the proceduras for;
1. Lifting and Handling?

2. Working with elactricily?

3. Working at Height?

Have you seen or been made aware of Risk
Assessments and the contral measuras for
Machinery & Equipment

Young Person

New & Expactant Mothars

Manual Handling

COSHH

Fire

. Woarking Enviranmant

ek o R

CEREEED |60 | €500

Would you like to make any further comments regarding
your health & safely or your new placemant?

Loearner

Signature: W Signature:

Placement Provider

Print Name: £ PG, Print Nama:

[V i L L e
)

l,‘.!nt.m: =i !C‘( l 'lq Company:

Date;

o —— =

Training Adviser - | confirm that | hava chacked the learners understanding of the workplace Induction.

_%!EIII"‘IIIUM! ﬂ',-r'd. ‘n"‘E-L-l...-lu-Hr:ﬂ-r'\.E-.
Frint Hama; ;_’g_.‘l.h_r:m-l ]A'HI-H-.!.:H-L'EL.

Date: la . a =,

Gronfa Gymdaithasol Bwiop

Was'r Rhagienni Prantialaath, Hylforddeiasth a Thwl Swyddl Cymru, 8 arweinir gan Lywodraeth Cymru, yn casl cymarth arlannal gan

The Appranticenhip, Trainoeship and Jobs Growth Wales Pragrammas, led by the Welsh Government, are supported by the Eurapean

Soclal Fund.

August 2010

Canfidential



Vmnfa Gymdzikanl Ewmp
Eirfapidh Birdlal Fard

Thils Gnmcl in made beiwasn the Approved Trainer (B-WHEL) and the placement amployar

-+ .2 . \r-.,i - C'ﬂ=|1|l"l{. Y {Employers Mama)
in respact of wark-banad Iraining far:
é}nm.n Cﬂfth.{l, 5 s e (LEBNECS Mama)
—— .
undad*Higher A mnﬁﬁ‘.‘ﬁ‘ly Apprenticeship / Foundatian Approntiaeship / Traineeship / * (delete as
applieBBIEY. Tha torm Learnar rafars 1o any individual in training with the emplayar under this contract,

1. This coniract shall iake effac! ai fram the dila of exchange of signad coplen of tha Laaring Agresment,
2. All financial arrangemenis and hours of work balwaan (ha Approved Trainer, Employer and the Learner shall be detallad In writing

9 |t ahall ba tha reapanaiblity of ihe smployer to pay the Laarher an agread wage as dotallad in a coniracl of employment complying
with tha natlanal minimum wages

Coleg-Bir-Garwil-pay-the Tralnas o maximum-raining-ailowanee-of-£-304 £-40.par-wonk (Dalola i appropriste) :"h"'i '

4, It shall ba the respensibility of ihe placement employar to lake necessary sieps for securing the heallh, safaly and welfare and
ansira aqual opporunilies for all leamars paricipating in the elements of the lsarning programme provided by the placement
amployar 1o (he exient and in ihe same manner ad an amployer 1§ required o carry out undar all currant employimant legislation for
axample, Healih And Safaty AM Work Act 1974, and the Equality Act 2010, This s not an sxhaustive list

e

it shall ba e responaibliily of the placemant employar to enaure that at all material times thare are In force policies of insurance,
thal inglude public isbility insurance and amployer liabiilty iInsurance in respact of all learners, Such policies shall afford al least an
aquivalani degres of cover to the policies maintained by the placement employer in respect of lability for accidents, damage, loss
of Injury caused by, or to, its own employees, I| ahall be the responaibilty of the placeamant amployaf (o angure adaguate supervision
of leaineErs.

8,  \Where & learnar i injured, it shall be the duly of the placement amployer to iImmadiately natify Celeg Sir Gdr, Gralg Campus,
Bandy Road, Pwll, Lianelll, SA15 ADN Tel; 01554-748000, and enforaing authoritios as appropriate.

7. it whall ba the responalbilily of the placemant emplayer lo earry oul workplace training, which includes induclion ta ihe werkplace,
hialth and aafety, equal opportunities and suppor towards the relevant qualification. The emplayar agfess |0 releass tha learmar(s)
far all the off thie job tralning requiremsnis

i, it ahall ba the responalbility of ihe placement emplayer 1o aign the altendance records. { If applicabila)

8, lishall be tha respanaibilily af ihe placamant amployar to satiafy the enteria of (he Welsh Governments Health and Safaly checklial
(VI1) and to supply the learnar wilh the relevant pereonal protective equipment (PPE).

10,  Tha placamant smployer will permit access to the Colag Sir Giar - Coleg Ceradiglon Training Advisar andior VO Annanaer 1o
manitor, review ar assess Wha IBAFABFS Prograss and 1o up-dele tha Haalth and Safely checklist on a regular basis, The smployar
will give Training Advisers and Assessors acoess io Will facililies to undertake digilal assessmants and reviews accarding to Walsh
Governmant gregramm requiraments,

11, The Placemant amployer will parmil aceess by officers of Tha Walsh Governmant and E.8.T.%¥.N. o monlior fraining provision

Slgned and a copy recalvad by

.a"__d_g‘..«.g-.‘;..f.-r.".ﬂ"’i Dale:__&r=/# /I-:F 7

PLACEMLNT EMPLOYER
J..ﬂm.g-u-ﬂh— Date;_ IE4 - & - 15
TRAINING ALVISER

Mae'r Rhagiennl Prentisiasth, Hyfforddalasti a Thed Swyddl Cymru, o arwelnlf gan Lywodraeth Cymng, yn casl cymarth arlannal gan
Qronfa I;I-yrn dalthanal Emnp
The Apprentiaeship, Trainesship and Johs Growth Walss Programmon, led by the Welsh Governmant, are supported by the Turopean
Social Fund
Prifaihro Andrew Comish Prif Welthredwr/C hief Enmig;. Colag '.fmu g;ﬂr'. Gralg Campus, Sandy Road, Pwil, Lianelli, SA15 40N
D154 74

Confidential \ c:1






Eco-CoDE FORM
Employer Copy Y Db

i l.n.m.l :Illl.ill:"‘l'tll .‘ n,unulp'1'h:|-'.rh{flrn| i |

Training providers are asked to provide the fellowing information and advice/guidance to their employers, This can
be undertaken using this form dlrnctfy. or by bullding It into tralning providers’ own documentation,

I ".1'_'|.q rf’l:’."'ﬁl ||'|'.

| 'I:' 4 l.'\I.- -r ?;"'{J .':1 l\|.'l' ﬁ'."l.h fjl II:JE "l, ", | |'\= |H|l' 1'|J o J 4 r | 'l'.'lll.ll'.' '_-' .."
@mﬁaﬂ&mﬂaﬂmwﬂ R T AUk DML MAE SRS
1. As a Company / Business participating in WBL programmaes operated by the Welsh Governmant (including those I
supported by the £5F) e.p. as an employer of apprentices or Jobs Growth Wales participants in Wales, or ag a
training placement provider, we want you to be aware of the ECOCODE Action Plan toolkit (shown balow) and we
want to encourage you ta adopt it and use it in your carparate planning and aperatian, i

2, Asa Company / Business participating In WL programmes operated by the Welsh Government {including those
supported by the ESF) you are encouraged to use this Action Plan Toolkit to the extent that It can be adapted by
your arganisation, if you would find it useful in supperting the development of your company and its Interface
with envirenmaental sustainability Issues, You are therefore asked to consider adopting the attached ECOCODE
Action Plan (balow) 1o further support your existing actions in protecting the environment, as a means to
document processes and corpoerate habits and policies you already undertake, and (uslng the template as a
starting point and adding Turther details for actions you can take as a company = as relevant to your sort of
enterprise or organisation),

————

e = ——

3. Please be aware that it is a requirement of the WBL Agreement we hold with your tralning provider that they
make you aware of the ECOCODE Action Plan Toolkit Initiative. This will explain why they have brought it to your
attention. They will be asked, as a routine part of their delivery of thelr Agreement with the Welsh Goverament,
to provide evidence of how they have made you aware of ECOCODE, It s not a mandatory réquirement that
employers take up the use of the ECOCODE Action Plan but we may (as part of evaluation work) ask employers to
confirm whether they did so or not (and please be assured that this will in no way affect your ability te continue
to participate in WBL programmes).

Cr e S S

T e i e e R R L R L L e R T T T T T T T T i T o Tl = et e e m e s e P e

T sl ke

3.4 FWIEOA - Teo-Code 2016-17 v Pago 1of 4 Confidantinl This daeufant i alia ayvallable in Wilsh
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Eco-CODE ACTION PLAN
Employer Copy

Cronfa Symdelthasel Ewrop
Turapran Saocial Fund

% L L a.|-|r e -urr b bl '|_|| | "L Ha
fiky 4,Ii'ji:ql,i}1l o1 ,.'- *'* It 1|"FI'1'|II:J,',,I:]LL I ,:ruLI#ﬂh;j.E: rﬂfmﬁ Iﬁihf 'dhﬁldeI‘.JIiu uﬂi‘ﬁu;{
Company (Employer) name Heathn ;‘f{lq.ﬂl_'lf_nm = ._})mp.rt-.ufcm-ll.. Hal-:?. o
[ ¥ | confiim that the fﬂliﬂwing actions will be addressed by the above named company as part of our commitment
k to supporting environmental sustainability and protection. These actions will be taken inte account during our
operational year and will be reviewed at least annually as part of our corporate planning -
Positlon In company
| Slignature Date 15 515
T L A R LA YIS S P T TILATIE | T e i el s L i L LT P — L fiaid o ]
| Reduce, Reuse, Recycle
Eco-code We will reduce, repair reuse and recycle potential waste wherever possible, |
Actions 1. Purchase items with low / zero levels of packaging
2. Recycle all materlals used, Including paper, matals, glass and plastic
| 3 compost appropriate perishable ftems
Transport ===
fco-code Wae will try and encourage more environmentally friendly ways for you to travel when you come and
] see usl Likewlse, arganisation business will be conducted through the most environmantally
austainable made of transport. Sl RS ]
] Actions 1. Reduce need for transport through the use of ICT
2, Utllise public transport wherever possible
3. Vhicle share wherever possiblie N
Purchasing P Tt
Eco-code We will buy products and materials that do not harm the environment when they are made or used
or disposed of, . i =
Actiona 1, Purchase re-used / recycled products wherever posiible
3 2. Purchase from environmentally-sound supplier organisation
Water i
| Eco-code We will save water wherever possible.
| Actions 1, Turn ofl taps whenever not In use
2. Install water conservation measures such as time limited taps and ‘grey water” reeycling systéms
4 Ener
Ecn-::du -I.ﬂf.'.!-”." I:u huwu_-r Entrﬂv congumption at the centre, and teach yau about how 1o 5ave Energy.
Actlons 1. Turn off all heating / lighting when not needed !
2. Use heating controls to swiftly react to diffarent daily heating needs
3, install effective insulation, close all doors / windows In winter g
] 4, Subscribe to a green energy company such as Good Energy that can source 100% green electricity |
| Blodiversity
| [eo-coda We will try and Increase the blodiversity of tha site and its :urrnundrﬂl;.
Actions 1. Consult local wildlife groups on hew to effectively encourage biodiversity and wildlifie in your area |
| Raising Awareness Lk Y :
Eca-cade We will tell all our visitors and the general public about how we are Inﬂhlnﬂ after our environment
and hope they do the same at home! R —
Actlons 1, Place prominent notices and posters around the erganisation pramises y
ISR .1 Prmr]du Infarmatlan on websftt and in HM:E R ) ,__,mmmummnm:lj

3,4 FWIO] - Eea-Code 2018:17 ¥1 Page 2ol d Confidanilal This document Is aiso availabie in Welth ‘2 e



' What the College expects from you

The main expectation of all learners who come to college |s that they treat everyone with
whom they come into contact, with respect. The college also expecis learners to
respact college property.

The college has a Code of Conduct which sets out how you are expactad to act when
you are In college. This includes times when you are travelling to college, taking part in
educational visits or taking part in other college activities such as work placement,

The main Code of Conduct is set out below.

Student code of conduct
All learners must sign up to the Student Code of Conduct.

Learning and Working
You are expected to:

« Aim for excellence in all you do;

« Attend all lessons [that is achieve 100% attendanca];

= Report any absence by phoning your campus office and training adviser
before 10am on each day of absence,

« Be on time for all lessons,

« Take part fully in your course Including tutorials, careers guidanca, visits,
work experience and any additional support arranged for you,

« Be equipped for all lessons with paper, pens and relevant materials |

« Have your Student |D Card with you at all times whan at college;

« Complete all your work by the agreed deadlines;

= Make progress against any targets agreed and sel;

« Work together with other learners to achieve your goals;

« Attend all examinationa that you are antered for,

= Only use the IT facilities as outlined in the IT Acceptable Use Policy;

= Discuss with your tutor and training adviser any intention to change or leave
your course;

Behaviour

Yau are E'II‘L‘:EG'[EI’.’:I o,

« Treat and talk to all staff, learners and the local community with respect;
= _Not participate in any act or threat of violence, bullying intimidation or verbal

abuse;
= Behave In an appropriate and reasonable way at all times;
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* Not use offensive language;

= _Value the college environment by not dropping litter;

+ _Not damage collaga furniture or buildings;

= Smoke only in designated smoking shelters:

= Raespect the college's commitment to equality and not discriminate against groups
or individuals;

« Switch off all mobile phones in learning areas [i.e. classroom or learning resource
centres] unless agreed by the tutor and only use your mobile in an appropriate
way in student commaon areas,;

« Abide by the rules for behaviour on college transport, education visits and public
areas such as libraries and canteens ;

= Avoid wearing clothing with offensive slogans or logos;

= Never bring drugs or alcohaol ete onto collage premises or be under the influence
of drugs or alcohaol;

What will happen if things are not going as well as the college
expects?

If the Code of Conduct is not followed then the college has a Disciplinary Procedure
which can result in warnings or exclusion from college,

The disciplinary process consists of the following levels:

Stage 1 Cause for Concern Notes = for recarding minor breaches of the Code of Conduct
Stage 2 First Written Warnings = for recording more serious breaches

Stage 3 Final Written Warning — for recording serlous and substantial breaches
Stage 4 Exclusion — for dealing with matters judged to be “gross misconduct”

It is important that you understand this procedure. Re-read it carefully and
discuss any aspects you are unsure of with your tutor,

When you are sure you understand, sign and date the following statement:

I confirm that | understand and accept the college’s Code of Conduct

Signature:

Date:
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CIPD

Champianing betiey
wark and warking fives

Code of Professional Conduct

Ad the professional bedy for HR and people development, the CIPD is the voice of 8 warldwide community of mare
than 145,000 members committed to championing better work and working lives, We set high standards of antry for
membarship 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 uphalding and maintaining
these, We take concerns regarding alleged breaches of the Code very seriously. In order ta consider allegations of
miscanduct, Investigation and Conduct procedures apply and these are set out in the CIPD's Regulations available an

the website,

1 Professional Competence and Behaviour
Membirs of the CIPD shall

11 maintain professional knowledge and competence
through eontinuing professional developmaent, to
ansure thoy provide a professional, up to date and
insightiul service

1.2 seek appropriate suppaorl if business neads require
involvermant in new areas of activity

1.5 accept responsibility fer their own professional
actions and decisions

1.4 apply professional high standards of ralevance,
accuracy and tirmeliness in the infarmation and
advice thay pravide to stakehaldaers,

2 Ethlcal Stanclards and Integrity
Marmbers of the CIPD shalk;

21 establish, maintain and develop business
ralationships based on confidence, trust and respect

2.2 exhibit and role model professional and persanal
integrity and honesty at all times

2.3 demanstrate and promote sensitivity for tha
custams, practices, culture and parsonal beliefs of
others

24  champion employment gnd business practicas that
pramote aguality of appartunity, diversity and
inclusion and suppart human rights and dignity

2.5 safeguard all confidential, commarcially sensitiva
and personal data acquired as a result of business
relationships and not use it for persanal advantage
of the benefit or detrimant of third parties,

3 Representative ef the prefession
Mambers of the CIPD shall:

31 always act in a way which supports and upholds the
raputation and values of the professiaon,

3.2 uphold thair responsibliitios as professional peaple
towards the wider community

3.3 comply with prevailing laws and not encourage,
assist or collude with others who may be engaged in
unlawful conduct, taking action a3 appropriate,

1.4  axhibit personal leadership as 8 rale madel for
maintaining the highoast standards of ethical conduct

3.5 b mindful of the distinction between acting in a
parsonal and professional capacity.

4 Stewardship
Membars of the CIPD shall:

41 damanstrate and promote fair and reasonable
standards In the treatment of peaple wha are
aperating within their sphere of influence

4,2 challenga others if they suspect unlawful or
unethical conduct or behaviour, taking action as
appropriate

4,3 ansure that thelr professional judgemaent (s not
compromised nor could be percelved as baing
compromised because of bias, ar the andue
influence of athars

4.4 promote appropriate people management and
development practices to influence and enabile the
achiovernent of business objectives

4.5 ensure those working for them have the appropriate
loval of competence, supervision and suppart,
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Timetable - CIPD Diploma in Applied Human Resources 2019-2021

Date of Nama of Module | CIPD Univarsity | Submisalen Mathod of Assessmant
Warkahop Cadae Madula Date of
Code Assossmonts
250 [induction/Using @ | 5CIHR | BMPDS002
Seplember | Research
2019 Approach in HR
2an Using a Reasarch | 5CIHR BMPDS002 ﬁ';fr‘tl ﬁ;\; . Part Dn: - Writtan
bar Approach in HRE rasponsa,
?cﬂ? = Part Twe = Part Two - Rasaarch
20/6/20 Raport.
20t Davaloping RCOPP BMPDRSOOO | 13/1/20 plus Partfelia of Evidence
Movembar | Professional aubmission of
2019 Practice in Human updatad
Rasouronos Parsanal
Davelopmant
_ Plan on 24/5/21
am Undarstanding the | 5SCMHR | BMPDS003 | 17/2/20 Slides and notes pages
Decamber | Contemporary HR
2019 Funation ) .
aun Understanding the | 5CBIC | BMPDS001 | 16/3/20 Written report, analysis
January Business Conlext notes
2020 of HR
18ih Undaraianding BOELW
Fabruary Emplaymant Law
2020 . .
18" March | AM: SCELW | BMPDGDO4 | 27/4/20 Written answers to
2020 Undaratanding questions
Emplaymant Law
PM: Roeap an
Research Raport — I
22" April Understanding the | SKCER | BMPDB0OB | 26/5/20 Written answaers to
2020 Managamant of quastions
Employmant
Ralations L
20" May Understanding the | SKIOP | BMPDS00G | 14/9/20 Siides and noles pages
2020 Link batwoen
Individual and
E‘f’;l.rﬂﬂlllﬂﬂﬁll
B
24" Juna E:unhhutlﬁ?tu SAIOF | BMPDLO12 | 14/9/20 Portfalie of Evidence
2020 Improving
Crganiaational
Parformance
8" and 150 | Skills Workshops
Juily 2020 = only attend if
advigad by Allaon
Wilitama ) .
16" Understanding SKEEG | BMPDLOO? | 19/10/20 Briefing paper
Septembar | Employae
2020 En @t )
14 Contributing to SAEEG | BMPDS013 | 9/11/20 Portfolio of Evidance
Oetaber Employea
2020 Engagamant in
thi ﬂl‘ﬂlﬁlll“ﬂﬂ




19w Unidi munu‘lng tha | SKMOC | BMPDSED1G | 111 2120 Slides or acraan shota
November | Managemant of with notos pagaes
2020 Change =
gih Contributing to tha | S5AMOC | BMPDSO015 | 18/1/21 Parifalio of Evidence
December | Managemant of
2020 Change -
1.4 Undaratanding GKDCM | BMPD5009 | 16/2/21 Briafing papar
January Coaching and
2021 Mantoring in the
Organisation .
10t Canlribiting 1o BADCM | BMPDS014 | 15/3/21 Portfolio of Evidence
Fabruary Coaching and
2021 Mantoring in the
Organisation - ,
10th Mareh | Undaratanding BKRTP | BMPD5005 | 19/4/21 Written answaers to
2021 Ressureing and qLIllﬂDnll
Talant Planning
215 April Contributing to S5ARTR EMPDE011 | 24/5/2021 Porifolio of Evidence
2021 Resourcing and
Talant Planning in
tha Organisation .
12 May Davaloping S5CDPP | BMPDS00O | 24/5/21 Parsonal Davelopmant
2021 Professional Plan Updata
Practice R

NB: In arder to graduate in July 2021, all work must be submitled by 24" May 2021,

Dacument updated on 31.7.10




Diploma In Applied Human Resources
September 2019
Question - _ An;w:r
1. | When, where and at what time will the course will be Once a month: Colegsirgar

delivered?

2. | How many madules form part of the programme? 16 B

3. | When are the workshops this term? Once & month = next lecture
23" October, 19

4, | What is Moodle? Learning platform

5. | What is Eduroam? N WIFI

©. | What is Turnitin? | submit Assignments

7. | Do you know when you are required to hand in work? | Yes

8. | What are the core texts for this programme? Studying Human Resource
Management - Stephan Taylor
& Carol Woodham
Human Resource
Management: Peaple and
Organisations — Stephen Taylor
& Carol Woodham
Introduction 1@ Employes Law!
Fundamentals for HR and
Business students - Kathy
Daniels

9. | Do you know how to access thu'lihrw cotalogue? Yes

10. | Do you know who to go to if you have a question/concern | Yes

about the course? —

11, | What Is the name of the Training Adviser? Alison Williams

12. | What is the name of the Course Lecturer? Julie Thomas

13. | Will you be expected to complete work outside lessons? | Yes

14. | Do you need to be a member of the CIPD? Yes

15. | What support |s available for study skills? Student Support

16. | Do you know where the fire-exits and ﬁr!.t aid points are Yes

| for the bullding? R
17. | How many credits is the programme? N 90 credits ]
18. | What is the length of the programme? 2 years




19, | Have you been given access Lo the student handbook and | Yes
time-table?
20. | What academic level is this gualification? Level 5

Signed:

Name: Emma Carrington
iy -

CIPD Membership Mumber (to be added when available):

Signature af Lecturer:

Date;



Academic Quality Handbook 2019-20 - Key Changes: AQH Summary of Key Changes
(COMING SOON) — 3 Dacamber 2019

Chapters

Acadamic Sualily Handbook Gontants (SEMING S00H)

Chnpter 81 Insliutional Conlesl (Pages 12

Chaplar 02 Acodonie Comimdlles Bl (Pages 3-16)

Chaplor 03 Tha Univariily's AtEdeie Siiictine (Pages 1710}

Chuplar 04 Progrsmane Design, Apoioval, Vididatan, Monitaning snd Review (Piges 20.30)

Chapler 08 Student Ropiosoidion Eigagsieil sl Suppn (Peges 31-37)

-

Fitrisss 1o Praciiss Policy

Filrvmm o Sudy Policy

« Siudent Diaciplinary Procedure

Eiilenl Hafdssmanl sni Dllying Policy

Salegunrding "olcy

Adimitaions Policy

Siuden! Prognancy Mislemily and Adaplion Lesve Policy

+ Parsonal Tutar { Year Tular Policy

Py ff Redodilig of Cdal or Visial Prossntations by Sludenis 10-201F
Pxtmrnnl Spoakers o Cvails Pradoio 102007

Py R sl Chisi] Rogm Prolecal 10-2017

Dinability Suppon and Neads Asssisimant Pincadurs (UNDER DEVELOPMENT)
Cender Divarsly Policy (UNDER DEVELSPMENT)

+ Faith &nd Raligion Policy (UNDER DEVELOPMENT)

Choplar (8 Taughl Awaid Regulalions (Pages J0.71)
Chnpler 0F Assessmant Taugh Progiamimss (Pages 73-70) UPDATED
Chapitay 0 Resanich Degias Regulsicn (Pagos D0-118)

Chapler 00 Procedural Framework for Collaboratie Proviskon (Pagos 110804

Chaplar 00 Procedural Framawork fof Collabaorlive Provision (Pages 118:14,
Chagtar 10 Placamant Laaming and Work-Based Leaming (COMING 500N}
Chaplar 11 Working vath Others (UNDER DEVELOFMENT)

Chaptar 12 Quality Enhancamant (Pages TRC)

Chaplor 13 Siudenl Casos (Pages TAC)

v Acadamic Appaal Policy

v Acadeir thisconduct Policy

+ Kitigating Circunistancos Palicy
o Student Complaint Paliey

13|Page



in October 2019, hitps://www,uwtsd ac uk/academic-office/academic-quality-handboolk/
(sited 02/12/19]

Tha Academic Office will make revisions to the electronic varsion of the Academic Quality
Handbook on an ongolng basls In order to address any additions, errors or omiasions.

A link to a list of revisions will be publishad hare and links to the chapters concerned will be
designated as UPDATED,

Colleaguas will also be advised separately of any significant revisions that may have
implications for regulations or procadures,

The electronic version will be regarded as the authoritative document,

Chapter Section Ravision Date

Expansion of second and third bullats and provision of
7 7.7 () examples in order to clarify the implamantation of the penalties 05.11,2019
for work over the word limit.

10
11

12

d|Page

4



ChapterSection Revision Date

13

Please contact the Academic Office (quality@uwtad. ac.uk) if you have any queries in

ralation to the above amandmants

15|Page
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Introduction

Tha Univarsity is keen to foster a culture where all are expected to behave appropriately and to provide an
inclusive, supportive, and safe learning environmaent in which all students and staff can flourish and are
able to fulfil their parsonal potential.

The Code of Conduct complements the Student Charter which states that students are expected to:

+ recognise the Important of equality and diversity in the University by treating all members of the
university community with respact both in person and on other channels such as social media,

= acl as a responsible ambassador for the University through good conduct and engagement with the
local community and envirenmeant,

= use the facilities and resources of the University with respect and consideration

General Principles

This Code of Conduct outlines examples of the different types of unaccaptable behaviour that will amount
to a breach of disciplina. Lists of unacceptable bahaviour given below are not exhaustive. The Univarsity
can start disciplinary procedures in relation to other unacceptable behaviour,

Disciplinary offences are classified as aithar major or minor in the Student Disciplinary Pelicy (non-
academic misconduct), It is not specified balow which axamples of unacceptable behaviour are major or
minor and Indeed the same unacceptable behaviour could be aithar major or minor depending on the
seriousnass of the disciplinary offance.

The indication of sanctions which may be applied to a particular disciplinary offence ia llustrative only, A
full list of sanctions that may be applied can ba found In the Student Disciplinary Policy (non-academic
misconduct),

Multiple or repeated incidents of misconduct may ba mora serious than a single act of misconduct and
previous findings may be taken into account when determining what sanction should be imposed.

Definitions

a person consants if they agreas by cholce and has the freedom and

Sl Conacity to make that choice

a group protected by the Equality Act 2010: individual's sex, sexual
grientation, religion or belief, race, pregnancy/maternity, marriage/civil
partnarship, gandaer reassignment, disability or age

unwantaed conduct related to a ralevant protected characteristic, which
has the purpose or effect of violating an individual's dignity or creating
an intimidating, hostlle, degrading, humiliating or offensive environment
for that individual.

offensive, intimidating, malicious or insulting behaviour, an abuse ar
SN misuse of power through means that undermine, humiliate, denigrate
of Injure tha recipient.

Protactad
characteristic

Harasasmaont
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Disciplinary
Offence

Physical
Misconduct

Punching

Soxual
Miscanduct

Examples Of Unacceptable Behaviour

Examples Of Sanctions

Kickineg
Slapping
Pulling hair
Biting
Assault

Pushing
Shoving

Sexual intercaurse of engaging In a sexual act
without consant

Attempting to engage in sexual intercourse or
angaging in a sexual act withaut consant

Sharing private sexual materals of anather parsan
witheut congant

Fhysical sexual harassment: inappropriate invasion
of parsonal space and/or inappropriate physical
behaviour

Repaatedly fallowing anothar parson without good
[Eas0n

Making unwanted remarks or advances of a sexual
nature

Display of offénsive materials

Inappropriate texting, emalling, pasting of !it'!:-!l{-'.'ll
materials ansline including but not imited to using
darogatory sexual terms to deseribe someaona

Asking for sexual favours and making decisions

based on sexual advances being accepted ar
rejected

Expulaion
Suspension/Exclusion
Restrictions/Conditions
Behavioural contract
Fine

Formal Warning

Compulsory attendance at a
workshop/eoaching session

Written Apology
Behavioural contract
Restorative justica
Fine

Expulgion
Sugpansion/s xalusion
Restrictions/Canditions
Farmal Warnirg

Compulsory attendance at a
workshop/coaching session

Written Apalogy
Behavioural contract




Disciplinary

Offonaa Examples Of Unacceptable Behaviour

Shouting, threatening, abusing, intimidating o
e 18anINg somaona

Abusiva /insulting comments relating te an

Acting in an intimidating and hastile mannear
physically or by any maans of communication
Ridiculing or destructivély eriticising
¢ Gstracising or marginallsing
Abusive ] ittt
Behaviour Humiliating and undermining a person

i lrhna] maligious rimours or allegations via any

8 of communication including social media

Misuse of powar

Use of inappropriate language

amail, text or an social networking
sites) against the wishes of the other person

Repeatadly contacting another person (by phane,

Examples Of Sanctlons

Suspension/Exclusion
Restrictions/Conditions
Bahavioural contract
Farmal warning

Rostorative justice

Farmal Warning

Compulsory attendance at a
workshop/coaching session

Writtan Apology
Rastorative justice

2T



Property

Diﬂ-ﬂ-il]lil‘lﬂw
offence

Examples Of Unacceptable Bohaviour

Examples Of Sanctions

Damage To
Property

Unauthorised
Taking or Use
Of Proparty

Causing A
Haalth or
Saloty
Concern

Causing i:i:1|'n.'|¢_:|lt.-' ;tl University property or tha
proparty of students or employeas of the Univaraity
orf visitars ta the WUnivarsity

Causing minor damage to University property of
the property of students or employees of the
University or visitors to the University

Unauthorised entry onto or unauthorised use of
Linivarsity premisas

Misappropriate any Univarsity property, funds, or
agsels

Fraud

Taking property belanging to anothar without
BErmissian

Misuse of Unlversity property (for example
computars and laboratory equipment)

Actfomigalon that did cause or could have causeacd
serious harm on Univaraity premisas or during
Unlvarsity activities (for example, digabling fire
extinguishars or possassing/supplying contrallad
drugs)

Act/omission that did cause or could have causad a
health and safety concarn on Univarsity premises
(for example, smoking cigaretles in non-designated
areas, disabling smoke detectors)

I'-':xpul:'.ﬁ:rl Suspansion/Exclusion
Resatrictiona/Ganditians

Raquiremant to make good the
damage causad at hisfhaor
pXpense

Fine
Farmal Warning

Compulsory attendance at a
workshop/coaching session

Written Apology

Fine

Expulsion
f‘.":LI':'i:}!JI'IEIIJrIIEHCIUﬂiDI'I

Rastrictions/Canditions

Formal Warning

Compulsory attendance at a
workshop/coaching session

Written Apology
Fina

Behavioural Contract
Expulsion
Suspension/Exclusion
Restrictions/Conditions
Eostitition of damage

Formal Warning

Compulsory altendance at a
workshop/coaching session

Written Apology
Fine




University

Disciplinary
Offence

Examplos Of Unacceptable Behaviour

Examples Of Sanctions

Oparational

Obstruction

Rapiitational
Damage

Acts/omissions/statements Intanded to deceive the
Univarsity,

Disruption of the activities of the
Univarsity(inaluding academic, administrative,

sporting and social) on Univaraity pramises or
alsawhars

Disruption of the funetions, dutles or activitios of
any student or amployee of the

University or any authorisad visitor to the
Lnlvarsity,

Impropar interfarence with the activitias of the
University (ineluding acadamic,

adminiatrative, sporting and social) on University
premisas or alsewheare

Improper interferance with the functions, duties or
activities of any student or amployee of the
University or any autharised visiter to the Univarsity

Behaviour which hias caused sanous damage ar
could have caused serious damage to the
reputation of the University or the University's
relationship with the laeal community

Behaviour whieh has damaged or could have
damaged the reputation of the University or the
University's ralationship with the local community

Expulsion
Suspension/Exclusion
Rastrictions/Canditions

Behavioural Cantract

Fermal Warning

Compulsary attendance at a
workshop/coaching session

Written Apology
Bahavioural Contract

Expulsion
sUspansion/Exclusian
Restrictions/Conditions

Formal Warning

Cempulsory attendance at a
workshop/coaching session

Written Apolagy
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G2 Link to CIPD Privacy Pallcy

Youlir data will bie ghated with the CIPD Tar the purpose of administering and awarding the qualilication, Fer made information, please see the attached palicy,
@D Link bo CIPD Sudent Membsrihip Page
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REFERENCING HANDBOOK: HARVARD A

Welcome

Welcome to the 1* revised edition of the University of Wales Trinity 5aint David’s
Referencing Handbooks!

Referencing accurately is an essential skill to learn during your studies, and these handbooks
are designed to support you in your learning and help you te navigate what can sometimes
seem quite confusing. The referencing handbooks are available for the four styles used at
UWTSD, with suggestions for further, in-depth resources and advice on getting support from
your Academic Liaison Librarian.

We would like to thank the academic staff involved for their time and input in developing
these handbooks, and hope these provide a useful resource.

We are happy to receive feedback on these guides, which will be reviewed, Please contact
library@uwtsd.ac.uk with any suggestions.

The UWTSD Academic Liaison team, Library and Learning Resources
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REFERENCING HANDBOOK: HARVARD RN
Introduction ... N Py S T RS S I A G e ey g 3
How do | use this BUIBET ... sisisaimn s s s sassensasssssisn T AT ERA-
WHat i5 FeferEnCINET ..oooiiiiiiimniimrmrrrs s bbb s s bs 05 ST
How do | avoid plagiarism? ...oomerrres e ssis s A R
Do you have any tips before | begin my work? ... RIS B S
How can | get further help and sUpPOrt? ... e
Harvard Referencing: The Basis ..o icosiiiisiimiminnsims s s s sssssssssssssissiassn 1o 5

Instext Citations ... e e  wikiik b i -
A PRTRPENCE HBY 1ootisinisinimiininssnmsanssinionsissasssbbbasansaian e b o i i g
How do | quote, paraphrase and summarise in my Work? .. 6
EIUOCRIONIE (i iviorssvmianssunnnsnbiibnsisasnssnnh ibevbvitospIn I mnns A s N AL AR AR S e N A pms g 6
Long quotation — more than 30 words or 2 liNes ... o G
Short quotation = up to 30 words or 2 liNeS ... 6
Paraphrasing and SUMMArISING 11oreerees s s G
How do | reference specific types of resources? ... 7
1, BOOKS R0 B-DOOKS 1.vveeeiinnirrnrrrrrsssssssesssssssasmmaiunnmnianmsssssnnsssssssssssssisssssstisiisininsmiinems i 7
2. Journal and newspaper articles ... 9
B IR it i  wh Ui  mma w s E SaSRAR h PR RO |
B PO TTRRTRIICIT s oo ks s it A AT A6 SRR W b SRS L P i |
5, Unpublished information ... e N b
6, Reports and guidelings ... e s
7. Legal and government publications ... bmhininaninini il
8, Scientific and technical INformation ... 18
B, REVIBWES .o iiiiiiiiiinsirins s niars s s s ar s s sanssiaaasii PPt 19
10, Visual Materials ..imimmrmissriisessisssssisisin i e Sy 20
11, Live perfOrMantes .....aiseessesesssssississiaii R e b 21
12, Film and televiSion ......uismiesssssssssssssai PP SP P TP 22
13, Personal communiCations ... A P PSP 23
14, MANUSCEIPES .ooveiiiiiiiiiimiimmninsmr s e sssereeseess A LRI R T TI 81010008088 S SRR SRR 24
LANGUBEE oovasrsnmrnrsnsnssisssrnsssssssssisains e e bSO R b 25
Referencing software .........cecciiia s sk e e+ A SRR RS R 25
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There are four recommended referencing styles in use at the University of Wales Trinity Saint David:

«  APA (American Psychological Assoclation)

Harvard

IEEE {Institute of Electrical and Electronics Engineers)

MHRA (Medern Humanities Research Association)

You can find out which referencing standard you should be using by looking in your Programme
Handbook. All of the referencing handbooks are available online: https://uwtsd.ac.uk/library/
student-essentials/referencing-handbooks/

-

A shorter, handy, quick reference version is also available either onling or In your nearest UWTSD
library.

How do | use this guide?

The purpose of this handbook i4 te provide you with the baslc principles of referencing, and to get
you started in understanding the how and why of referencing. This handbook provides examples of
how to produce In-text citations and references from a selection of some of the most widely used
sources you may encounter over the course of your studies.

An example of how the reference should An example of how the reference should
appear in your text will be shown In this appear in your reference list or bibliography will
box. be shewn In this box,

However, this guide is not intended to be exhaustive, and additional examples and guldance can be
found in:

Pears, R. and Shields, G. (2019) Cite them right: the essential referencing guide. 11th edn.
Basingstoke: Palgrave.

Copies can be found in all UWTSD libraries.

What is referencing?

When producing an academic assignment, you will be expected to acknowledge other people’s
work by referencing them in a recognised and consistent format, You will also need to provide
details of the resources you have read for your assignment. There are a number of reasons why this
Is necessary:

= To demonstrate the breadth of research you have undertaken.

* To add academic credibility to your arguments.

= Toenable readers to find the sources you have used in your work.

« To acknowledge the work of others and avoid accidental plagiarism,

3.
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How do | avoid plagiarism?

Accurate referencing alse means you avold plagiarism, which is passing off someone else’s work
as your own, The Unlversity's full definition of plagiarism can be found within the University
regulations: http://www.uwtsd.ac,uk/academic-office/university-regulations-student-guide/

Plagiarism can be deliberate or accidental; without accurate referencing, it is possible to accidentally
plagiarise someone else’s work, Therefore, understanding when and how to reference will help you
to easily avoid this,

Do you have any tips before | begin my work?

= Make sure that you know which referencing style your School recommends before you begin.
This infermation is included In your Programme Handbook,

= Keap arecord of the sources you read as you go along.

= Be consistent in the records you keep and in the way you reference,

= Give yourself enough time to check your work,

s Try to put yourself in the shoes of the reader. Think: "if | wanted to find the source of this
infermation, could 17"

= If in doubt, seek clarification or ask for helpl

How can | get further help and support?

You will be given an In-class session on referencing during the first year of your course, and regular
workshops and drop-in opportunities are also made available throughout the academic year via our
infoskills programme; http://uwtsd.ac.uk/library/infoskills/. Follow @UWTSDLIb on Facebook,
Twitter or Instagram for updates on when and where these will be held.

There is a dedicated Academic Liaison Librarian for each academic area, and their role is to support

you with a variety of information skills throughout your course. Find out who your Academic Lialson
Librarian is and book an appointment here: https://uwtsd.ac.uk/library/student-essentials/meet-

your-academic-llalson-librarian/ or by popping Into your nearest UWTSD library,

Support for referencing is also available from Student Services, and study skills drop-ins are available
across the campuses.

students at Partner institutions should check with the library at their home institution te find out
which standard they should be using and where to get support.

4.
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Harvard Referencing: The Basics

The Harvard referencing style consists of;

In-text citations

These are used when referring to a source of information within the text of your assignment
to show where it came from. They are abbreviated details of the source you are referring to
and generally consist of the author's / editor’s surname, year of publication and, If required,
page numbers ez (Pears and Shields, 2018, p. 6),

You do not need to include the author’s surname in the in-text clitation If it Is referred to
within the body of your work e.g, According to Pears and Shields (2006, p.6). This would just
be unnecessary repetition |

A reference list

The purpose of the In-text citation |s to refer you to the full details of the publication within

a full reference list or bibliagraphy at the end of your work, Full publication details of the
citation should be found In the referenca list at the end of your assignment. This contains the
full bibliographical record of the references cited in your text e.g.

Pears, R, and Shields, G. (2016) Cite them right: the essential referencing guide. 10" rev, edn,
Basingstoke: Palgrave, ]

It should enable any reader to locate your original source, A reference list Is arranged in
alphabetical order by the auther’s surname or, If there Is no authar, by title. A bibliography
can also sometimes be requested by your tutor. A bibliography is a list of all the sources you
have read for your assignment, whether or not you have cited them In your text and therefore
more exhaustive than a reference list. If you're not sure which is required, ask your lecturer,
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How do | quote, paraphrase and summarise in my work?

Quotations

A guotation means that you take the exact wording as used by another author and insert it in your
work. Direct quotations should be used sparingly and only when they are relevant to the argument
you are making in your work.

Long quotation — more than 30 words or 2 lines

Format:
« Enter as a separate paragraph
= |ndent the paragraph
# (uotation marks are not ruquired
Authot’s surname, year of publication and page number / URL enclosed (in round brackets)

Exampla:
King describes the intertwining of fate and memory in many evocative passages such as:

5o the three of them rode towards their end of the Great Road, while summer lay all
about them, breathless as a gasp. Roland looked up and saw something that made him
forget all about the Wizard's Rainbow, It was his mother, leaning out of her apartment’s
bedraom window: the oval of her face surrounded by the timeless gray stone of the

castle’s west wing|
(King, 1997, pp. 553-554)

Short quotation = up to 30 words or 2 lines

Format:

* |nclude in the body of text

+ Enclose in double quotation marks

= Author's surname, year of publication and page number / URL enclosed (in round brackets)

Example: .
Hardy's characters are not simple types. They are “fully realized human beings, with all their

potential for individual freedom of choice and action” (Dunmere, 2017, p. 35).

Paraphrasing and summarising

Paraphrasing Is when you take someone else’s idea and put it into your ewn words, Summarising Is
when you provide a brief overview of someane else’s idea, You would only need to provide a page
number if you are referring to a very specific area or part of the text. You will need to use your
judgment as to whether this is necessary. Put yourself in the shoes of the reader: are you referring
to a whole work or concept or a very small part of it?

Exampla;

Dunmore (2017) notes that Hardy presents the reader with rounded charactars capable of

acting with autonomy, but that these are placed in a context In which their choices are severaly
constralned by the aperation of chance and fate, This she ascribes to the intellectual environment
in which he wrote - in particular, the pessimistic spiritual context of late Victorlan England.

6.
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1. Books and e-books

Mast references to books should adhere to the following general format. Elements may vary slightly.
Specific examples are provided.

Reference list /. .'!1'-,1|r,-:| rraphy:
) o A\ Hthor/oolto

5 5Urname; year ol -_,IlI-||-!,.-:Ii'-I.-.,:lur-, Author/editor

' Fublication year (in round brackets)
Title (in italigs)

Edition (If relevant)

Page number)
Place of publication: publisher

(Smith, 2016, p. 5) smith, E. (2016) How to improve your research

M pedn. Plymouth: Kiln Pross

Il'f n"r,'lfl. 'L

As print and electronic books are virtually identical, there is no need to Indicate whether or not it s
electronic unless the electronic version Is not an Identical version of a print publication.

1.1 Book with two or three authors

(Phillips and Renton, 2012, p. 54) Phillips, E.Q. and Renton, P. (2012) Teaching

mathematics today. Reading: Canalside Prass

1.2 Book with four or more authors

{Ma tan ef al. ':'{fl,ll'l:';il.[!'-',I:", '.-!I.'.":I' Maortan, A.C. et al, (2014) 'r.ip.'"fllif.'l'i'“ﬂ"f'*l,‘, and learning.

Swansen: Sandpaper Press

1.3 Chapter within an edited book
(Hardy, 2015, p. 53) Hardy, BT, (2015) ‘Outdoor play and how it
can help learning’, in Walker, E. (ed.) A new
approach to teaching in the primary schoal,

Landon: Todcaster and I:l-r.',-:ll'l'l-,:

1.4 Book without an author or editor

In this case you would use the title rather than the author. When listing in the reference list and/or
bibliography you would list it alphabetically but by its title,

(How to make an impact, 2009, p, 1) How to make an impact (2009) London: Avery

and Perch,

y i
1<
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How do | reference specific types of resources?

1.5 Book with an organisation as author

In this case, the name of the Organisation Is treated as the author.
'Ql..l].'i".; |','|'|.j'|"|\'§.!|,],:1"'-|."L"||:'!'Il,"q |',"§E]"[Li,:|'\'-.::','alql|,'n Iy -r-']ﬂ'{.li|}l'| flan for Research into Primary
Edue h,; 1 F {~'| : P ,'.|.-] Fducation. (2017) Learning today, -"i'-:IJHn'l_'lq'

MePhee and lanos

1.6 Multiple works by the same author

Simply labal them a and b!
D J."l,lil VEOrs! Different years:

Isl‘l.:‘il':!ll.‘.i'.l"i }rll:j:. '4'3.:". 'E. I:"l 5 I'.'J I.,"'Hl':l:'} '||I|'|I'|r| b I-I|| Vil 'I='.1I'|"j|'|| .'I” .!rjr'fr"ll'll:'f"ll.‘.':f'-.l.- h:f:'
Maidenhead: Riverstory.

(McNamara, 2017, p. 20) vicNamara, B.M. (2017) Lifelong learning.
aldenhead: Riverstory.

AMe year: LAMe year:
Phelps, 20164, p. 25) Phelps, BJ. (2016a) Healthy learning. Edinburgh:
Castle Books

(Phelps, 2016k, p.19) Phelps, ). (2016b) Nutrition in the early years,
Edinburph: Castle Books,

1.7 Editions

AcCcore h,,. 10 | ::-‘l-1 irien (2016, pp. 15-17) O'Brien, TM, (2016) fhe impact of families on
1i.|||p7 5 can have a big mpact on | @ Irning learning. 3™ edn. Dublin: Blackwater Books,
Siblings can have a big Impact on learning

ili[r-'J*‘-'n': n, 2016, pp. 15-17)

1.8 Secondary citation

This is a piece of work that has been referred to in something you have read, Where possible, avoid
“l;l:nnl;ltry ::Iurl-.'ms and aceess the nrlglnil wnrl:

Barnatt q JaM 3, qu rnm 1 in | Bt--mhn;, 2016, p. Morton, D.C, (2016) Learning in the early years
17) dese rF-; g nln",!;ﬂl_m. tance of meeting Exetar: -J'a-jnu s & Bart,
special needs In the early years”.

I\'rlil .

Barnett’s demonstration of the importance f you have not read the primary source, do not ;
of me I'.'I'i'|' pecial neads Ilﬂ hie e rly vears inelude it in your reference st = you may anly o e it
(2013, city d In Morton, 2016, p. 17) Is [LYRULEEAL

nter "ulr'l £
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How do | reference specific types of resources?

2. Journal and newspaper articles

Mest references to journal and newspaper articles should adhere to the following general format,
Elements may vary slightly. Specific examples are provided,

In-text cltation: forenca list / Bibliogr, phy

Author

Publication year {in round brackets)

Article title (enclosed In single quotation marks)
lournal title (in italics)

L Valuime, 1ssue/part

- Pape number range of whole article

page number)

1;
(Author's surname, yvear of publication, Frint

3

B

]

>

Electronic:

The above plis

- Avallable at: URL (Accessed: date)
- or DO (Dipital Object Identifier)

Price, 5. (2014) ‘Planning for change’, Leadership
and Business Planning, 15(3), pp. 154-166,

OR

Price, 5, (2014) ‘Planning for change’, Leadership
and Business Planning, 15(3), pp. 154-166,

DOl 10.1080/034845691.2016.1056235

(Price, 2014, p. 157)

2.1 Whole newspaper

(The Guardian, 2017) he Guardian (2017} a ™ lune

2.2 Newspaper article

':'l|li:--lllr|:lsl,, a}fn}::,;ﬁl- lones, BJ, (2016) ‘STEM subjects win more
T i funding’, The Times, 4™ May, p, 7.

2.3 Electronic newspaper article not available in print

fox, .M, (2016) ‘New report eriticises lack of
husiness le. dership’, The Courfer, 9™ January,
Available at: http://www.thecourler.com/world/
jan/16/report-IBCC (Accessed: 12 January
Iu1|~.‘.J,
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3. Internet

Most references to the internet should adhere to the following general format, Elements to be
included will vary, depending on the type of information you are referencing. See the section on
books (1) to find examples of how to reference e-Books, the section on journals (2) for references to
articles found on the internet, the section on film (12) for references to film ete.

Reference list / Bibliography:
inisation
Publication vear (in round brackats)
Website title in italics
[nelose medium [in square brackets]
Available at: LIKL
(Accossed: date)

Colling, A.B, (2015) Peer experiment. A ,---'-:';ﬁjf:f,l:if',.
[video]. Available at: http ww.youtube,
om/watch?xstepltiSWe (Accessed: 21 June
2017)

3.5 Facebook
Day of post Is required when citing Facebook, Twitter and other social media,

sok] 10 June.

vfaceboak.com/parks
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How do | reference specific types of resources?

4. Conferences

Most references to conferences should adhere to the following general format. Elements may vary
slightly, Specific examples are provided.

Reference list / Bibliography:
Print;
\uthor/editor
Publication vear {in round brackats)

In-text gitation:

(Author’s surname, year of publication,

page numb I-":.'

[itle of paper (enclosed by single guotation
Marks)
Ntle of conference (o italics)
Location and date of conferanc
Place of publication: publisher
: Pi g numbers if required
Electronic
Replace location and publisher with:
«  Available at: URL (Accessed: date)

- Or Dol

4.1 Full conference proceedings

The confarenc: was 1 celebration of sm: Il Farguson, J.F. (ed.) (2016) ‘Small business

business ente dgsly 5 E For| Ii',lli'-'_'.l",'r'. '-I.!I.:" { \'"'l} {1 ol ol L1 I.'ﬁll".' CHE national "|'",!,|I'jl||"' FENCE
University of Kent, Canterbury, 12-15th May.
Dudls y: S | Business :1'!'-"!-:Irlgjl“-'*' ]

4.2 Individual conference paper published in a journal

L',-}'H'fr-rj-';t'J.f',‘!-'!f'*-J-'ilir--\".*I r-':l":'lni}'.‘}--:--‘- smbed an Davies, K. (2016) ‘Leadership and change

und rstanding of ch nge management into management’ (from the Proceedings of the 5th

leadership training il national conference on small business sueccess,
University of Kent, Canterbury, 12<15th May
2016), Small Business Quarterly, 4(3), pp. 30
13,

4.3 Individual conference paper published on the internet

Irr.‘m((l-ju'qﬁi}f mphasi ed r;;'.['.'t'"fi.i'r'.;;,‘1';3':';'4'..'1.;'5'-:.'- Lewis, K. (2016) ‘Corporate culture and the

of small business corporate culture, confidence to expand’, Proceedings of the 5th
national conference on small Business success,
niversity of Kent, Canterbury, 12-15" May.
Available at: http://www.doc.ac,uk/sites/SBE.
presentations. pdf (Accessed: 10 June 2016)
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How do | reference specific types of resources?

5. Unpublished information

Most references not in the public domaln should adhere to the following ganeral formats. Ensure
that you have permission before using unpublished material in your work,

5.1 Internal report

In-toxt cltation: Reference list / Bibliagraphy
S Lty J ;  Author/organlsation
Y Aar s L [ OrEAnN Non, vear o { e ia
A I'I,hl II, t: , rname/organisation, v it  vearof production {in round brackets)
produc “"h'll'l |||“ Ml i JEi=iNs .|||""I IE '||1
nternal report = Include name of institution
npublished

Recommendations in the report (Harris, Harri

3. I;',J'E]t 'I':,‘.II",'--l-'H'. (roup Commendations,
2013) ..
"

nternal LGU report. Unpublished,

5.2 Confidential report

Refercnce list / Blbliography:
In-text citation: . ieterah ”ﬁ'f,lmhj ll']” hrackets]
- Ananymised agency [In square brackets]
”1.. ymised agency, v h-hrul-iuv'i‘u‘-"l X
Illl"l | I: | 5‘ "‘ ! nal W r'l], 01 Prod Il|r |rr |"||:I :I1r.1:l .I'.Il.".
& Title (in ltalics): ananymised part |sc lu Fis
brackets]
- Place af publication
3 ":'nl,qul.“fq'p'”'_ Er‘ !jll"'l-ll'a": 13 1||| |.,""'|"l | l"“' r'l:' L il

‘he records they produced (Placement

Placement hospltal] (2012) [Placement
hospital, 2012) ...

l;|..|t,'l,'.|”.|'.-'{||;|l||' J','{.-J,"th‘l-lhlf!,'.l-l' .-I'.r'rl:,l.lllil"i j:'-;.' i fII"IfI Iﬂr'lJ.:J
patients. Londan: [Placement hospital]

5.3 Thesis

teference list / Bibliography;

Print:

 Adthar

page number Fu'l':.;l..q_::Jl_Hu.: ail) = Year of submission (in rolnd brackets)
i 3 1I1J-'V|:|r'-||ll|| i italic $|

- Unpublishad F ||'Iﬁ.‘rnn'lﬂ*

- Degree awarding body

1! 1.|il,.;|l.|r|

- Available at; URL

- [Accessed: date)

In-text cltation:
(Author’s surname, year of submission,

Recent l’>'.'|1r"r~I has she own a correls L-uvm Sloane, D.E. (2016) Soclal media and marketing
‘between a p n-mr r socls | media | re s5ence in the enti J..i-mrm nt industry. Unpublished PhD
and Incre Hj o 8 ali ]:-( .}-'F‘ s W]x '.r, b -al thesls. University of Birmingham,
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6. Reports and guidelines

Maost references to reports and guidelines should adhere to the following general format. Elements
may vary slightly. Specific examplas are provided.

| ','I'{I"ill.' ronce | |"|'a.,.")'. Bibliography:
Print:

| '."1”. {Wie1s AN s '|:!-:|'I|'I

publicatic

- Year of publicatian (In round brackets)
Citle af report (n itallcs)
- Place of publication: publisher
Electranic
If aceessed anling replace location |-|;it sublishier
with:
o Avallablo at: URL

- [Accassod; dat i)

6.1 Research report

Fdison and Tams Lt

Avallable it: hi

I It '|: 1I'|I "I{'."i::l 1 ill RlEETal
207 II..'.|I '

(Accessed: 9 June 2016),

';I-JIII.|[|! mq; ! E-:"".ll'.“h'l' the pi e '|rIEI.I|-'I CH e Howv 'Hill-'-:;'{li'l'lli,-l.'||-'|;'{"N.'-',F::I'-‘i".',rl e ey inter

-.-,I.","g:l_.llr:l' Iit -'Ihlll | .{.,I-I,i|“I|I-|I|I'--,h-I.I 5] , procedures. Av, ilable at: http !
' th/guidelines/emerg (Accessed: 5 November
2016).

13.
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How do | reference specific types of resources?

7. Legal and government publications

The following examples of legal publications are given In author-date (Harvard) format. This may
vary from referencing systems, such as the Oxford Standard for the Citation of Legal Authorities
(OSCOLA), which are used in many UK law schools,

7.1 Act of Parliament (Statute)

Referance list / Bibliography:
- Title of act (in Italics) include yaar and chapter
- Available at: URL

[Accessed: date)

'|',;',,;”.| I|,'|f 1 .‘,'l‘] “l ‘- l'.'IlIJ'JHrIr".‘ "Ir,a' '.i"'ll'.fI ir
"1'! I|F 1I'|| ¥ l' |||,|'||.|l / {15 {I “ ||||-I| 1 f
.im;“ 017, ' Heantents/anact d I,"lr'i wniprd 14

I.:'pl' '|r ﬁ’l}

Note:

nelude country information (in |,'n||||a.|l’.:t rackiets
only if vou are referencing mare than one country’
eglslation.

7.2 S'I:ltuturv Instrument (51)

Reference list / Bibliography:

- Name/title of act (in italics) includa year
- Slyear and number (in reund brackets)
- Avallable at; URL

 [Accessed: date)

This update was clearly shown in the Endangered Fish Protection Council
End ‘Constitution) (Amendment) Order 2016
r|| 01651323

; ,-11 d: I-f.r‘ruu mhber 2016]

14.
560
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How do | reference specific types of resources?

7.3 Command Paper (including Green and White papers)
Reference list / Bibliography:

Print;
- Department
- Yearof publication (in round brackets)
- Title of repart / paper (in (Ealcs)
. Plage of publication: publisher

nstoxt citation:

{2 1f1|h;;;.tlui-;i-a,f ar of p l,|;-jit~: tion)

Electronic
f accossed anline replace lacation and publisher
wWilh
- Avallable at: URL
[Accensed: date)

':r,‘.ll'ty;.-,gj.ra.;-.-a-.-;. s on the long t nll'fm; re of the Department of Health (2017) Secure and Falr
|r,-'t srly are being considerad (Department Provision of Lang Term Social Cori :"Ir'".ff'ﬁf '
of Health, 2017) Elderly (Cm 6702). Available at: \
httpa://www.gov.uk/government/publications/
secure-long-term-soclal-care-report-20157
(Accessed: 17 May 2017)

7.4 National Assembly for Wales Legislation
Irtakt eiation] Reference list / Bibliography:
(Title (In italics) Include year) , 2
g, ! 'I’r d i '||'H| Sa)lp .-:".'.1 I||||||I|.‘lg'.|"it I!.'| LT . :|| “l: It “r' 1] h‘i”":r i
AT
Assembly e asure nawm number (In round
hirachket )
O Welsh Statutory Instrument year /51 (W)

'1'I."|'r'||;l.||
Available at: URL
+'-|"u'i; Lt tduf |.|: T i

Assombly Measures (nawm): Assembly Measures (nawm):

Primary Welsh Medium Provision Measure
014 (nawm 202). Avallable at; http://www.
leglslation. gov.uk/mwa/2014/202/2019-05-08
(Accessed: 17 September 2014)

The 2014 Moeasur -.|I.',"?',.'||'.,,,|,;....Ig'f:.l'_a' lidi] L"ll-l"ll'l-'.h-'.i;jl
Provision Measure '*’Iﬂ.!l-“" t}:-.;--a--rii.- r-'u.-wii'li

view.

Statutory Instrumants (W): ,
This can be seen in the Welsh Statutory statutory Instruments (W):
nstrument (Enhanced Wind Farm Denslty Enhanced Wind Farm Density (Wales) Order
(Wales) Or :;'i' 'r 2015). 2015, Welsh Statutory Instrument 2015/ 543
i (W.48), Avallable at: http://www.legislation,gov.
uk/wsi/2015/543 /contents/made (Accessed: 17
September 2015),
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7.5 Law report (case)

Wame of case (in single guotation marks)

In-toxt citation:
Year of publication (in round brackets)

R At - ] ITaT=1F S ey Telias} g}

DY CAsE (N SINEIE QUOt: LGN Marks);
sear of publication) I iR L A
4] ’ '|||l'. | -,||'| WA T |Il-,I-,.lrl. LlaNis ,I|I_'. "r,I
Valume number

Pape number

'R, Jones (Themas)® ( 2004) We Kiy Legal

Briefings, 23, pp. 3637,

It was clearly shown in

'Illllnt |.“': '-Illl:.ll::.r'lij:l'.

7.6 Law report (case) — neutral citation

Neutral citations identify a case without reference to the printed law report series, in which it was
published. They ean help to identify the case online (Pears and Shields, 2016, p.55).

Reference list / Bibliography:

In-text citation: i ex (in italics and enclosed (n single
| 1 P ¢ Qe e 1 B X NAMEe O Partics (0 I ics ano 2inGiesiaid i L
Mam &5 {in italics e enclosed in Bl ; ]

'Ilr".-“ Lk ol bimab e year {in round brackets)

UOL i-||:|.'|:" |'.'||.:|r'..-' I‘.'I

Cotirt and case number
Database or website (in italics)
[Onling]
Available at: URL

eased: date)

) Mercla Police’ ~ ‘Adams v. South Mercia
rieflegal
rieflegal.ol 'q"_p'::i'

Kingdom Supreme Ce

16.
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How do | reference specific types of resources?

7.7 Government publication

Reference list / Bibliography!
wvernment department, year of T , i
; ) = Name of government department
- Year of publication (In round brackets)
o Title (il
- Place of publication; publisher
Series (in round brackets) = If applicable
ur'|r.'|,.-L'4.'-:| o
f accessed onling replace location and sublisher
with

:'-.k,u,l hlicatiaon)

- Available at: URL
; ,

17.
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8. Scientific and technical information

Maost references to sclentific and technical information should adhere to the following general
format. Elements may vary slightly, Specific examples are provided,

8.1 Technical standard

'1”.,“ xt cltation: Heforence If.'a,l,i'.:||:'||!-; 1f I'.I;I\Lf'
R e ; et

(Nama of authorising organisation, year ot i . . ; ekl

e ; f ; } e of authorising erganisaticn
'|'|J|rh|'rr hrr:lu‘:' L 4 T iy
: : PR - Year of publication (In round brackets)
Wumber and tithe of standard (i 1tahies)
Place of publication: Publisher
Electronic

faccessed online replace location and publisher
with:

= Avallable at: UKL

- (Accessed: date)

Loft conversions are subject to strict

controls (British Standards Institution,
.'{ul'I‘.I':"':" l

fritish Standards Institution (2004) B5EN1295

[ o2 20004 D fgn of Mmber strictures, Lonadon:
British standards Institution

R

Hritish Standards Institutien | 1004) BSENIDOS
1-2:2004: Desfgn of imber structures. Available
t: http://www.standardsuk.com/products/
15-EN-1995-1-2-2004,php (Accessed: 20 June
2015)

8.2 Patent

n-text citation: Reference list / Bibliography:
{Inventaris). af publication’ AVEntar
ihvantary ',[- yRALENERDICRNDT vear of publication {in round brackets)
ftle (in italics)
Authorisin { '\'lrllll fisation
Patent number
Avallable at: URL
[Accessed! date)

This is evidenced further in the documant

Patel, P. (2013) Self-Inflating Tyre, UK
(Patel, 2013),

Intellectual Property Office Patent no
GB456738, Available at: httpi//www.ipo.gov.uk/
hub (Accessed: 6 October 2014)
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8.3 Graph

Intext citation:
’_}‘W;Ih‘l I'}rf‘ﬁy: 1,llf,lli:|'l I,l:':!'l,' Ly J'l,'i'-'ll i G |'.,1"'I-'\:I'ylr|ll1.-,i;,,l,l:'\ln,“,l

Reference list / Bibliography:
3 ALthor
Year of publication {in round brackets)
Title (in italics)
Place of publication; Publisher
FAES number or Agure numoer for raph

Graph

'his effect can be clearly demonstrated in a Woll, E. (2017) A comparison of water usage by
T ‘:!.|.r|.,f}"f.'l,{-.n'|[il -.i":lll'i'.-;.ﬁl:l regfan, Carmarthen: Brigge Pross, p. 24, graph

9. Reviews

Maost references to reviews should adhere to the following general format. Elements may vary
slightly. Specific examples are provided.

Reference list / Bibliography:
Print;
} REVIEWEGT Name
- Year of review publication (in round brackets)
- Tltla -;.-"r'.!-rlr W lencloased in single gquotation
ks
¢ Heviewof .. (title being reviewed in (talics)

In-text citation
Iiiﬁf VICWET SUrname, yéar of rl‘l',;”i,':'l;i{\ )

By .. author/director of wark

- Publication doetalls (ttle (n italics)
Electronic:
If accessed online replace location and publisher
with:

- Available at; URL

- [(Accessed: date)

9.1 Book review

MeCannell (2015), however, did not MeConnall, EJ, (2015) ‘Marching to Victory”

upport this analysis. Review of Recruit to seldier: training technigues
in ancient and modern armi 5, by Thomas
lenkinson, Journal of Military Histary, 10(2), pp.
21-23,

9.2 Film review

Tha reputation of the film has recently Connington, K.L. (2009) ‘A rediscovered classic’,

undergone a re-evaluation (Connington, Review of Dark Enemy, directed by George

2009). Phelps, Available at: http://www.imdb.com/
p03489/reviews (Accessed: 19 April 2016)
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July, p. 10,

10. Visual materials
Most references to visual materials should adhere to the following general format. Elements may

vary slightly. Specific examples are provided,

Referonce list / Bibliography!

(Artist's surname, year of publication) AR
: : - Artist
e Iy f known (in raund brackets)
Title of work {in [talles)
Medium [In square brackets], if necassary
|.|';.;1.,.|-|1||.,'|,1.;|.;.-'-|L| ction whar wiork |5 held
City where work Is held
 Date viewed {In round brackets)
Electronic:
i anline replace Inatitution and city.

blo; URL
{Accessed: date)

wagall: a celebration (2009) [Exhibition]. Tate

Modern, London. 15 September 2009-23 January

10.1 Exhibition
2009)
2010,

10.2 Painting / drawing

The process used Is unique (Puerto, 1730).

10.3 Installation / exhibit

rly in Living room by

Living reom [Installation].

Granger, P (2004) .
ndon, (Viewaed: 5 August 20

Thames gallery, L
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10.4 Photograph in an online collection

Online:

'::i.i |1.Ilq"a' Ir. ::| I |::'.I{1:'I|'.'I|.II|'.:I ,':"l',f:l.ffl.",.:'..,'”.-I'rllrln:,a':.-ljllr"L'.'r,'rrrlf!,'flbll: 3

11. Live performances

Most references to live performances should adhere to the following general format. Elements may
vary slightly. Specific examples are provided,

11.1 Dance

Reference list / Bibliography:
= Choreagrapher
Yt .-'u';l'. miere (0 round brackets)
itle (In Itallcs)
Lacation and date seen [in sguare bracket |

21.
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12. Film and television

)

Reference list / Bibliography:
itle (in dtalics)

¥
L
¥

¥

'T I.I' ri" ![ :'|-|.I"'hI||'| ||'I'-! "::||1 |"'|.'I'|I‘:|.I I‘|'| 'I-I|:" 18]
|":r|r 14§ I I-I.'Ii

Location and date s n [0 sguare Brackets]

Mast references to film and television should adhere to the following general format, Elements may

vary slightly. Specific examples are provided.

12.1 Television programme

This W '|-1|rr-f.

of telling details (A

1 e R ! L |I| N1 r W /! L L AL .
The Impact of Shelley's own experience as

slared in M

22,

Reference list / Biblisgraphy!
+ Title of eplsode {(enclosed in single quotation
miarks)
-~ Year of broadeast (in round bracket: 3]
ramnme (in ltalies)
Serles and eplsode number
Channel name
date broadoast
f anling:
able at: URL

(Accossed: date)

A history of Britain (2012) BBC One Televisian, &
September.

ielley: A Writer's
ar, Avallable at
T |:ul‘|',|l- L II'I.,-]‘H;}‘}"H

-3 November 2016),

el
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Reference st / Bibliography:

 Title of film (in italics)

- Year of distribution (in round brackets)
~ Directed by

- M -:-||1'|In'r-iIII quare brackets]

- Place of distribution

] :1:u.ur'-|-|-irn,1-1|.---:-'||'+|I,-j.',nw
See also the section on the internet (3) for referencing films viewed online.

12.4 Film on DVD / Blu-ray

WIIN; In'l'l"l,."-.: I:I':‘:-"-H,]Ji."],:?!l"'Ih'l.'u'l'l'r-".” wowith C. j
Interviewed by B '.
Cave -:,-il-lnlllllld 'Ll'l;Jl I[.IJI,.--,._1|,:|1:l1;I ([ .,"-'I lif.: B

Productions [ne.

13. Personal communications
Conversation, Skype, phone, FaceTime, email, text, letter

When using personal communications, ensure you have permission from the sender before citing.

Reference list / Bibllography:
- Sender

B e P Year of communication (in round brackets)
communicanon) it Haf Cammunlatan

T municatian

. Itr;:;i',..lj-h"ﬂ ol communication

Walters, F I["{ﬂ]- |5) Emall to John Stephens, 4

This wa i put d by Walters (2C 15),

'.'HJ,'JI,H 1%

- LS
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14. Manuscripts

Mast references to manuscripts should adhere to the following general format. Elements may vary
slightly. Specific examples are provided,

14.1 Collection of manuscripts

teference list / Bibliography:
b It"rjl;.'|lrl||'.|||.".:irI |:-H|'.'|:-|-lr-lll
Mame of collection

M5

I‘l':ll:lrlll-' L }I.-'I.h'l‘:jll .-'.':I'1|-|TI1 |I SIRALE '|r|-.'..'|I,‘ Iip"‘a“ I'.' ! i F.'E'. 1 |' } I"'il ]

14.2 Individual manuscript

n-text citation: Heference list / Bibliography

{(Surname of author/title, year) ' :I'":"'”I":!" If known
' Yoear (in round brackets)
[itle af manuseript (in italigs)
By and manth it kncwn (in italics)
Name of collecton
Lnumber ol manuscript

Lacation af collection

Nesbit-Jones, T, (1812) Prayer for Peace, 3 May.

Neshit-Jones Archlve 1! /1, Chesire Trust,

Chester

24,
ko
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Language

Usually, references should be eited in their original language, regardless of the language you are
writing In yourself e.g,

Rappin, B., (2018), ‘Una herméneutique du texte taylorlen: Exception, coopération, amitie. Revue
Francalse de Gestion, 44(276), pp.33:45 '

Howaver if they are also in a different script, they should still remain in their ariginal language but
be provided In the seript that your own wark uses i.e. most likely, Latin script unless you are writing
yaur ;'IES-'I_I_J,r'In*IEnl in Chinese or Islamic script 8.8,

RS — (2007) HOARODSTAN : 17 4O MERT 200, ES: AR
ih'i:glﬂ be changed to:

Washida, K. (2007) kyato no helnetsu: tetsugakusha no toshi annal. Tokyo: Kédansha,

Referencing software

Once you have mastered the basics of referencing using this handbook and the recommended
supporting resources, you can consider progressing onto an online software. The Library provides
access to RefWorks, which is an enline pregramme that helps you to record your sources in one
place and supports you in referencing them. It can be accessed via the library website, using your
UWTSD login: https:/fuwtsd.ac.uk/library/student-essentials/refworks/

There are also a variety of open source alternatives such as Zotero and Mendeley which provide
similar functionality, however please be aware the UWTSD does not support use of these platforms
of provide any related software on UWTSD IT equipment.

Although referencing software ean be a hugely useful tool for organising your research, it is not
always 100% accurate and Is not a substitute for developing these skills yourself. An understanding
of referencing, before you move onto using one of these platforms, Is advisable; it is essential to
cheek your references for accuracy, especially for punctuation and capitalisation.

However, if you feel you are ready to use referencing software or would like to find out more about
it, please make use of the online tutorlals avallable on the RefWorks site, or contact your Academic
Liaison Librarian who will be happy to support you.
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Executive Summary

This report details how the Charterad Institute of Parsonnel and Development (CIPD), Human
Resources Professional Map (HRPM) prefessional areas and bands define the HR profession
and why the Human Resources Professional Map (HRPM) behaviours are essential to ba an
effective HR professional.

Introduction

The 2013 Professional Map outlines the effectiveness of people management practice across
ten professional specialisms, It also defines aeight important behaviours that underpin good
practica irrespective of specialism along with 4 bands of transition and competence. The map
is flexible and allows professionals to choose an area to focus on depending on their, level of
accountability, area of work and chosen development ambitions. The professional map is
designed to evolve and adapt to priorities within organisational change, such as new roles and
spaclalisms and incorporate tham (CIPD, 2013). The map Is used by professionals as an audit
of their personal learning and development. A Professional Davelopment Plan (PDP) is a
requirement for all GIPD Members and this map will aid and contribute to a HR professionals’
davelopment. Professional can undertake self-assessments using the map to recognise areas
for development and plan future l@arning.

Human Rasource (HR) professionals can use the 2013 professional map (appendix 1) as a
tool to benchmark themselves against. The core of the map detalls insight, strategy and
solution, which is underpinned by a HR professional applying an arganisational apacialism
that delivars performance and an understanding of business and people managemant.
Surrounded by leading HR, the first area of the map dafines the knowledge, skills and
behaviours that are required as a HR professional (Perkins, Weodhams & Wilkinson 2016,
p110).

Lester (2010) describes a professional as an individual who demonstrates axpartisea or
specialist knowledge, demonstrates judgement, autonomy and a thought process and makes
an intended commitment {o a set of principles. Perkins et a/ (2016) suggest that it is possible
for a HR professional to work from a set of expertise and skills that are comparatively uniqua
to the Individual as the role |8 based on knowledge, theory and practice which can be learnt.
He also suggests that praclitionars possess expartise of which they apply their knowledge and
judgement. In contracts these characteristics distinguish a profession from an occupation,

There are ten professional areas within the capability framewerk of the HR professional map;
sorvice delivery and information, organisational design, eorganiaational davelopmant,
resources and talent planning, learning and talent development, performance and reward,
employee engagement, and employea relations. The elemants emphasis the contribution that
gvaryone makes within the profession regardless of role, specialiem or level a.g. HR
practitionars, managers and consultants. The professional map demonstrates that the HR
profession is diverse e.g. A HR professional responsible for a change management process
within their organisation may apply both organisational development and employea
angagamant skills that demonatrates leadarship and management (CIPD, 2013).

Z|Page



it is not essential that a HR Professional is member of a professional association, as the CIPD
does not constitute a formal licence to practice, however professionalism is underpinned by a
code of conduct, CIPD is the gold standard of the HR profession and the CIPD code of
professional standards document applies to all CIPD mambers regardless of their level of
membaership. It specifies that all CIPD members must commit, uphold and maintain their
standards and behaviours Including professional competence, ethical standards, integrity,
representative of the profession and stewardship that demonstrates fair treatment of others
and the ability to challenge unathical behaviour, Failure to act athically as a HR professional
can have detrimental effacts to an organisation and therefore those who do not adhere to the
CIPD Codes of Conduct should not be a member of a profession (CIPD, 2019).

Eight additional behavieurs are detalled within the professional map. The curious professional
is open minded and adds value to its organisation through future focused ways of working
proactively however, contrasting behaviour can have a detrimantal affect @.g. thay may fail to
see the significance of trends / issues within their organisation and reject ideas without
reflection. The decisive thinkeris analytical and demonstrates the ability to analyse infarmation
and data effectively to make robust decisions and recommaendations to their organisation
however, a professional should not manipulate decisions that are of the interest of their own
department / team. A skilled influencer wants to galn erganisational value and gain the support
and bulld relationships with key stakehelders however, it could be detrimental to the
erganisation if a professional makes essential data analysis errors and fails to recognise their
organisations decision making process e.g. Making decisions based on the interests of thair
own department. A personally credible professional adds value to an organisation and its
stakeholders by delivering professional marketable HR expertise however, challenges could
oceur if they don't consider the application of HR knowledge and how it fits within
organisational context, A collaborative professional is inclusive and works with both internal
and external stakeholders. It Is important for a professional to maintain this ethos within an
arganisation as failing to sea the views of others and recognising diversity may result in tham
pursuing their own result without the invelvement of stakeholders. A driven to daliver
professional is determined to deliver exceptional results within its organisation, however in
contrast their failure to keep a track of organisational progress and priefities can have a
detrimental effect on organisational perfermance. A courage to challenge professional
demonstrations confldence and courage to demonstrate professional skills and challenge
resistance. This i& essential as displaying an unprofessional lack of knowledge and abllities
where individuals allocate accountability for wrong decisions when things go wrang within an
organisation can affect organisational reputation. The ‘role model behaviour’ professional is
independent and acts with integrity whilst leading by example and considering legal and
organisational constraints however, difficulties can occur when professionals act
inconsistently and overlook unsuitable behaviours with respect to thelr organisation's values,
processes and expected bahaviours difficutties can occur (CIPD, 2018).

Johna and Perkins (2016, p78) suggested that ‘there are four concentric circles of HR
professionalism; Managing self, groups/teams, upwards and across an erganisation. The link
between professionalism and action and bahaviours is best describad within the 4 concentric
circles of HR. A HR professional should have the ability to manage thelr own skills, knowledge
and behaviour and maintain relationships with stakeholders, whilst also managing a group or
team of employees within an erganisational setting, @.g. Problem solving,
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The map additionally comprises of four professional bands of competence that are split into
transitions, that illustrate clear developmental pathways, alongside each activity e.g.
Organisational Design. The bands define the contribution professionals make during each
stage of their career and illustrate clear developmantal pathways (Perkins ef al 2016, p110),

Band one delivers the fundamentals and focuses on supporting colleagues with
administration, information and processes and their skill balance is 30:70 (CIPD, 2018). In
contrast a band two skilled balance is 50:50. They advise stakeholders and focus on advising
and managing individual teams on HR related issues with a claar undarstanding of evaluation
processes and solutions, efficiency, accuracy and the application of solutions. The first
transition between bands one to two demonstrates that a professional may move from
delivering the organisational fundamentals to operational problem solving within the wider
organisational agenda,

A HR professional will face challenges whilst progressing through the bands however, tha map
provides advice on the skills required in order to progress, a.g. A Band threa professional skill
balance is 60:40 and would lead / advise stakeholders on a professional area In conaultant or
co-opted partner role. Thay would focus on medium- and long-term organisational priorities
whilst addressing HR challenges at an organisational level. The second trangition maving from
bands two to thres therefore requires a professional to have the ability to communicate within
internal and external stakeholders and manage complex strategic and operational functions,
such as ehange managamant. In contrast, band four skills balance is 80:20 and would focus
on leading on professional area(s) e.g. Daveloping organisational and HR strategy, The third
transition from bands three to four would require a professional to work at a higher-level
demaonstrating knowledge and technical expertise, with the abllity to influence and engage with
stakeholdars on long-term complax erganisational and strategic problems with little guidance.

Conclusion

The 2013 HR professional map defines the HR profession as a business discipline that offers
HR professionals a developmental tool of useful information to davelop their future
professional skills at elther band three or four, as it not only defines 10 functional activities but
alse highlights progression from junior to senlor roles, The map is designed around
professional competence, not job level, role or the structure of an organisation. The map
anables professionals to undertake self-assessment which will highlight areas for
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development and contribute to their Professional Development Plans (PDF), which Is a
reguirament for CIP membars,

The '4 concantric circles of HR deamanstrates the link between professionalism and action and
behaviours for example, a professional who manages their self demonstrales Curious
collaborative behaviour. A professional who manages across the organisation will
demonstrate curious collaborative behaviour, those who manage upwards may be a skilled
influencer and driven to daliver and those who manage groups or teams will demonstrate
driven to deliver bahaviour, will collaborate and act as a role modal.

In contrast, the 2015 CIPD HR professional map is an international banchmarking tool for HR
professionals. It was developed in collaboration with CIPD members, business leaders,
industry experts, learning providers and pariner organisations to HR professionals may use it
to make informed decislons, drive change within an erganisation. Modern HR Management
has evolved over time to address matters such as performance management, change
management, administration and staffing. The new map allows HR professionals to perform
at their peak, make confident decisions and progress their career. It also advocates that ethical
practice, professional courage and Influence, valuing people, work inclusively, commercial
drive, passion for learning, situational decision making, insight focused are core bahaviours In
which a HR professional would apply business discipline, which |s dependent on the role the
professional has within an organisation (CIPD, 2019). The new profession map introduces
changes that have adapted with time and it allows HR professionals to make sound decialons
regardiess of context, even when there are no rules or models / examples to guide them.
There is a focus shift from the activities HR professionals undertake to the Impact and value
the HR role has within organisations. The new map acknowledges Learning and Davelopment
and Organisational Davelopment & Design as both as core and specialist components of the
standards,

HR Professionallsm is underpinned by a code of conduct. CIPD is the gold standard of the
profession and the CIPD code of professional standards document applies to all CIPD
membars regardless of their level of membership. To stop breaches of code of conduct within
organisations ethical practice should be established within an organisations HR policies and
practices and should be Interlaced within the organisations People Strategy.

HR professionals also require the ability te manage upwards, as without this skill profassionals
will be unable to implement and integrate specific strategies within the context of wider
organisational strategies. It is essantial that HR professionals manage horizontally and can
manage and Integrate HR activity across their organisation, e.g. implementing strategies and
plans across their organisation as soon as they have been agreed, It is also vital that
professionals influence line managers and highlight the benefits of successful HR application
within thelr arganisation, If HR professional develop these skills and demanstrate that thay
can apply their understanding of an organisations business and context, they will have the
ability to meet arganisational need tailor its current and future strategies (Perkins et al 2016)

Recommendations

HR professionals should continue to use the 2013 professional map in conjunction with the
2015 map, to keep up with their professional development,

5|Page



Appendix 1

RV
'I|'||'u"",' arecd
mfermatlion
L Ll T Hiis
Isbghts,
ilralegy

and
nllunn:u

G

o
£
g
EH-IJ

. Yading iy

Eight behavipurs Ten professional areas

|r,,.|,.|.,|.|uql
sl {alent

Band four

Band three

Band two

Band one

Four bands of professional competence

& T Prodwvioen Wamn Jitl

GlPape



GIFB (2013) Tha 20713 meﬂsamnm’ Mﬂp Avnllnblu at

map [Accessed 27th

November 2019]

CIPD (2019) Codes of Profassional Conduct — Understanding the CIPD's Code of
Pml'ﬂsmunnf Conducat pmﬂﬁduﬂ:rﬂ und fnvas!.‘gaﬁans AUHiIBEIE at

ode [Accassad 27th

anarnhar]

E:IF'D (2019) Ethics at Wnrk en BH'.'P.'D}’WE gﬂfﬂ'ﬂ Aviillblﬁ tt

9, pdf [Accessad

zard December 29191

CIPD (2019) Explore the New Profession Map. Avallable at
https://peopleprofession.cipd. org/profession-map?a
DICh1wiw-MEAAYASAAEQK b D BwE [Accessed 15 1u“‘ November 2018).

CIPD (2019) The CIPD Pmr'ﬂss:‘unuf Mﬂp C'-‘ur meﬂsehfm&f

Johns, T. and Perkins, G. (2018) Developing professional practice. In; Taylor, 5. and
WOODHAMS, C, (eds). Studying human resource management, Lendon: Chartered Institute
of Parsonnel and Development,

LESTER, 8, (2010) On professionals and being professional [online], Stan Lester
Development, Avallable at http:/idevmis, org. uk/profnal pdf [Acceasad 27" November 2018],

Personnel Taday (EDDE] CIPD raveals HR prnfaaalun map tn rlplw:u nld :tilndnl‘dt
Available at https./fua . aitifh el-re :
old-atandards/ [Ancauuad 11:1“' Dunumbnr 19]

Pnrwnnnl Tr,u;iay (mﬂﬂ] anping the daualnpmant of HFt pmfuaa}nnala Auul:lubla at
Bping ; i -

[Ar:m&nncl 10" D&c&mbarm]

Personnel Today (2018) CIPD unveils new HR pmfsas.‘ﬂn map ﬂt ﬂnnuﬂ-’ Wﬂfﬂrﬁﬂﬂﬂ
Available at hitps: : D=5

W[Acmunad 1|:i“1 Dnnnmburdﬂ] o

Woodham C, Perkins G & Wilkinson K (2018) Developing the knowledge and skills of the HR
Professional in Taylor and Woodham (2™ Edition) Studying Human Resource Managemeant.
London: CIPD,

7|Page






Name: Emma Carrington

Student Number: 1910725

CIPD Membership Number: 55478700

Qualification: CIPD Diploma in Applied Human
Resources (CIPDLS5)

Module: Developing Professional Practice in Human
Resources

Activity: 3 Collate and present a range of work-based
evidence which reflects ability.

By signing below, | confirm that the work/evidence
presented is my own, unaided work. | understand the
regulations pertaining to candidate malpractice and the
action that may be taken as a result.

Signed: Emma Carrington

Date: 9™ January 2020

1|Page



Within this document | have evidenced a range of worked-based learning, in particular the role
| currently have within the initiation and project management of Health Education and
Improvement Wales (HEIW) Corporate Health Standard Award (CHS), During September
2019 | was asked to prepare HEIW for a CHS mock assessmant in January 2020, followed by
tha full CHS award during April / May 2020.

This document also details previous and ongoing work-basad |learning.

Work based Evidence

A Human Resource (HR) professional shauld have tha ability to manage projects within their
organisation e.g, they may be required to undertake a project that focuses on project team
recrultment or management structures within a specific timaframa. They would be expected
to project manage this within a specific timeframe and deliver results.

During a HR professionals’ career, the number of projects they will be required to manage will
depend on thelr organisational setting, Projects may be ‘task and finish' and last for a small
ameunt of time or may cover extended periods of time, A project can be aplit into flve basic
ateps: Planning and Design, Execution, Manitaring and centrelling aleng with complation of
tha project.

The first stage of a project is the initiation stage, This is the stage whera the natura of a project
is determined, for example an investigation into the effectivenass of an organisational sickness
policy. In my case, | have been asked to prepare and project manage tha CHS mock
assessment for HEIW, which will be taking place during January 2020. Thie will be followed
by the full CHS award during April / May 2020 (it is advisable that a mock assessment should
take place threa montha prior to the full assessmaent), The second stage of a project would
detail the project plan with an appropriate level of detall, During the next stage of the projact
a HR professional would execute the project by putting the plan into practice, e.g. within their
organisation and collect the relevant data / evidence and draw conclusions from it. Whilst the
execution stage is underway a HR professional would monitor and control the project
identifying exceptions or issues and correcting them @.g. A HR professional may have planned
to obtain data through research metheds such as interviews however, the technique may not
be appropriate or provide enough data therefore they may decide to use an alternative method
of data collection which would provide mere datall. During the final stage of the process,
completion, a HR manger would evaluate the project, a lesson laarnt report would be written,
conclusions drawn, and all files would be archived.

During the preparation and project managemant process of the CHS mock assessmant for
HEIW the | applied all the above Project management steps, along with my PRINCE 2
knowledge and experience to ensure that the CHS process is a positive axparlence that will
highlight HEIW's strengths and good practice and will constructively identify points for further
development within the erganisation,

During the summer of 2019, | wrote a report to the HEIW Senior Leadership Team (SLT) to
inform and gain approval to apply for the CHS Bronze award and support the work to ansura
a successful mock assesamaent of the CHS Bronze award within HEIW in early 2020 (appandix
1) .The ethos of the CHS is to encourage and enable the development of good practice in the
promotion of Haalth and Wallbaing.
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There are number of techniques that a professional can use whilst undartaking a project, such
as action plans, Gantt charts, progress reports and lesson learnt reports etc. A Gantt chart Is
a method of monitoring milestones or review points within a project. | have used this method
for the mock assessmant and will continue to use it for the full CHS assessment (appendix 2).
The chart illustrates the start and end polnt of my project and highlights different activities and
tasks that are required to complete the project, It also illustrates the links between different
elements of the CHS praject and highlights whera more than one task may be completed at
the sama time,

Embedding Health and Wallbeing within the culture of HEIW required a planned approach. |
developed a draft action plan for the HEIW CHS mock assessment which was discussed and
refined by the HEIW CHS task and finish group. Whilst undertaking the collection of evidence,
| considered both governance and risk Issues, along with financial implications.
Recommaendations were made to the executive team.

During this project | have concluded that effective nagotiation skills and prablem-solving skilla
are essentlal within the HR profession, Johns & Perkina (2016) suggest that the best outcome
of negotiation is compromise and HR professionals should recognise the aim of negotiation
and its goals, trades between parties to resclve a situation, alternatives to reach an
agreament, the impact of relationships within nagotiation, consequences of negotiation, power
within relationghips and the expected outcome of the nagotiation. This project required me to
negotiate with colleagues across the erganisation to obtain multiple sources of evidence to
support the corporate health standard action plan (appandix 3).

After obtaining all of the ralevant sources of avidence a final action plan was completed and
submitted to Public Health Wales on 239 Decembar 2019, for the HEIW CHS mock
assessment (appendix 4). It detalled the evidence needad to demonstrata that HEIW has meat
the CHS criteria at the appropriate level (in this case Bronze), | ensured that the actions wara
measurable and obtainable o complete tha project objective,

| have arranged for the assessment to be carried out on Monday 12" January 2020 by both
an assigned practitioner and an independant assessor, | have considered and allocated tima-
acales therefore the mock assessment will take a full day with approximately half the day
allocated to raviewing evidence and the other half meeting the working group. Following a
mock assessment, a full assesement will take place. | have invited a panel of assessors (o
HEIW to asses’ measures against the CHS criteria, which will comprise of four main elements:
A maating with HEIW's CEO or daputy, a maeting with working groups to discuss the relevant
criteria; a review of all the evidence collacted; a site visit to talk to members of the workforca.

Following a successful full assessmant, it is anticipated that HEIW will receive an e-mail from
the Healthy Working Wales mailbox requasting that we detail what we wish o appear on an
award plague and certificate as they are made to order. HEIW will also receive an electronic
template for the healthy working Wales logo, which can be used on all HEIW communieation,
The Welsh Government will alse send HEIW award plaque, certificates and an invite to attend
an official award ceremony,

It is essential that all HR professionals communicate clearly, effectively and profeasionally. It
is a skill that professionals should continue to develop over time and as a result will baceme
more effective communicators as experience and confidence grows. Professional effectiva
communication can take place in several formats; Networking, managing difficult relationships,
presentations and report writing, | have undertaken saeveral small projects since starting the
CIPD course and written several communications to the HEIW SLT in the format of reparts
including:

I|Page



= Report to request the implementation of a finance wellbaing support service for HEIW
employees (appendix 5)

= Report requesting the Implementation of an Employee Assistance Programme (EAP)
within HEIW update report / prograss reports on all of the above projects (appendix
6)

= Report requesting a Health Needs Assessment (HNA) within HEIW (appandix 7)

= HEIW Health and Wellbaing progress raport, including Corporate Health Standards,
Financial Wellbeing support Services for HEIW employees and Employee Assistant
Programme progress to date (appendix 8)

Whilst undertaking the above reports and project managemant / support / of these Health and
Wallbeing Workforce Strategy projects, | feel that | have applied Influencing, nugatlatlan and
problem-solving skills with in my current role as Workforce Strategy Project Officer within
HEIW,

Yemm (2008) suggests that HR professionals are often influencars in bringing about change
within an organisation therefore in order to be a successful influencer a HR profassional must
convay their message in a professional manor, HR professionals often need to influence new
waya of thinking within organisations &.g. HEIW have recently undartakan an HMA survey and
neadad to gain the buy In from the SLT bafore it was rolled out across the erganiaations. |
racently wrote a report to the SLT detalling the implementation of an HNA that ensured the go
ahead to undertake a HNA of HEIW staff, the results of which will be used to develop the
HEIW Haalth and Wallbaing strategy for staff,

| furthermore demonstrated effective negotiation within the HNA project. A focus group was
aat up within HEIW to discuss the draft questionnaire, The feedback revealed that several
colleagues ware unhappy about the sensitive questions that were being asked within the HNA
questionnaire. Viewa and opinlonas wara sort from colleagues and several questions were
changed to acecommodate their views. Colleagues felt reassured by this and were furthermore
assured that all infermation was confidential, and all quastionnaires would be anonymaous.
This skill helped the team and | come to sclutions and agreements to resolve the situation,
which could have caused conflict had it not baan managed,

Analysis and Critical thinking are essantial skills for a HR professional when trying to resclve
a problem. Johne & Parkine (2018) suggest that HR professlonals should have the ability to
evaluate evidence, weigh up opinions, arguments or solutions against suitable criteria thus
check weather arguments suppert conclusions whilst considering reasoning through to logical
conclusions. Johns & Perkins (2016, p81) also suggasts that critical thinking involves "using
methods of disciplined, systematic analysis of written and oral discourses’. Professional skills,
knowledge and experience is essential within HR professional critical thinking as it allows a
professional to focus on analysing a process, system or thought in order to critique a situation.
HR professionals will arrive at their informed decisions based on thair technical knowladge,
paraonal and professional experience and specific training. | have recently had the opportunity
to analyse and critically evaluate the HNA results and as a result my research project will focus
on ‘'work life balance’.

| have also had the opportunity to apply problem solving (along with analysis and eritical
thinking) within the HEIW Employment Assistance Programme (EAP) project, The problem
was that Cardiff and Vale University Health Board undertook all HEIW's pre-employment
chacks and Occupational Health refarrals and reviews, however, counselling services were
not currantly provided. Cardiff and Vala Univarsity Haalth Board ware not able to extend the
SLA to include counselling. As a result of this problem a full research, analysis and raview of
health and wellbeing initiatives was undertaken along with a scoping exercise. The success
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of which has resulted in the partnership with external providers of financial support services
and counselling support services for HEIW staff. Implemanting an EAP within HEIW will have
savaral benefits to both the organisation and employees. As a result, it s anticipated that
HEIW will exparience improved employee engagement, productivity, moral, as waell as help
pravant outsida issuas from impacting on work, including absences from work.

| feal that would be beneficlal (if appropriate) to undertake a fish bone axercise during future
projects to demonstrate the possible cause of the problem. The fishbone diagram was
invented by a Japanese professor called Kaoru Ishikawa in 1960, it is also referred to the
cause and effect diagram, the herringbone diagram well as the [shikawa. A fish bone diagram
provides a complate list of probable causes for the root cause of a problem. The fishbone
exercise uses a brainstorming strategy to give a batter comprehension of the problem and
therefore, the root cause of the problem can be cleared up, instead of solving the prablem bit
by bit. There are several advantages to applying a fishbone / cause and effect diagram within
problem solving;

+ |t simultaneously shows every possible cause
= Involves the team in brainstorming to maintain team focus
« Displays relationships reasonably and visibly

On reflection all the projects | have baen involved in to date have gone well, and my project
management knowledge and skills were applied through various methods. | would like to build
by knowledge and experience in both HR and Project Management as | feel both professions
and technigues complement each other. Over the next 18 months and beyond, | intend to
continuously develop my knowledge, akills and competency within my professional HR career.

| have undertaken some personal analysie whilst studying this module, Honey & Mumfords
(1986) Learning Styles guestionnaire is designad to find out an individual preferred leaning
style, My results revealed that I'm a 'Reflective Theorist' (appendix 8). | also undertook Belbin's
team type questionnaire which seeks to idantify an Individuals' preferred role within a team.
My results revealed that my preferred communication style is ‘Assertive’ (appendix 10).

Ovar the next 6 weeks | will be building on the tima wall spant initiative to provide staff with
the opportunity to spend an hour a week in activity linked to tha 5 ways to wellbeing (appendix
11). | have been asked to develop content to provide collaagues with a central location for
information, The platform to host this infarmation is to be confirmed in the new year,

| have also been asked to project plan the development, launch and implementation of the
Haalth and Wallbaing Strategy for HEIW (appendix 12). | will ba applying project managamant
skills, developing consultation events with HEIW employees along with stakeholder events. |
plan to continue my CIPD and report on the implementation within my final portfolio of
avidanca in May 2021,
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HEIW Bronze Corporate Health Standards Assessmaont

1. INTRODUCTION

The Corporate Health Standard (CHS) is one of the Healthy Working Wales
programmes and is the natlonal mark of quality for health and wellbeing in the
workplace,

The CHS is a continuous journey of good practice and improvement which can be
used as a tool to support the development of policies that promote the health and
wellbeing of employees. Research has proven that employers who adopt good
working practices will have a happler, healthier and more productive worklforce thus
improving health and wellbeing. Positive business outcomes are all associated with
the award including reductions in sickness absence rates by up to 50%, reductions in
levals of stress, and increases in employee engagement and stakeholder satisfaction.

Impreving wellbeing in the health and social care workforce underpins all elements of
the developing workforce strategy for health and social care, and links back to the
quadruple aim commitments in the Parllamentary Review. Achievement of the CHS
will be evidence of the progress we are making on this continuous improvement
journay.

The standard s awarded at differant levals:
« Bronze
e Silver
« Gold
« Platinum

We plan to achieve the Bronze award during 2020, before working towards the silver
and gold awards. This will be built into our IMTP 2020-2023,

2. BACKGROUND

The ethos of the CHS is to encourage and enable the development of good practice
in thea promotion of Health and Wellbeing.

It is advisable that a mock assessmant should take place three months prior to the full
assessment, A practitioner has therefore been assigned to HEIW and a date is being
sought for early 2020 for the assessment to take place. The assessment will be carried
out by both an assigned practitioner and an Independent assessor. The process is
positive and will highlight HEIW's strengths and good practice and will constructively
identify points for further development within the organisation, A mock assessment will
take a full day with approximately half the day allocated to reviewing evidence and the
other half meeting the working group.

Embedding Health and Wellbeing within the culture of HEIW requires a planned
approach. A draft action plan has been developed (appendix 1) which will be further
refined by the group, Evidence will be compiled to demonstrate that HEIW has meet
the CHS eriteria at the appropriate leval (in this case Bronza),



Following a mock assessment, a full assessmant will take place. A panel of assessors
will visit HEIW to asses' measures against the CHS criteria, it will comprise of four
main elements: A meeting with Alex Howells (CEO or deputy), a meeting with working
groups to discuss the relevant criteria; a review of all the evidence collected; a site
visit to talk to members of the workforce.

Following a successful full assessment HEIW will receive an e-mail from the Healthy
Working Wales mailbox requesting that we detail what we wish to appear on an award
plague and certificata as they are made to order. HEIW will also receive an electronic
template for the Healthy working Wales logo, which can be usad on all HEIW
communication, The Welsh Government will also send HEIW award plaque,
certificates and an invite to attend an official award ceremaony.

3. GOVERNANCE AND RISK ISSUES

Healthy Working Wales only use / collact personal data that is nacessary for the task,
Healthy Working Wales do not collect or procass all of the personal data for all people
all of the time: when it is decided that It ia necassary to share personal data, they will
enter Into a 'Data Sharing Agreement' (DSA) with the people we are going to share it
with,

The HEIW CHS Action plan is currently awaiting information for completion. As soon
as this is received an initial assessment of the timescale for the mock assassmant in
Oictober can be made, This 18 a eritical risk to the project, until the action plan is
complete a full assessment cannot be undertaken.

4, FINANCIAL IMPLICATIONS

The entire CHS award process, including support from a practitioner, Is free of charge.
The programme is funded and accredited by the Welsh Government and deliverad by
Public Health Walas. it is designed to help employers improve the health and wellbeing
of their employers

5. RECOMMENDATION
The Executlve Team asked to

= inform and gain approval to apply for the Corporate Health Standard Bronze
Award, and support the work to ensure a successful mock assessment of the
Corporate Health Standard Bronze Award In early 2020,

« approve the direction for achieving the CHS awards at Bronze, Silvar and Gold
lavels;

« note the content of this report and the valuable impact a Bronze CHS will have
to improve HEIW employees' health and wallbeing; along with the positive
business outcomes that are associated with the actions implemented which
align with the award's criteria and,,



« support a cross directorate approach to achieving the necessary actions
outlined through the draft action plan,

Materials which are required to support this agenda (@.g. signposting, leaflets,
communications) have been identified within the allocated programme budgaet.
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| Quality, Safety and Patient Experience

The CHS will mpr-::uﬂ HEIW employaes’ health and wallhalng. alnng with the positive
business outcomes that are associated with the award, including reductions in
sickness absence rates, reductions in levels of stress, and increases in employee
engagement, recruitment and retention of staff through being an employer of choice
and stakeholder satisfaction.

Flnannlal Implications

The entire CHS award process, Including support from a practitioner, is free of charge.
The programme is funded and accredited by the Welsh Government and delivered by
Public Health Wales, it is designed to help employars improve the health and wellbaing
of their employers.

To ensure that the timescales are met all necessary resources need to be made
available, this includes staff time and funding for materials e.9. signposting, leaflets,
communications etc,

Lugnl Implications (including equality and dlwr:lty assessment)

Healthy Working Wales only use / collect personal data that is necessary for the task,
Healthy Working Wales do not collect or process all of the personal data for all people
all of the time; when it is decided that it is necessary to share personal data, they will
anter into a 'Data Sharing Agreement’ (DSA) with the people we are going to share it
with.

To ensure that the timescales are met all necessary resources need to be made
avallable, this includes staff time. These staff and as well as the HEIW Health and
Wellbeing Network, and executive team will need to be available to attend both the
mock assessment and full assessment. Cover will be required for individuals if
necassary.

' Staffing Implications ' I




Long Term Implications (including the impact of the Well-being of Future
Generations (Wales) Act 2015)

A CHS award within HEIW will have a direct impact and link to the Well-being of
Future Generations (Wales Aet 2015). The CHS will give HEIW the opportunity to
demonstrate that they are thinking about the long-term decisions and positive
changes for their current and future staff,

Report History HEIW Corporate Health Standard

Appendices 1. Action Plan
2. Timeline
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Emma l'.'lrrinﬂtun !H EIW!

Subject; FW: CIPD Portfolio of evidence

From: Claire Smith (HEIW) <Claire.Smith10@wales.nhs.uk>
Sent: 03 January 2020 17:03

To: Emma Carrington (HEIW) <Emma.Carrington@wales.nhs.uk>
Subject: RE: CIPD Portfolio of evidence

Dear Sir/Madam
Emma Is the project support officer for workforce strategy within HEIW, this rele includes staff health and wellbeing.

Emma has recently project managed the corporate health standard bronze award mock assessment, which has
required negotiating with colleagues across the organisation to ebtain multiple sources of evidence to support the
corporate health standard action plan. Emma has completed this task in a very efficlent and timely manner using a
ghant chart and timeline.

Emma provides regular reports to the executive and senior leadership team. A recent report ensufed the go ahead
of a project within HEIW to undertake a Health Needs Assessment of HEIW staff, the results of which will be used to
develop the HEIW Health and Wellbeing strategy for staff.

Emma is an official member of the HEIW Health and Wellbeing Network, this Is an arganisation wide role and
invalves researching and reviewing health and wellbeing initiatives = the success of which has resulted in the
partnership with external providers of financlal support services counselling support services for staff. Emma
manages the Health and Wellbelng Netwark, diarising meetings, booking guest speakers, developing agenda and
sending out papers, also managing the action log progress,
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Freaedom of ‘Open

Information o R

Purpose of the The purpose of this report is to recognise that wellbeing can

Report influence all aspects of Individuals lives and the benefits of
implementing a finance wellbelng service for Health
Education and Improvement Wales,

Koy Issues Te eonsider the Implementation of a finance wellbeing

service in Health Education and Improvemant Wales.

Specific Action
Required
(please + one only)

‘Information | Discussion | Assurance | Approval

e

| Recommendations

Membears are asked to:

Endorse a finance wellbeing service in Health Education
and Improvement Wales,

gt i




Implementing a finance wallba

Health Education and Improvement Wales (HEIW)

1. INTRODUCTION

The implementation of a financial wellbeing service in HEIW is an employee benefit
that may improve the physical, mental and financial wellbaing of HEIW employaes. It
will have several benefits to both the organisation and employees, The organisation
would experience Improved productivity and moral and reduce outside financial
worries impacting on work, including absence from work. The implementation would
also empower employees to have an opportunity to control any concerns they may
have in relation to their finances,

2. BACKGROUND

After undertaking a preliminary scoping exercise of what services are available and
feedback from other NHS organisations, the HEIW Health and Wellbeing Network
inviting the two most reputable financial services companies to their Network meeting
on the 5" November. Tom Beaumeont from Neyber and Tom Osbourne from Salary
Finance showcasad thair financial wellbeing services,

Neyber is currently the only provider on the NPS Framework and was the preferred
choice of the Netwerk, which means we can contract directly through the ESPO
framework. Cardiff and Vale UHB and Velindre NHS Trust currently use Neyber,

Neyber mission statement is to "Create a community of financially happy employees,
changing behaviours and creating heallhy habits” Neyber uses behavioural insight and
tachnology to deliver products and services that allow employees to take control of
thair finances If they choosa. They provide.

Education and Tools
Debt Consolidation
Fairer Finance

Savings and Investment

Neyber would offer HEIW employees a free financial health check where financial
habits and attitudes are represented as a score and a personal journey to improve
financial situation. Employees are provided with resources, tools and products to take
control of their finances. HEIW as an employer would be provided with measurable
non-identifiable information of an employea's core and industry / UK comparison, They
would also recaive a tailored strategy to improve employee financial health and a 12-
month activity plan with regular campaigns and on-site workshops.

Neyber has recently undertaken a study and the results suggest that 62% of NHS
employees have financlal worries in the last year and the average menthly unsecured
debt repayments are £322 00, which excludes student and mortgage payments, They
also highlight that 40% have experienced stress due to their finances, 47% have
borrowed to meet basic monthly needs and 37% have less than 1 months' salary
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saved (Source: The DNA of Financial Wellbeing 2018, Neyber, Survey of 10,000
amployaes and 580 amployars).

During October this year HEIW 136 employees undertook a Health Needs
Assessment (HNA), When asked "Are you concernad about your current financial
situation?” 38 people (27.9%) responded yes with 8 people (5.9%) preferring not to
say. Employees were also asked “Is your current financial situation having a negative
effect on your Health and Wellbaing?" 24 people (17.6%) responded yes with 7 people
(5.1%) preferring not to say. Which indicates that HEIW employees may see the
implementation of financial wallbelng service as an invaluable support mechanism
parsonally and professionally,

Neyber identify that financial wellbeing has an impact on employee mental wellbeing
and can manifest through guilt, shame, anxiety, low mood, insomnia, panic attacks,
galf-harm and substance misuse to name a few, This can increase organisational
absence, presanteaiam, job performance and employees taking unnacessary risks.
Neyber suggests that there |s 22% Increase in loss of talent with in the NHS due to
money worries and absenteaism is increased by 19%.

A Healthier Wales: our Plan for Health and Soclal Care, recognises that a key factor
in delivering high quality health and soclal care |8 the wellbaing and angagement of
staff, with one dimension of the quadruple alm: “to enrich tha wellbeing, capability and
angagement of the health and soclal care workforce.” HEIW is committed to
enhancing the health and wellbeing of NHS colleagues and to be an exemplar
employer, through promoting, facilitating and where appropriate monitoring the impact
of health and wellbelng Initlatives, such as the implementation of a financial wellbeing
provision for HEIW employeas.

3. GOVERNANCE AND RISK ISSUES

The senior leadership team are asked to consider and agree the formal reporting
arrangements for the implementation of a financial wellbeing service in HEIW,

Neyber would be provide HEIW with measurabla non-identifiable information of an
employeea's core and industry / UK compariaon. They would also receive a tailored
strategy to improve employee financial health and a 12 month activity plan with regular
campaigns and on-site workshops.

It is anticipated that the Neyber ethos will be embedded into HEIW people systems,
e.g. people policies, equality and diversity, culture, performance etc.

Strong partnership working with Trade Unions will also be sought.
4. FINANCIAL IMPLICATIONS
There are no direct cost implications,

5. RECOMMENDATION
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The HEIW Health and Wellbeing Network would welcome the support and
endorsement from the senior leadership team to consider the implementation of a
financial wellbeing service for HEIW employees, The group would also welcome the
authorisation to bagin the procurement process.

Governance and Assurance

Link to As a new Building a With Social Improving
corporate organisation sustainable Care Wales quality and
objectives astablishing and flexible shaping the safety by
(please ¥) HEIW as a haalth and workforce to supporting
valued and cara workforce | deliver care NHS
trusted partner, | for the future. | closer to home | organisations
an excellent and to better | find faster and
amployer and align service maore
a reputable delivery, sustainable
and expert workforce
brand solutions for
priority service
dalivery
_|__challenges.
¥
Improving Reinvigorating | Demonstrating
opportunities leadership value from
for use of development | investmentin
technology and and the workforce
digitalisation in | succession and tha
the delivery of planning organisation.
education and | across health
cara. and social care
in partnership
with Social
Care Wales
and Academi
Wales

| Quality, Safety and Patient Experience

outcomes that are associated with the benefit including an anticipated reduction in
sickness absence rates, reductions in levels of stress, and increases in employee
engagamant and stakeholder satisfaction,

Will imprave HEIW employees’ health and wellbeing; along with the positive business

Financial Implications

Anticipated improvement in colleague's engagement and health and wellbeing which
may result in a reduction In sickness absence costs.

Legal Implications (including equality and diversity assessment)

'Health wellbeing can have a positive impact within the work environment, with the
following projective outcomes:
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Feel relatively confident in yoursell and have positive self- esteam
Feel and express a range of emotions

Bulld and maintain good relationships with others

Feal engaged with the world around you

Live and work productively

Cope with the stresses of daily life

The financial wellbeing support will be available to all staff if they choose to take the
opportunity.

Etnﬂ‘lnn Implications

Neyber will provide awareness ralsing materials, howaver, a staff resource will be
required, mainly in the initial implementation phase, and ongoing to monitor the
service provision and provide regular reports on usage.

_L'i:nu Term Implications (including the impact of the Wnll-hnirih of Future
Generations (Wales) Act 2015)

The implementation of a finance wellbeing service in HEIW will have a direct impact
and link to the Well-being of Future Generations (Wales Act 2015). It will also reflect
well on HEIWSs futures CHS plans; It will give HEIW the opportunity to demonstrate
that they are thinking about the long-term decisions and positive changes for their
current and future staff,

"Report History

| Appendices

g






GG | Addysg a Gwella lechyd
Cymru (AaGIC)

N H S Health Education and
Improvement Wales (HEIW)

Meeting Date

Agenda Item

Report Title

Implementation of an Employee Assistance Programme
{EAP) within HEIW

Raport Author

'Report Sponsor

Emma Carrington, Project Support Officer

"Claire Smith, Workforce Programmes Manager
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Freedom of
Information

Open

Purpose of the
Report

The purpose of this report is to recognise that wellbeing can
influence all aspects of individuals lives

Key lasues

To consider the implementation of an Employee
Assistance Programma in Health Education Improvement
Wales. This will:
= Provide counselling services for staff in addition to
tha Occupational Health services (which exclude
counselling) currently provided by Cardiff and Vale
UHB through agreed service level agraamant.
= Support our objective of being an exemplar
employer,
= Support workforce wellbeing in line with the
Warkforce Strategy for Haalth and Social Care.
= Support the delivery of Managing Attendance at
Wark Policy.

Specific Action
Required
(please v one only)

Information | Discussion Assurance J}fpprﬂvll

Recommandations

Members are asked to endorse the content of this report
and agree to the Health and Wallbaing Netwark beginning
the procurement exercise of contract an Employes
Assistance Programme for Health Education and
Improvemeant Wales,
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Implementing an Employee Assistance Programme within Health Education
and Improvement Wales

1. INTRODUCTION

The implementation of an Employee Assistance Programme (EAP) within Health Education
and Improvemant Wales (HEIW) would provide HEIW employees with support and practical
advice on issues that might be impacting their health and wellbeing and performanca.
Currantly there s no EAP provision for employees within HEIW. An EAP provision could
provide tha following services:

Counsalling service

Stress audits, of individual or teams or the organisation as a whole

Employese screaning programme

Consultancy services, e.g. health and wellbeing stratagy

Structured shorl term psychelogical short-term intervantions delivered face to face and

by telephone

Lagal information and guidance

Information on emotional work-life balance and workplace lssues

Utilisation reporting

Management information on employes and organisational Interventions, including

consultation to management on behavioural aspects of the workplace

EAP website

+ Consultation and training for managers and supervisors within your organisation,
enabling them to better help and manage troubled employees, thereby seeking to
assist in the improvemaent of job performance

= Provision of confidential and speedy problem assessment and identification sarvices
to employees with personal issues that affect their performance at work

« Heferral of employess for assessment, treatment and assistance with case
managament and follow up services

=+ Measuramant of effactiveness of EAP services on the organisation, employee and job
performance by both user feedback and formal outcome measurement

=« Staff who are experienced in the delivery of short-term intarventions and who are able

to work effectivaly with the dual relationship between the employer or corporate client

and the employae,

" & ® B ¥ B B @ W

Implementing an EAP within HEIW would have saveral benafits to both the organisation and
amployees, Research shows that the organisation would experience improved angagamaeant,
productivity, moral, as well as help prevent outside Issues from impacting on wark, including
absences from work. An EAP would also identify key issues and health risks within HEIW that
can help to inform the Health and Wellbeing strategy. With an ever-growing workfarce and the
need to focus on mental health and the challenge of burnout and working langer an EAP would
empowar amployaes (o take control of thair haalth and address any concerns they may have,

An EAP provides counsalling and impartial support on personal or work-related problems and
can help to stop them developing and leading to absenca from work, Sometimes issues or
concerns at work or at home can affect employeas and lead to absence or presanteaiam, but
sympathatic, impartial support and advice may be all that's needed. An EAP would offer HEIW
employees free and confidential assessments, shori-term counsaling, referrals, and follow-up
garvices, EAP councilors also work in a consultative role with managers and suparvisors to
address employea and organisational challenges and needs Currently many private and
public erganisations, academic institutien and/er government agencies are active in halping

i|Page
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organisations prevent and cope with workplace vielence, trauma, and othér emeérgency
response sltuations and there are a varlety of support programs that can be offered to
amployeas. Even though EAPs are mainly aimed at work-related problams, thare are a variety
of programs that can assist with problems outside of the workplace,

2. BACKGROUND

Currently Cardiff and Vale University Health Board undertake all of HEIW's pre-employment
checks and Occupational Health referrals and reviews, however, counsalling services are not
currently provided, Cardiff and Vale University Health Board are not currently in a position to
axtand the SLA to include counselling. Tharefore the Health and Wallbaing Network
considerad an EAP solution for HEIW.

An HEIW EAP would provide managers with the support to advance plan for employea's
situations, such as organisational changes, legal considerations, emargéncy planning, and
response to unique traumatic events. An HEIW EAP would benefit the organisation,
amployeas, families and communities by improving organisational productivity and employea
engagement, improving employees’ and dependents’ abilities lo successfully réspond to
challenges, developing employee and manager competencies in managing workplace stress,
reducing werkplace absenteeism and unplanned absences, supperling employees and
manageérs during workforce restructuring or other workforee change events, reducing
workplace accidents, reducing the likelihood of workplace violence or other safety risks,
managing the effect of disruptive incidents, such as workplace, Injury, or other crizes,
facilitating safe, timely, and effective return-to-werk for employees sheri-term and exiended
absences, reducing healthcare costs associated with stress, depression, and other mental
health lasues, reducing employes turnover and related replacemant costa,

To date an HEIW EAP Task and Finish group has been set up through the HEIW Health and
Wellbelng naetwork, to acope out the best approach for HEIW,

The first Task and Finish group took place on Monday 160 July 2019, where the group noted
the services that other Health Boards and Trust currently provide to their employees and the
possibility of SLAs with HEIW:

= Care First is on the National Procurement Framawaork and curréntly provides a sérvice
to Public Health Wales and Aneurin Bevan University Health Board,

=  Aneurin Bevan University Health Board would be happy to engage with HEIW on
providing a counselling sarvice to HEIW, however, thalr gecgraphical areas would be
resiricted to South East Wales,

+ Velindre NHS Trust are currently reviewing their provision and will be going out to
OJEU Tender shortly,

= MWIS has the same access o EAP as Velindra,

= Hywal Dda UHB are currently reviewing their provision.
Swansea Bay UHB do not currently have an EAF provider but they have a small in-
house team providing support for MSK issues and mental / émaotional health disorders.
Tha services have been remodelled over the past 12 months so that staff get the most
appropriate support as quickly as possible.

The EAP task and finish group have undartaken a benchmarking exercise of Health
Boards/Trusts in NHS Wales and the intervention and pravention services they provide to their
employees, The task and finish discussed the relevance of the services to HEIW and themed
tham Into 5 groups, Health Promotion, People Team, Health and Wellbeing, Employea
Assislance Programmae and Education and Developmant.

3|Page
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The EAP task and finish group met on 24" October, they compared the outcomes af tha
benchmarking exercise and literature review against ;

A Buyer's Guide to Employee Assistance
Programmes, published by UL EAPA, 2019, and developed a proposal table (Appendix 1)
3. GOVERNANCE AND RISK ISSUES

The senior leadarship team are asked to consider and agree the formal reporting
arrangements for the implementation of an EAP. The Director of Workforce and OD will
provide update reports to the Executive Team on a six-maonthly basis (baseline, 6 months and
12 months), The Director of Warkforce and OD will also provide quarterly reports to the Senior
Leadership Team Maetings of maore fraguantly, depending on relevance to strategy business
objectives, The HEIW Health and Wellbeing Network will make recommaendations on future
developments and changes relating to the HEIW EAP to HEIW Directors at least annually and
A% Necessary,

It is anticipated that the EAP athos will be ambadded inte HEIW paople systems, e.g. people
policies, equality and diversity, culture, performance ete.

Strong partnership working with Trade Unions will also be sought.
4. FINANCIAL IMPLICATIONS

With the implementation of a HEIW EAP it is anticipated that HEIW would sea an Impravemant
in amployee engagemant and health and wellbeing which may result in a reduction in sicknass
absence cosls.

In the report "Employee engagement, sickness absence and agency spend in NHS trusts”
prepared by Jeremy Dawson Univarsity of Shaffield and Michael West of The King's Fund, it
statas that

“There & clear evidence that trusts with higher engagement levels have lower levals of
sickness absence among staff and have lower spand on agency and bank staff, Given the
data avallable, It was not possible to establish clearly the causal direction of these
relationships. Nevertheless, the strength of the associations between engagement, staff
absence and agency spend, and the financlal implications suggests that NHS leaders
should Investigate the importance of nurluring pesitiva, trusting cultures within which staff
have high levals of wallbaing; where they feel valued, respected and supported, whera
they have high levels of influence In thalr workplaces; and where they are consequently
mare highly engaged.”

The budget for EAP is currently held in the People Team, the average cost of an EAP
is £156 per employee per year = £6,000 approximately recurring.

6. RECOMMENDATION

EAPs have grown over the years and are more desirable economically and scclally. An
employer that provides an effactive, full-service EAP can have both positive business
organisational outcomes and help employees by lowering risk and liability, improving
amployaa satisfaction, manage the wellbeing needs of a multigenerational werkforce and
decrease sickness absance.

The senlor leadership team are asked to endorse the completion of a tender specification
decument, which details what HEIW will raquire and will be weighted in order of priority, to
procura an EAP provision for HEIW employees.
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Governance and Assurance

Link to As a new Building a With Soclal Care Improving
corporate organisation sustainable and | Wales shaping guality and
objectives astablishing flaxible health | the workforce to safety by
(please ¥) HEIW as a and care dellver care supporting NHS
valued and workforce for the | closer te home organisations
trusted partner, future, and to batter find fastar and
an excellent align service more
employer and a dalivary. sustainable
reputable and workforce
axpert brand solutions for
priarity service
delivary
P challenges.
f. e
Improving Reinvigarating Damunntrating
apportunities for leadarship value from
use of davalopmeant Investmant in
technology and | and succession the workforce
digitalisation In | planning across and the
the delivery of health and organisation,
education and social care in
care. partnership with
Soclal Care
Wales and
Academi Wales

Quality, Elfﬂt? and Patient E!ﬂil‘lil‘lci

WIll improve HEIW employees’ health and wellbeing; along with the positive business

outcomes that are associated with the benafit including an anticipated reduction in sickness
absence rates, reductions in levels of stress, and increases in employae engagemant and
stakeholder satisfaction.

‘Finaneial Implications

Anticipated improvemaent in colleague's engagemant and health and wallbaing which may
result in a reduction in sickness absence costs,

"Legal Implications (including equality and diversity assessment)

Health wallbaing can have a positive impact within the work environment, with the fallowing
projective outcomes:
« Feel relatively confident in yoursell and have positive self- esteam
Feel and express a range of emotions
Build and maintain good ralationships with others
Feal angaged with the world around you
Live and work productively
Copa with the stresses of daily life

The EAP will be available to all staff if they choose to take the oppoertunity,

Staffing Implications

S5|Page
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There will be resource required te complete the procurement exerciga and monitor the
sarvice provided, Management reporting systems will need to be monitored with regular
raports provided to the senior leadarship team.

Leng Term Implications (ineluding the impact of the Well-being of Future
Generations (Wales) Act 2016)
An EAP within HEIW will have a direct impact and link to the Well-being of Future Generations
(Wales Act 2015), It will also reflect well on HEIWs futures Corporate Health Standards plans;
It will glva HEIW the opportunity to demonstrate that they are thinking aboul the long-term
decisions and positive changes for thelr current and future staff,

'Report History " | Employee Assistance Programme (EAP) scoping Exercise
Employee Assistance Programmae benchmarking Exerclse
HEIW EAP Proposal
| Appendices HEIW EAP Proposal :
G|Pape
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Appendix 1

HEIW EAP Proposal
Task and Finish group 24" October 2019

The EAP task and finish group have undertaken a literature review and benchmarking
exercise and reviewed this against the UK Employee Assistance Professional Association

Buyar's Guida.

The table below detalls the support services available through an EAP provider and ranked
them based on need. The interventions have baen Identifled as either Individual (bespoke)
or System (whole organisation), Proactive (praventative maasures) and Reactive (a

response to an lssua),

Easential Mot assential | Hg&mmgntt Interventiona
Waeight Quastionable Impact Individual /
Managemant Raactive
Service : )
Counselling Service = 24-hour telaphone System /
support, assessment and | Reactive
counselling services
« Assessment of neads
+ Self-referral
« Managemant rafarral
= Phone call
+  Texts
= Emall
« Skype
| = Facetoface
Money advice and
debt management
Stress audits, of individual or System /
teams or tha organisation as Reactive
_a whole S ——
Coaching Individual Individual /
Team based o Proactive
Wallbaing = Healthy Eating and System /
initiatives, including Physical Activity Proactive
their design and +  Mindfulness sessions
Implementation =  Waight Managemant
Services
«  Wellbeing Weorkshop
o « Book Preseriptions
Mediation System /
Indlvidual /
, Reactive
Employee screening + Cholestarol Individual /
programme « Blood pressure Proactive
« Bone scan
« Blood sugar
» Weight
7|Page
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« Heart scan
= Hydration levals
= Lung capacity
= Breast awareness
g training
Smaoking cessation Individual /
suppart - Raactiva
Consultancy services, e.g. System /
health and wellbeing strategy | Proactiva
Structured short term Individual /
paychologlcal short-tarm Reactive
interventions delivered face
to face and by telephona L
; Specialist Individual /
psycholagist or Reactive
paychiatric
assessmant .
Child and elderly Systam /
care services Proactive
e | infermation
Legal information and System /
guidance T Reactive
Infermation on amotional, Asserlivenass System /
work-life balance and = Time management Proactive
workplace issuos « Having difficult
o _ convarsations
Utilisation reporting System /
. Reactive
Management information on « Case management and | System /
employee and organisational management information | Proactive
intarvantions, Including
consultation to managamaent = Managamant
on behavioural aspects of the consultations
workplace
Working to the confidentiality System /
and athical standards Proactive
promotad by EAPA RS RN
EAP wabsite Services to support the EAP | System /
with Interactive content, fact | Proactive
shaats and online services,
Consultation and training for « Siress training in order to
managers and supervisors identify and manage
within your organiaation, stressed amployees
enabling them to better halp
and manage troubled « Training for managers on
amployeas, theraby sesking how to create an
to assist in the improvemeant environmant which
of job performance promotes physical and
mantal haalth of thair
taam along with referral
pathways, and Guidance
for Managers .
Provision of confidential and Systam /

"ilﬂﬂﬂl.'h‘ problem assassmant

| Proactive |
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and identification sarvices to
employees with parsonal
issuas that affect their
parformance at work

Referral of employees for
assessment, treatmant and
assistance with case
management and follow up
BAIVICEs

System /
Reactive

Maasuramant of
affactivenass of EAP services
on the organisation,
employse and job
perfarmance by both user
feedback and formal outcome
maasuramant

Staff who are experienced in
the dalivary of short-tarm
interventions and who are
able to work effectively with
the dual relationship betwaeen
the employer of corporate
client and the employee

System /
Proactive

Syatem /
Proactive
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Presented by Julie Rogers =

Freedom of Open

Information : v

Purpose of the The purpose of this report is to gain approval to undertaken

Report a Health Needs Assessmant survey in HEIW during the
month of October 2019, The Health Needs Assessment
will gather information to bring about change beneficial to
Health and Wellbeing of HEIW colleagues.
The HNA is also a useful tool for measuring the
effectiveness of current practices in place and the potential
impact of future programmes being implemented,

Koy Issues The Information from the HNA survey will be used to
develop an HEIW Health and Wallbeing Strategy and
Action Plan,

Spacific Action Information | Discussion | Assurance | Approval

Required v

(please + one only) ,

Recommendations | Members are asked to:

Endorse a Health Neads Assessmant survey for HEIW
colleagues,
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HEIW Health Needs Assesament
1. INTRODUCTION

A Health Needs Assessment (HNA) ls seen as a systematic process used by
arganisations to assess the health and wellbeing Issues facing a population (in this
case HEIW colleagues) and s part of the NHS Workforce Health and Wellbaing
Framework,

Public Health England developed the Workplace Health Needs Assessment (detailed
in the Warkforce Health and Wellbeing Framework) and is a measuring tool designed
to find out about workplace health and wellbeing needs. It's been used by 11
organisations in England.

The HEIW Health and Wellbaing Network and the NHS Wales National Health and
Wellbeing Network have used the Public Health England HNA document and
developed it further for HEIW, following this the template will be made available to all
NHS Wales organisations.

2. BACKGROUND

A Healthier Wales: our Plan for Health and Social Care, recognises that a key factor
in delivering high quality health and soclal cara s the wellbaing and angagement of
staff, with one dimension of the guadruple aim: "to enrich the wellbeing, capability and
engagement of the health and soclal care workforca.”

HEIW is committed to enhancing the health and wellbeing of NHS colleagues and 1o
be an exemplar employer, through promoting, facilitating and where appropriate
monitering the impact of health and wellbeing Initiatives.

In order to be effective, a HNA requires organisational and individual commitment and
investment in colleague time to complete, HEIW Annual Plan includes the following
objective:

Strategic Objective 1C

By the end of 2019/20 we will have established a comprehensive governance
framework for the new erganisation Including Welsh Language, well-being and

diversity requirements
What success will look like at the and of 2019/20

Wa will have maintained business continuity and made a smooth transition to NHS
processes and policies, using accepted all-Wales approaches as far as possible. Staff will
understand and feel confident in the new ways of working and thare will be a clear focus on
well-baing, a clear understanding of diversity expectations and a Welsh Language plan in

place,
How we will moasure SUCCess;

Business continuity issues or incidents. Stafl survey. Internal and external audit results,

The specific action wa will take to achieve this...
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= Establish staff networks to help shape focus on well-being and diversity actions, as wall
as local policies,

The results of the HNA will be used to develop the HEIW Health and Wellbeing
Strategy and Action Plan intended to bring about health and wellbeing change that is
beneficial to HEIW colleagues,

A HEIW Health and Wellbeing Network has been established with representatives
from all Directorates, with the Director of Nursing as Chair, and a dedicated
programme managér to lead on the work.

The HEIW HNA operates in 4 stages:

Stage 4 {Winter~ Stage 1 (Spring

2019) -
2018 / 20):
PREPARATION
EVALUATION oo
Stage 2
[Autstri:‘E;DlB} (Summer 2019)
- LAUNCHING . TEST:NE
ON TARGET NEARIN
COMPLETION

Stage 1 (Spring 2019): Preparation of the HNA and development of the key
quaestions to inform effective evaluation of the current position within the organisation
relating to health and wellbeing, The questions used within the HNA are based on
Public Health England HNA and aim to gather relevant information regarding health
and wellbeing based on current evidence and data around lifestyle factors,
Engagement with NHS Wales National Health and Wellbeing Network will ensure that
the HNA reflects best practice from across NHS Wales.

Stage 2 (Summer 2019): Testing of the questions and the HNA layout - invalving
colleagues in gathering their views and thoughts on what matters to them, focussing
on key issues within their working structure which impact on their health and
wallbeing.

Two focus groups consisting of approximately seven colleagues per group from across
HEIW took place on Tuesday 16" July, 2019, It is anticipated that the feedback from
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these focus groups will lead to further positive changes of the draft HEIW HNA.
Comments will be noted, and changes will be made to the draft document.

It has been agreed that the HEIW Health and Wellbeing Network will also test the HNA
survey at its next operational meeting on the 8" August 2019,

Stage 3 (Autumn 2019): Launching the HNA to colleagues in HEIW to seek and
gather data upon which we can effectively evaluate our current position. The HNA
will enable HEIW to identify and assess health conditions and determinant factors.

The HNA survey will be open during October 2019, with both electronic and paper
copies made available. The survey will be launched at the HEW staff event on 1%
October 2019,

Effective engagement in this process will ensure better uptake and will help us shape
the future direction of our health and wellbalng programmes and challenges that we
face as an organisation,

In testing, the average completion time of tha survey will be 20 minutes, managers are
required to provide protected time for colleagues to complete.

Stage 4 (Winter 2019 / 20): Collecting the data and evaluating the results to
develop a HEIW Health and Wellbeing Strategy and an Action Plan to implement
where possible a list of actions to improve health and wellbeing of HEIW employees.

Analysis will be undertaken by the Workforce Information team during November and
Dacember 2019,

We can then learn from the process, measure the impact and Identify priority areas
for devaelopmant.

3. GOVERNANCE AND RISK ISSUES

The Executive Team are asked to consider and agree the formal reporting
arrangements for the Health and Wellbeing Network, The Director of Workforce and
0D will provide update reports to Executive Team on a six-monthly basis. The
Director of Workforce and OD will also provide quarterly reporta to the Senior
Leadership Team Meetings or more frequently, depending on relevance of initiatives
in relation to strategy business objectives. It has been agreed that the Network will
make reacommandations on future developments and changes relating to health and
wellbaing to HEIW Directors at least bi annually and as necessary (please note the
HEIW Haalth and Wallbeing TOR attached).

4. FINANCIAL IMPLICATIONS

Anticipated improvement in colleague engagement and health and wellbeing which
may result in a reduction In sickness absence costs.

Al



The information from the HNA will be used to develop a HEIW Health and Wellbeing
Strategy and action plan, costs will be identified as part of the implementation plan,

In the report Employee engagement, sickness absence and agency spend in NHS
trusts preparad by Jeremy Dawson University of Sheffield and Michaal Wast of Tha
King's Fund, It states that:

"There is clear evidence that trusts with higher engagement levels have lower
levels of sickness absence among staff, and also have lower spend on agency and
bank staff. Given the data available, it was not possible to establish clearly the
causal direction of these relationships. MNevertheless, the strength of the
assoclations between engagement, stafl absence and agency spend, and the
financial implications suggests that NHS leaders should investigate the importance
of nurturing positive, trusting cultures within which staff have high levels of
wallbaing; whare thay feal valued, respected and supported, where they have high
levels of influence in their workplaces; and where they are consequently more
highly engaged.”

5. RECOMMENDATION
The Executive Team is asked to note the content of this report and the valuable

positive impact in the devalopmant of a bespoke HEIW HNA will have to improve HEIW
colleague's health and wellbeing.

To endorse and approve the Health Needs Assessment and HEIW Health and
Wellbeing Network Terms of Reference.

Governance and Assurance

An ) new

axcallant amployer

and o rapulable and worklorce solullona
expart brand for priority sarvice
e _ dalivary challanges

Bullding a

With Soclal Care

t arganisation sustainable and Wales shaping the and safaty by
corporate osiablishing HEW flexible health and | workforce o deliver supporting MHS
objectives an @ valued and care workforea for | care closer lo home |  organisations find
(please #) trusted partner, an tha future. and to batter align faster and more

warvice dolivary,

Impreving quality

sustainable

Improving Relnvigorating Demenstrating
apporunities for use leadarahip value from
of tachnolagy and devalopmant and Investmant in the
digitalisation in the | succossien planning |  warkforee and the
dalivary of noroas health and arganisation.

aducation and cars.

social care in
parinarahip with
Social Cora Walea
and Academ| Wales

“Quality, Safety and Patient Experience

A bespoke HEIW HNA will demonstrate commitment to enhance the health and
wellbeing of HEIW colleagues as an exemplar employer, through promoting,
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facilitating and where appropriate monitoring the impact of health and ﬁf;ﬁflhﬁinn-

initiatives.

Flnnnclul Impll-‘.:ltlnnl

There Is no direct budget or expenditure associated with the HNA, however, there is
a potential sickness absence cost reduction through the improvement of colleague
engagement and health and wellbalng.

Colleague release time to complete the HNA,

Legal ImpliE;\i;larﬁ_{lnd:luﬂlnn equality and diversity assessment)

All information collected within the HNA is anonymised and completely confidential.
Colleagues will be encouraged to speak to their manager prior to completing the HNA
with any concerns, Colleagues will also be encouraged to be as open and honest as
they can and consider what they would personally like to get from completing the
HNA as part of their own health and wellbeing, this will provide an accurate foundation
from which tha results can fully evaluated.

By completing the HNA, colleagues will give their consent for the information provided
to be used for the specified purposes and acknowladging that:
= Personal information will not be released by anyone working on behalf of HEIW
unless required by law or where there is a clear overriding public interest.
« Colleagues can withdraw the information they provide in the survey upon
request, up to the point at which data are analysed.
« Anonymised data will be used to develop a HEIW Health and Wellbeing
Strategy and action plan.

' Staffing Implications

The HNA will take approximately 20 minutes to complete, managers will provide
colleagues with protected time during work hours to do this, and alternatively
colleagues can complete the survey online, out of working hours.

Long Term Implications (including the impact of the Well-being of Future
Generations (Wales) Act Eﬂ"lﬁl

A baspoke HEIW HNA will have a direct impact and link to the Well-being of Future
Generations (Wales Act 2015). The HNA will give HEIW and eventually NHS Wales
arganisations, the opportunity to demonstrate that they are thinking about the long-
term decisions and positive changes for their current and future staff,

Report History HEIW Health Needs Assessment

Appendices HEIW Health and Wellbeing Network Terms of Reference.
Health Needs Assessment Timeline,
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The Well-being of Future Generations (Wales) Act 2015, Social Services and Well-being
(Wales) Act 2014 and A Healthier Wales: our Plan for Health and Social Care, recognises that
a key factor in delivering high quality health and social care is the wellbeing and engagement of
staff, with one dimenslon of the quadruple aim: to enrich the wellbeing, capability and
angagement of the health and social care workforce. Our commitment is to make NHS Wales
an exemplar employer in its support for wellbeing at work and health workforce, bullding on

work that is already underway in the NHS,

It has bean well documentad that staff engagement results in better patient outcomes and the
most significant impact on staff engagement Is staff health and wellbeing. Overall, the
engagement index scores for NHS Wales In the staff survey have improved from 3.43 in 2013,

to 3.65 in 2016, to 3.82 in 2018, with HEIW being 3.88,

NHS Wales workforce is working longer with the two greatest reported reasons for sickness
absance baing mental health and musculor skelatal disorders.

In addition to the Health and Wellbeing, Oceupational Health and Managing Attendance at
Work workstreams, the following areas of work are also currently underway, all of which are
working together to maximise the health, wellbeing and engagement of the workforce;

« Workforce Strategy for Health and Social Care

« Developing Healthy Workplace Relationships (All Walas Dignity at Work and Grievance

policies review and NHS Wales Staff Survey 2018 results on bullying and harassment)
+ Collective Compasslonate Leadership
= Colleague Experience Survaey (previously the NHS Wales Staff Survey)

¥ Egtablighaﬂl the natwarh with r&praa&ntﬂtinn frnm acn:uas HEIW Dlre-:tnr as t‘:hair and

agreed Terms of Reference,
¥ Promoted access to mental health support services via Able Futures UK,
¥ Held in October 2019 the second NHS Wales Staff Health and Wellbeing Conference:
Compassion Starts with Me — attended by 200 and sold out within hours of release.
¥ Developed a Health Needs Assessment survey and launched a pilot in HEIW in Octobar
2019 with 136 responses.
Developed a Health and Wellbeing intranet page,
Set up a Task and Finish Group to prepare for the Corporate Health Standard Bronze
Award — mock assasamant plannad for January 2020.
Set up a Task and Finlsh Group to scope out and procure an Employese Assistance
Pragramme - report being submitted to Execs in January 2020.
Provided a bicycle workshop by Dr Bike to ensure bicycles are fit for the winter,
Delivered a lunch and learn session on health and wellbeing.
Daliverad 3 mindful menopause sessions.
Facilitated a live mindfulness seasion deliverad by AcademiWales.
Sel up a health and wellbeing corner with notice board and leaflet stand in the ground
floor kitchen providing information and signposting,
Delivered a health and wallbaing presentation to the Board.
Drafted a Mental Wellbeing policy.
Supported the following campalgns:
- Dry January

A
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Decamber 2019 — Health Education and Improvement Wales Health and Wellbeing Hﬂhv;rh_
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-~ Movember

- Stress Awarenass Day

- Alcohol Awaraness Waeak
- Stoptober

- Diabetes Awarenass Week
- MSD Awarenass

3. What are we working on now?

Health and Wellbeing Network (in partnership with other networks e.g.Time to Change etc.):
= Evaluating the Health Needs Assessment survey results and developing reports and
communications.

Procuring an Employee Assistance Programme that best fits the needs of HEIW.,

Developing a Mental Wellbeing Policy and procedure.

Daveloping the Time Well Spant Initiative which provides staff with protected time to partake
in activities aligned to the 5 Ways to Wellbeing.

Partnering with Neyber to provide staff with financial advice, support, loans and savings plans,
Achieving the Corporate Health Standard Bronze Award,

Setting up a Health Promation Calendar,

Establishing a health and wellbeing pod where the massage chairs will be sited,
Praviding monthly reflexology sessions to staff.

Using the Fit in 50 campaign to encourage healthy behaviours in the workplace.

" 5 @ @ & &

4. What do we need to do to deliver?

« HEIW Health and Wellbeing Strategy and Action Plans informed by the results of the Health
Neads Assessment and Staff Survay.

= Continued collaboratively working NHS Wales National Health and Wellbaing Network to
ensure we adopt and share good practice.

|« Regular meatings of the HEIW Health and Wellbeing Network.

5, What dooes success look like?

Initial outcomes:

¥ Our employees are well with better attendance, have a higher productivity and are betler
recruited, retained, and engaged to keep themselves healthy and fit for work,
Our employees have reduced ill health and disease associated with work.
Our employees have access to information and advice about services and opportunities
that enable them to maximise their health and wellbeing.
Engaged management and employeas who embed health and wellbeing through
molivational conversations and wellbeing practise.
Interventions to improve workplace health and wellbeing are based on good quality and
timaely research and best practice,
Increased ownership of individual and team/group wellbeing.
Increased sharad understanding of wellbaing.

L T T U T

Intermediate and long term outcomes:
v Fit for work and well workforce
v Years of Life and Years of Health
¥ Physical and Mental Wallbaing
¥ A Fair Chance for Health

December 2019 — Health Education and Improvemeant Wales Health and Wellbeing Network
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Emma cnrrinﬁtun SHEIW!

From: Emma Carringtan (HEIW)

Sent: 04 January 2020 1833

To: Emma Carrington (HEIW)

Subject: CIPD Evidence - FW: Updates for the HSWPG - 11th September - includes EAP, HNA
and CHS:

|l‘l'|pﬁ'l"linﬂi7 High

From: Emma Carrington (HEIW)

Sent: 09 September 2019 14:42

Ta: Claire Smith =Clalre.smith10@wales.nhs.uk=

Subject: Updates for the HSWPG - 11th September - includes EAP, HNA and CHS;
Importance: High

Employee Assistance Programme_(EAP)

An Employee Assistance Programme (EAP) Task and Finish group has been set up within HEIW and the first meeting
took place on the 15™ july 2019, where the group discussed and noted the services that ather Health Boards and
Trusts currently provide to their employees. To date, the group has undertaken a scoping exercise to establish current
intervention and prevention services provided to their employees. The Task and Finish group have discussed the
relevance of the services to HEIW and themed them into five groups; Health Promation, People, Health and Wellbaing,
Employee Assistance Programme and Education and Development, The Senior Management team have been asked
to endorse a joint EAP provision for HEIW employees. The next task and finish group will take place on Monday 214
October, 2019,

Health Needs Assessmaent (HNA)

The HEIW Health and Wellbeing Network and the NHS Wales National Health and Wellbeing Netwark have used the
Public Health England HNA document and developed it further for the HEIW pilot. The HNA survey will be apen during
October 2019, with both electronic and paper coples made available and launched at the HEW stalf event on 1"
October 2019. The HEIW Health and Wellbeing Network is currently on the testing stage (2 /4) of the process, Two
focus groups consisting of approximately seven colleagues per group from across HEIW took place on Tuesday 16"
July, 2018, The feedback from these focus groups lead to further positive changes of the draft HEIW HNA. All
comments were noted, and changes were made te the draft document, The HNA survey was also tested at the HEIW
HE&WB operational meeting on the 8" August 2019 (we are currently reviewling version 22),

The results of the HNA will be used to develop the HEIW Health and Wellbeing Strategy and Action Plan intended to
bring about health and wellbeing change that is baneficial to HEIW colleagues.

Follawing the pilot evaluation, the HNA process, survey and analytics spreadsheet will be reviewed and developed
further to be used as a health and wellbeing tool in NHS Wales Health Boards and Trusts,

Corporate Health Standards (CHS)

HEIW will be working towards achleving In 2020 the Bronze Award of the Corporate Health Standard (CHS), which Is
one of the Healthy Working Wales programmes and is the national mark of quality for health and wellbeing in the
workplace.

HEIW'S Corporate Health Standards mock assessment will take place on Monday 13" January, 2020. The assessor that
will accompany HEIW's Workplace Health Practitioner 15 Brian Dobbs, HEIW will be expected to submit all relevant
1
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documentation for the assessment, 3 weeks before the assessment date (le. before 23" December 2019) to
workplagehgalth@wales.nhs uk.

The documentation should Include:

Up-ta-date action plan;

Copy of the timetable for the mock assessmant;

Background information on the organisation, or a link ta the arganisation’s website;
Map and directions to the venue;

= Parking arrangements,

The CHS is a continuous journey of good practice and improvement which can be used as a tool to support the
development of policies that promate the health and wellbeing of employees. Research has proven that employers
who adopt good working practices will have a happler, healthier and more productive workforce thus improving
health and wellbeing. Improving wellbeing in the health and social care workforce underping all elements of the
developing workforce strategy for health and soclal care, and links back to the quadruple aim commitments in A
healthler Wales: our plan for health and social care. Achievemant of the CHS will be evidence of the progress we are
mlkir‘lﬂ on this continuous improvement journey,

Kind regards,

Emma
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LEARNING STYLES QUESTIONNAIRE
(Honey & Mumford - revised 1986)

This questionnaire Is designed fo find out your preferred leaming style(s). Over the
years you have probably developed leaming ‘habils' that help you benefilt more from
some experiences than from others. Since you are probably unaware of this, this
questionnaire will help you pinpoint your leaming preferences - so that you are in a
better position to select leaming experiences that suit your slyle.

Thare is no time limit to this guastionnaire. It will probably take you 10-15 minutes. The
accuracy of the resulls depends on how honest you can be. There are no right or
wrong answers. If you agree more than you disagree with a statement put a tick by it
(). If you disagree more than you agree put a cross by it (x). Be sure lo mark each item
with either a tick or cross.

3

4,

10,

11,

12,

13,

14,

| have strong beliefs about what is right and wrong, good and bad.v
| often act without consldering the possible consagquances. X

| tend to solve problems using a step-by-atep approach, ¥

| believe that formal procedures and policies restrict people. x

| have a reputation for saying what| think, simply and diractly. x

| often find that actions basaed on feelings are as sound as those based on
careful thought and analysis. ¥

| like the sort of work where | have time for thorough preparation
and implementation. +

| regularly question people about their basic assumptions. v
What matters most is whether something works in practice. v
| actively seek out new experiences. v

When | hear about a new Idea or approach | Inmediately start
working out how to apply It In practice v

| am keen on self-discipline such as watching my diet, taking
regular exercise, sticking to a fixed routine, etc. v

| take pride in doing a thorough job. ¥

| get on best with logical, analytical people and less well with
spontaneous, ‘irrational’ people. x
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18,

16.

17,

16,

18.

20.

21,

22,

23

28,

26,

2T,

30,

a1.

3Z.

33.

| take care over the Interpretation of data available to me and
avold jumping to conclusions. v

| like to reach a decision carefully after welghing up many
alternatives. «

I'm attracted more to novel, unusual ideas than to practical ones.x

| don't like disorganised things and prefer to fit things into a
coherent pattern. v

| accept and stick to laid down procedures and policies so long as
| regard them as an efficient way of getting the job done. ¥

| like to relate my actions to a general principal. ¥
In discussions | like to get straight to the point. x

| tend to have distant, rather formal relationships with people at
work. v

| thrive on the challenge of tackling something new and different.
W

| enjoy fun-loving, spontanecus people. v

| pay meticulous attention to detail before coming to a conclusion.
s

| find it difficult to produce ideas on impulse. x
| believe in coming to the point immediately. v
| am careful not to jump to conclusions too quickly.

| prefer to have as many sources of information as possible - the
more data to think over the better, v

Flippant people who don't take things seriously enough usually
irritate me. X

| listen to other people's points of view before putting my own
forward. ~

| tend to be open about how I'm fealing. +

In discussions | enjoy watching the manoeuvrings of the other
participants, v

10
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T2.

Ta.

T4d.

78,

76,

77

78

79,

0.

| am usually one of the people who puts life into a party. X
| do whatever is expedient to get the job done. v
| quickly get bored with methodical, detailed work. x

| am keen on exploring the basic assumptions, principles and
theories underpinning things and events. v

| am always interested to find out what people think. v

| like meetings to be run on methodical lines, sticking to laid down
agenda, etc, v

| steer clear of subjective or ambiguous topics.
| enjoy the drama and excitement of a crisis situation. x

People often find me insensitive to their feelings. x

(Honey and Mumford 1986)
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LEARNING STYLES QUESTIONNAIRE -SCORING
(Honay & Mumford 1986)

You score one point for each item you ticked. There are no points for items you crossed.
Simply indicate on the lists below which ftems ware ticked,

2 7=-1 1 -1 5
4 131 3-1 9-1
6-1 15-1 8-1 11 -1
10 -1 16 -1 12 -1 19 <1
17 25-1 14 21
23 -1 28 -1 18 -1 27 -1
24 -1 29 -1 20 -1 35-1
32 -1 31 -1 221 a7
34 33 -1 26 44 -1
38 36 -1 30 49 -1
40 39 -1 42 1 50 -1
43 41 -1 47 -1 53 -1
45 46 -1 51 -1 54 -1
48 52 57 -1 56 -1
58 55-1 81 59 -1
64 -1 60 -1 63 -1 65
71 62 -1 &8 -1 69 -1
72 66 -1 75 - 70 -1
74 67 -1 77 <1 731
. 79 76 -1 78 -1 ) 80
TOTAL 6 19 _ 16 15 .
Activist Reflector Theorist Pragmatist ,
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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 17 15 16 Strong preference
16
11 15 14 15
10 14 13 14 Moderate preference
9 13 12 13
8 12 11 12
T =
6 11 10 11 Low preference
5 10 8 10
4 9 8 8
3 a 7 8
7 6 7
2 6 5 6
5 4 5 Vary low prafarence
1 4 3 4
3 2 3
0 2 1 2
1 0 1
10 0
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LEARNING STYLES - GENERAL DESCRIPTIONS

Activists

Activists involve themselves fully and without bias in new experiences. They
enjoy the here and now and are happy to be dominated by immediate
experiences, They are open-minded, not sceptical, and this tends to make
them enthusiastic about anything new. Their philosophy is: "Il try anything
once'. They tend to act first and consider the consequences afterwards. Their
days are filled with activity, They tackle problems by brainstorming. As soon
as the excitement from one activity has died down they are busy looking for
the next. They tend to thrive on the challenge of new experiences but are
bored with implementation and longerterm consolidation. They are
gragarious paople constantly involving themselves with others but, in doing
a0, they seek to centra all activities around themselves.

Reflectors

Reflectors like to stand back to ponder experiences and observe them from
many different perspectives. They collect data, both first hand and from
others, and prefer to think about it thoroughly before coming to any
conclusion. The thorough collection and analysis of data about experiences
and events is what counts so they tend to postpone reaching definitive
conclusions for as long as possible, Their philosophy Is to be cautious, They
are thoughtful people who like to consider all possible angles and implications
before making a move, They prefer to take a back seat in meetings and
discussions, They enjoy observing other people in action. They listen to
others and get tha drift of the discussion before making theirown points. They
tend to adopt a low profile and have a slightly distant, tolerant unruffled air
about them. When they act itis part of a wide picture which includes the past
as well as the present and others' observations as well as their own.

Theorists

Theorists adapt and integrate observations info complex but logically sound
theories. They think problems through in a veriical, step-by-step logical way.
They assimilate disparate facts into coherent theories, They tend to be
perfectionists who won't rest easy until things are tidy and fit into a rational
scheme. They like to analyse and synthesise. They are keen on basic
assumptions, principles, theories models and systems thinking. Their
philosophy prizes rationality and logic. 'If its logical it's good'. Questions they
frequently ask are: 'Does it make sense? 'How does this fit with that?' "'What
are the basic assumptions? They tend to be detached, analytical and
dedicated to rational objectivity rather than anything subjective or ambiguous.
Their approach to problems is consistently logical. This is their 'mental set
and they rigidly reject anything that doesn't fit with it. They prefer to maximise
certainty and feel uncomfortable with subjective judgements, lateral thinking
and anything flippant.
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Pragmatisis

Pragmatists are keen on frying out ideas, theories and techniques to see if
they work in practice, They positively search out new ideas and take the first

opportunity to experiment with applications. They are the sort of people who
return from management courses brimming with new ideas that they wantto
try out In practice. Thay like to get on with things and act quickly and
confidently on ideas that attract them. They tend to be impatient with
ruminating and open-ended discussions, They are essentially practical, down
to earth people who llke making practical decisions and solving problems.
They respond to problems and opportunities 'as a challenge'. Their philosophy
is: 'There is always a better way' and 'If It works i's good'.

* Honay and Mumford 1986
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Belbin team type questionnaire

The Belbin questionnalre seeks to identify your preferred role Ina team. Itis based on the
work of Dr Meredith Belbin, whose research into team performance concluded that the
most effective teams have a good mix of different personality types.

How to complete the questionnaire
On the following pages are a series of statemaents divided into seven sections.
For each section, distribute a total of ten points among the statements which you think best

describe your own behaviour, See the example below:

When involved in a project with other people:

A I have an aptitude for influencing peﬁpll without
prezsurizing theam
B | am generally effective in preventing careless mistakesand | 1

omissions from spolling the success of an operation

C I like to press for action to make sure that the meetingdoes | 3
not waste time or lose sight of the maln objective
b | can be counted on to contribute something original 12
E | try to maintain my sense of professionalism
P T am quick to see possibilities In new ideas and
developments
G | believe my capacity for judgement can help to bring about | 1

the right decisions

o [ can be relied upon to bring an organised approach to the
demands of the job

I | am always ready to back a good suggestion in the 3
commaon interest

Your puir;u may be distributed among several sentences asinthe example above. Inextreme cases
they may be spread among all sentences orten points may be given to a single sentence,
At the end, there are further instructions on how te tally yourscore.
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Section 1
What | believe | can contribute to a team

A | think | can quickly see and take advantage of new
opportunities

B | can work wellwith a very wide range of people

= My specialist knowledge and experience is usually my
major asset

D My ability rests on being able to draw people out whenever
| detect they have something of value to contribute te
group objectives

E | can be relied upon to finish any task | undertake

F | am prepared to be blunt and eutspoken in the cause of
making things happen

G I ean usually tell whether a plan or idea will fit a particular
situation

H | can offera reasoned and unbiased case for alternative
sources of action

[ Producing ideas is one of my natural assets

(11
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Section 3

When involved Ina project with other people:

A | have an aptitude for influencing people without
pressurising them

B | am generally effective in preventing eareless mistakes and
omissions from spolling the suceess of an operation

c I like to press for action to make sure that the meeting does
not waste time or lose gight of the maln objective

D i ean be eounted on to contribute semething original

E | try to maintain my sense of professionalism

F | am quick to see possibilities in new ideas and
developments

G | believe my capacity for judgement can help to bring about
the right decisions

H | ean be relied upon to bring an arganised approach to the

demands of the job

| am always ready te back a good suggestion in the
commaon Interest

13
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Section 4
My characteristic approach to the group is that:

A | contribute when | know what I'm talking about

B | am not reluctantto challenge the view of others or hold a
minarity view myself

C | can usually find a line of argument to refute unsound
propositions

D I think | have a talent for making things work once a plan

has to be put into operation

E | preferto avoid the obvious and to open up lines that have
not been explored

F | bring a touch of perfectionism to any job | undertake

G | am likely to be the ane to make contacts outside the

group or the firm

H While | am interested inall views | have no hesitation in
making up my mind once a decision has to be made

I | maintain a quietinterest in getting to know colleagues
better







Section 5

| gain satisfaction ina job because:

A | @njoy analysing sit u;tir.\na and welighing up all the possible
choices

b i fl;al;thni | am using my speclal qualifications and tralning
to advantage

C I like to feell am fostering good working relationships

1] | can have a strong influence on decislons

E | have a chance of meeting new people with different ideas

F | can get people toagrae on priorities and objectives

G | feelin my element whare | give a task my full attention

H | can find an opportunity to streteh my imagination

I | am interested in finding practical solutions te problems

1=
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Section &

If | am suddanly given a difficult task with limited time and unfamliliar paople:

A I would feellike devisinga solution of my own and then
trying te sell it to the group

B | would be ready to work with the person who showed the
most positive approach

c | would find some way of reducing the size of the task by
establishing what different individuals might best
contribute

D My natural sense of urgency would help to ensure that we
did not fall behind schedule

E | like to read up as much as | conveniently can on the
subject

F In spite of conflicting pressure | would press ahead with
whateverneeded (o be done

G | would take the lead if | felt the group was making no
propross

H | would open up discussions with a view to stimulating new

thoughts and getting something moving

| believe | would keep cooland maintain my capacity to
thinl straight

b



i TR | " B L | o A AL fi
- - -
“I| B L] l'"'ll'l'l:
| 1 LI ¥
F] - ] w .
1 el ) .IF'q',
TR
= = T = L] N
N . ! PR EETL
I R » LI _Irlp. '
“
: i
L]
i i o .: I \
i g LI |
1o 1
' i
. i
]
) - P
L B 1 i ! p 1 B 4
e
' . o - i { "
¢ Cwn 1 ' T 1
] 2 1 "
;I s 4 VB oy . . oo
r '-|,I



Section 7
With reference to the problams to which | am subjéctto in working in groups:

A | am apt to show my Impatlence with those who are
obatructing progress

B Some people criticlse me for being too analytical

¢ My desire to chack that we get the important detals right

are not always welcome

D i am Inclined to feell am wasting my time and would do
betteran my own

E | find it difficult to get started unlesa the goals are clear

F | am sometimes poor at putting across complex polnts that
accur th me

G i am consclous of demanding from others the things |
cannot do myself

H | hesitate to express my personal views in front of difficult

or powerful people

I i tend to show boredom unless | am actively engaged with
stimulating people

Now raad on, for detalls of how to tally your score.






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)

®  Your secondary team role

Roles Soction 1 | Section 2 | Section 3 | Section 4 | Section 5 | Section 6 | Section 7 | Totals
Completer | E£3 E B1 F2 G2 D4 c 15
Finizher

Implementer | G 2 Al H2 D2 1z |F1 E3 13
Monitor H D G c Az I B 3
Evaluator

Specialist C H3 E2 A2 B1 E2 D 9
Co-ordinator D1 B ) H1 F1 €1 G i
Team worker B2 F3 11 i c1 Bl H4 12
Resource Al C Fi G1 El H I 4
Investigator

Shaper F E c2 Bl D G A 3
Plant 11 G D1 El H A F3 6

|\ &







Communication Style Questionnaire

This questionnaire is designed to helpyou assess your preferred communication style.

Thinking about your behaviour at work, write a score against each statement to represent which
best typifies your behaviour where

4 = agree strongly, 3 = agree somewhat, 2 = disagree somewhat, and 1 = disagree strongly.

1. | express my opinionsin an honest and appropriate manner. 3

2. lcan get angry and let this show. 1

3. IHind it difficult to say ‘no’. 4

4. If1l donot agree with a task that my boss has given me, | find a way of dragging my feeton it.
1

5. | feelcomfortable in asking far help from someone If they know more than me, 2

6. | feelguilty il | leave on time fora valld reason and other people are still working. 4

7. | can be sarcastic. 1

8. | think myway of doing things Is better than other people’s, 1

9, Ifsomeone takes advantage of me, | find a way of evening the score. 1

10. | feell have a right to say no to other people’s requests and to negotiate acompromise. 3

11, If1 am in a large meeting, | find | do not speak up, 2

12. 1 ke to be In control of a situation, 3

i3

14. | make good eye contact with other people. 4

| stare people down. 1

15, If1 am unsure about a task that1 have been given, | find it uncomfortable to ask forhelp. 2

16. 1 talk about other people behind their backs. 1
17. When | have to deal with someana in authority, | find it difficult to look them directly in the

aye, 1

18. | am a good listener and equally other people listen to what | have to say, 3

19, Ratherthan eonfronting someone about an lssue, | would rather give them the cold shoulder
of drop hints to other people thatl am nat happy. 1

20. 1 am not afraid to be direct with someone, even if they think | am being rude. 2

i
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Self-Assessment: Results

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

to the boxes bilow.

Then total each column downwards,

Look at the column where your score is the highest.

This is the communication style you use mogt of the time.

a1-3 a3-4 Qa-1 az-1
Qs-2 Q6-4 Q7-1 as-1
Q10-3 Qii-2 a9-1 Qiz-3
Qi4-4 Qi5-2 Qié-1 m.?.:i
Q18-3 Q17-1 Q19-1 020-2
Total = 15 Total = 13 Total=5 Total= 8
Assartive Passive Passive Aggressive Anr-lnlﬂ

| 2\
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Emma Enrrinﬂtun (HEIW) —————————————

From: Claire Smith (HEMY

Sent: 20 December 2019 10:40

To: Gareth Peters (FEIW)

Ce: Laura Watts (HEIW), Emma Carrington (HEIW)
Subject: RE: timewalispent initiative

Hi Garath

Emma and | will be developing the content, but could you bulld the pages
based on the public health wales pages in readiness as 'd like to live with this within the next 6 weeks?

WIll Laura have access to bulld the contant or is this somaething that your team doas?
Thanks

Claire

From: Gareth Peters (HEIW) <Gareth.Peters@wales.nhs.ul>

Sent: 18 December 2019 16:34

To: Clalre Smith (HEIW) <Claire.Smith10@wales.nhs.uk=; Emily Millar (HEIW) <Emily.Millar@wales.nhs.uk=
Ce: Emma Carrington (HEIW) <Emma.Carrington@wales.nhs.uk=

Subject: Re: timowellspent inltiative

Hi Claire

Sharepoint is good If you just want to share information/files etc but if you want something high quality and
designed in a way similar to the links you provided | would suggest having a small website created. This gives you
much more creative control over the look of it and still glves the opportunity to store files ete on it for download.

Let me know if you'd like a chat about this anytime.

Thanks
Ga

G IG Adddyeg a Gwella lechyd

i Cymru (AalIC)
M |"| S Hoalth Cducation and
i improvement Wales (HEIW)

Gareth Patore Garoth Polors
Crlirie Apploationg Do Crathiygwr Rhaglsoni Ar-lsin
Hiralth B digatian aing limprovamen Wales (HEIW) Aiicdyag & Owelia ischyd Cymm (AaGIC)
Ty D Ty Ciyagu
Gl Coda Celn Cond
Mamgany Hanigors
CEih 1O0 Ciria ro0
Twi DII00 808 0O0& I"iin: 03300 BBA QOB
Emaii; pargih.cetersiivwalos.nhe.ub Ebost. pnroth.selecs 0w ale. ek
Wab bl nhe waloy LU T AT AT

| 22
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From: "Claire Smith (HEIW)" <Claire. Smith10@wales. nhs. uk=

Date: Tuesday, 17 December 2019 at 14:29

To: "Gareth Peters (HEIW)" <Gareth Pet =, "Emily Millar (HEIW)"
<Emily. Millar@wales nhs.uk=

Ce: "Emma Carrington (HEIW)" <Emma.Carrington@wales.nhs. uk=

Subject: timewellspent Inltlative

Hi bath

As part of the development of an Initiative in HEIW to provide staff with the apportunity to spend an hour a waeek in
an activity linked to the 5 Ways to wellbeing, I'd like to set up a central location for information etc,, I've provided
below links to the Public Health Wales cantral resaurce for an idea of what it could look like.

What da you think would be the best platform, SharePoint, Thingi??

Thanks

Claire

hitp://www timetomeove wales/
htip://www timetomove wales/about




Emma cnrrinitnn sHElwa

From: Claire Smith (HEIW)

Sent: 20 December 2019 11:37

To: Emma Carrington (HEIW)

Ce: Clem Price (HEIW); Laura Watts (HEIW)
Subject: health and wellbeing strategy action plan
Follow Up Flag: Fallaw up

Flag Status: Flagged

Hi Emma

I'd like you to project plan the development, launch and Implementation of the health and wellbeing strategy for
HEIW, can you ask Clem for a meeting so that she can explain the process she followed for the workforce strategy,
obviously ours is only HEIW so won't require external consultation but we will need internal consultation,
stakeholder events, etc. ete,

I'd like this to start end of January so that we can also build into the work the feedback from the mock assessment.

Let me know if you need to talk through this, | know that Ed and Laura will have developed templates etc. that Clem
could share with you,

Diolch yn fawr

(Plaire

Claire Smith
i Workforce Programme Manager
- Health Education and Improvement Wales (HEIW)

:/Phone: 07814770726 Jemall: Clalre.5mith10@Wales.NH5.UK

aagic.gig.cymru helw.nhs.wales

n. aGle Gls @HEIW_NHS

#WellbeingCymru

oL



I'm an accredited feedback facilitator

Identify where your leadership strengths and weaknesses lig, regardiess of
your role, using the Healthoare Leadership Model 360° foedback 1eel.

& confhidontial facitated feedback deadion
O underaland and contextualise your feadback roport
O prioftde your dovefopmont arean

GET STARTED TODAY
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Activity 4: A report which explains the concept of group
and/or team dynamics and explains how political
behaviour in organisations can impact on the
achievement of organisational objectives.
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By signing below, | confirm that the work/evidence
presented is my own, unaided work. | understand the
regulations pertaining to candidate malpractice and the
action that may be taken as a result.
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Executive Summary

This report details the concapt of group and team dynamics and how palitical behaviours within
and organisation can impact on the achisvamant of arganisational objectives,

Intreduction

Teams or groups within an organisation consist of two or mora individuals, who may already
axist or may be brought together for a purpose, such as a set of targets, aims and objectives.
They exist in many forms such as formal, informal, professional occupational, project and
teams, brainstorming groups, It's essential that the purpose of a group's formation Ia
understoocd and accepted by all members involved, whilst considering the interest of membars
and all members follow through with their tasks and organisational requirements (Pettinger,
2010).

Group dynamics are described as how team members distinct roles and behaviours impact
ather group members and the whole group. It can be affected by envirenmental factors such
as, leadership styles, powar and status issues including the nature of the individuals within the
group, structure of tha group, along with communication structures or processes (Johns &
Perkins 2016, p84),

Individuals with diffarant agendas and needs within a group affect its balance. Johns & Perking
(2018) suggest that groups are significantly affected by individuals within leadership positions.
Huczynskl & Buchanan (2010) suggests that power and status along with the negative use of
political activity ean hinder a groups effectiveness. HR professionals need o have the ability
to work collaboratively and possess conflict resolution skills, Forasyth (2009) agrees and
suggaests that conflict may arise within a group when individuals have competing requirements,
In thig instance a HR profasalonal should look at views, needs and wants of both groups and
apply negotiation skills, as erganisational productivity and Individual motivation are reduced
by poor team working e.g. Suggesting a variety of aptions, which both parties can compromise
lo resclve the problem aituation.

Team dynamics are defined as two or more people working together to independantly meat a
specific goal (deakince,2017). A team may vary in structure and size depending on the reason
for its farmation and be formead for a specific reason within an organisation, Perkins & Johns
(2016) propose that HR professionals don't enly work with others in formal teams, they also
work with a varlety of stakeholdars, but essentially, they must have the ability and skills to
manage groups/team to selve a problem. Huczynskl and Buchanan (2010) suggest that teams
can take many forms within an organisation: advice, action, project, and production teams,
Teams are influenced by dynamics, power struggles, structure, leadership and individual
personalities within a team however, to ba effective HR professionals must develop
collaborative working and conflict resolution skills. Yemm (2008, pB4) clalms that Influencers
that are affective possesas the following characteristics; friendliness, vision with the ability to
build alliances, expertise, knowlédge and bargaining akills.

There are two wall know theories of teams. Tuckmans (1965) theory of team development and
Belbins (1981 & 2007) thaory of team rolas.

Tuekmans (1985) thaory of team dynamics focusas on 5 stages, Forming, Storming, Norming,
Performing and Adjourning (Petlinger, 2010). Tha stages ara Implamentad from the time the
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group meet until a project end, The theory emphasises the way a team challenges a job from
ita Initlation, through to the completion of a project. It detalls the process that teams go through
te form a bond, it illustrates that teams don't always parform well together whan a group Is firat
formed. It could be suggested that the & stages are necessary for a team to plan work, tackle
problame, grow and find solutions and deliver organisational results.

Forming Is the Initlation stage of individuals coming together to form a group. Group members
personalities are presented, some may be positive and present strengths and capabliities
whilst others feel anxious (Cartwright, Collins, Gréen & Candy,1993).

Storming occurs within a group when mambara make thair fealings known and sometimes
push boundaries, Cartwright et al (1993, p108) suggest that “it's a natural part of group
evolution”, Conflicts tend to be displayed at this stage due to personality differences or
differant preferences with a style of working e.g. conflicts between the group and personal
agendas of team members may reduce productivity at this stage. Same téams do not progress
beyond this stage (Pattinger, 2010),

At the Norming the group differences should be resolved, and the group should build an each
other's strengths. At this stage groups should be working together towards a set of objectives
with an understanding of group boundaries e.g. a code of group conduct may be established
to reinfarce the group values set by the norms (Pettinger, 2010).

Al the performing stage an effective high performing team should be tackling the group
objective and assessing performance measures that produce results. A group will reach this

stage when objectives have bean achleved,

Adjourning refers to the closure stage of a team. At this stage individual and collective
achievaments should ba FEGﬂﬂmHHd.

Belbin (1881) believes that every individual possesses a pattern of bahaviour that represents
one person's behaviour to ancther In enabling /empowering the progress of a team. Belbin
(1981) defines a team role as "A landency to bahave, contribute and intarrelate with others in
a particular way" (Cambridge University, 2019). Belbin (1981) and his team discoverad that
thare are nine clusters of bahaviour called 'Team Roles', There are three action-oriented roles
- Shaper, Implamenter and Complater Finisher, Three people-orlentad roles - Co-ordinator,
Team worker and Resource Investigator and three cerabral roles - Plant, Monitor Evaluator
and Spacialist, In contrast McGregor (1960), suggests that the plant (creative) and the shapear
(eritical thinkers) should be counterbalanced by the Monitor-evaluator (critical thinker) to
balance roles within managerial teams (Cartwright af a/, p116). Belbin's (1881) theory dataila
teams would be unbalanced if members had the same strengths, weaknesses and bahaviours.
He suggesis that if a group member fully understands thelr role, they can develop their
strengths and manage their weaknessas to improve objactives (ifm.eng.cam,2018).

Belbin's tool is widaly used to support team building and designad to describe an individual's
preference within a team environment. It could be suggested that stréngth In one team rola
could be seen as a weaknass In ancther team, Belbin's tool helps groups understand how
diffarant parsonalities undertake tasks using differant mathods, to undarstand why a group
mamber has undertaken a task in a certain way,

It eould be suggested that Belbin's team role define and predict potential success of
management teams and Identify strengths and weaknesses along with recognition that the
strongest teams have a diversity of characters and personality types. It could be argued that
Belbin's theary unfairly refers to someona belonging Lo a particular group or having particular
akills.

Political behaviour within an organisation refers to irrational behavieur of individuals within a
workplace to obtaln advantages over their peers. Coercion, persuasion, creation of obligation
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and impression management are examples of political behaviour (Simons et al. 2001).
Cropanzano, Howes, Grandey, & Toth, (1997) suggest that organisational politics sels the
stage for a negative work environment, thus empleyeas may find It difficult to trust colleagues
and feal demotivated. Politica causes stress and decrease organisational productivity.
Members may fail to achieve erganisational business objectives within a stipulated timeframe,
which could have an effect on the credibility of an erganisation. Howaver not all political
behaviour is negative, it can help organisations reach its full potential. Kreitner & Kinicki (2013)
suggest organisational politics invelve acts of influence to enhance or protect the self-interest
of individuals or groups, Schuler et al (2000) peints out that erganisational politics are activities
that managers engage In to Increase their power and use it to influence decision making, to
persue goals that favour their individual, functional and divisional interest rather than
organisational interest e.g. political behaviour allow a manager to seek out those people who
can halp within ehange managamant process,

Lonclusion

To be an effective team / group it's essential that all membars work In cohesion and there's
claar identity and clarity regarding the purpose of the group, which is understood by all. Human
and shared values is also essential for the effective functioning of the group, with a high laval
of mutual trust and respect between individuals. Allcorn (1985) Identlfied three types of specific
roles that group members may take on; group tasks that focus on productivity, group
maintenance and self-orientated roles,

The relationshlp betwean the group lead and the wider group is assantial to its running. Clear
lines of engagement should be apparent at the Initiation of the group, and assurance of respact
and trust between all group members established and assured. For a group to be effective it
ia assentlal that individual and operational success is recognised and continued at its outset,

Communication within an erganisation is assential to get the best out of employees "evaluating
the pros and cons of an idea always helps in the long term”. Cohesion 8 therefore an essential
alament to the effectiveness of a group and if this is notl maintained membars Input,
performance and contribution will reduce. Conflict can ocour within a group for several
reasons; competition between group membars, bad communication and misunderstandings,
integrity, territory, prastige, agenda and poaching of team members,

Mcshane & Van-Glinow (2000) suggest that erganisational politics |s as an attempt to influence
othars using discretionary behaviour to promote personal objectives and can hava both
positive and negative affects on an amployaa and the organisation (hmars.com). It's important
that political behaviour is managed with an organisation and managers allow colleagues to
damonstrate responsibllity and autonomy. If an initiative is planned with a damaging effect on
the group, it's essential that it's abandonad as it will have an effect on the coheasion of the

group.

All groups come to an end and it's important that every group member is recognised and
appreciated for their contribution,
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Thains/Kilinan Caiflier Made Tistrumant

HOW DO I MANAGE DIFFERENCES?

Picture yourself in a situation wi’wr;l_:'.rt:-':wl luf;';rml?“tﬁﬁ'-'rr fram that af anather person.

For each of the following 30 statements, choose either A or B {with a cirele) as the one
whieh hest describes how you would respond. Semetimes neither the A ar B statentent
ix typical of your response but iry to choose the one that would seem maost likely to be
your instinetive response in that sitiwation. Only you will see the finished exercise,

I. A There are times when | let others iake responsibility for solving the prablem.
B “Rather than negotiate the things on which we disagree, [ try to stress those things upon
which wa bath agree.

2 @ [ try to find a compromise solution.
B 1 attempt to deal with all of his and my concerns.

3, | am usually firm in purauing my goals. . :
| might try to seothe the other's feelings and preserve our relationship.

d. A 1tryto find o compromise solulion.
| sometimes sncrifice my own wishes for the wishes of the other person.

5 A lconsistently seek the other's help in working out a salution,
@ [ try 1o do what is necessary to avoid useless tensions,

b, {B) I iy 1o avoid ereating unplensantness for myself.
I 1 iy to win my position,

i @I try to posipone the isgue unttl [ have had some time o think it over.
| give up some points in exchange for others.

8. @! am usunlly firm in pursuing my goals,
B [ attempt to get all concerns and igsues immediately out in the open.

i | feel that the differences are not always worth worrying abou,
| make some effort to get my way.

16} | an e in pursing my gunlu.
I try to find n compromise solution.

11. A | attempl to get all concerns and issues immediately out in the open,
@I might try to soothe the other's feelings and preserve our relationship,

12. A | sometimes avoid taking positions which could create controvarsy.
@:}I will let him have some of hig positions if he lets me have some of mine.

13.(A)1 propose a middle ground.
| press to get my points made,

Souree: Renneih Thamas & Ralph Kilag (1976,
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Thomas/Kilman Conlliet Mode Instrumaont

14.(A) ] tell him my ideas and ask him for his.
3 1y to show him the logic and benefits of my position,

15,(A) I might try and soothe the other's feelings and preserve our relationship,

B iy to do what is necessary 1o avoid tengions.

16. A [try not to hurt the other's feelings.
I try to convinee the other person of the merits of my position,

17.(A 1 am uaually firm in pursuing my goals,
B Ty to do what is necessary to avoid useless tensions,

18, A If it makes the other person happy, | might let him maintain his views.
(B) I will let him have some of his positions if he lets me have some of mine,

19 A Tattempt to get all coneerns and issues immediately out in the open,
@I try to postpone the issue until | have had time to think it over,

20.(A) 1 attempt to immediately work through our differences,
B Itry to find a fair combination of gains and losses for both of us,

21.(A) In approaching negotiations, | try to be considerate of the other person's wishes.
B I always lean toward a direct discussion of the problem,

22 I try 1o [ind a position that is intermediate between hig and mine.
I nasert my wishes.

23.@ I am very often concerned with satiafying all our wishes,
B There are times when | let othera ke respongibility for solving the problem,

24-(% If the other's position seems very important to him, 1 would try to meet his wishes,

[ try to get him to seitle for a compromise salution.

25.0A )1 try to show him the logic and benefits of my position.
In npproaching negotiations, | try to be considerate of the other person's wishes,

Eﬁ.(ZOI propose a middle ground.
B 1am nearly always concerned with satiafying all our wishes,

3?.@1 sometimes avoid taking positions which could create coniroversy,
B If it makes the other person happy, 1 might let him maintain his views,

28. ()1 am usunlly firm in pursuing my goals.
B 1 usually seek the other's help in working out o solution,

1‘1.@ | propase a middle ground.
B I feel that the differences are not always worth worrying about.

0L A} ry not to hurt the other's feelings.
I always share the problem with the other person so that we can work it out,

Sourco! Kannath Thomas & Ralph Kilman (19763,
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Thomnps/Kilman Confliet Mode Tnstriament

Your scores on the_lﬁ styles for handling conflict

Mo set of scores will ever describe you perfectly, They provide n-way to talk about your mast

preferved and least preferved siyle Tor handling conflict <about your conflict comfort zone, You

do not always approach things in exactly the same way; but neither do you try something
different each time. You starting point for managing eonflict tends to be your comfort zone,

Transfer your score from the 30 questions lo this sheet by eireling the A or the B letters below

that you cireled on each question. Then add up each column o get a score for each style.

Competing Cooporating | Compromising Avolding Accommodniing
{forcing {prablem {shnring) iwlthilrawal) inmanthing)
salving) e
| . A
2 B (A}
3 A - (B)
4 A
5 : T -
Ho B A
7 B CA)
8 (A B
9 (i - A
10 A (n) .
11 A (B
12 - (B A
13 H - {A)
14 B A
5 - B [09]
1—ﬁ-n-—— CE'-) e A
17 A) 2
E (B A
14 A E 3 :’ I
20 (A B .
2 - B (A
22 B A
23 @A) . B
24 - (B A
25 (A . - B
26 B LAS |
27 A B
28 AD B ) . —
74 A E]
3{.} — B i mre {r—k
B Competing Cooperating Compromising Avililing Aceommulating
c | 3 | 4 | s | M

Soweel Kennath Thanns & Hulph Kilman (1976).
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The maximum score for any style is 12 and the total aggregate score
is 30. A score of more than é on any style would indicate a
preference for that mode, while a score of less than 6 would indicate
relative neglect,

This is only a ene-point-in-time measure of your reaction to conflict situations and should not be taken as
having great valldity. The best way te use it Is to sae It as a corroborative device far yeur ewn perception
of your preferred style.

FOLLOW.UP
You need practiea and application If you are to develop your skills in resalving conflicts,

¥Wa may be better managers if we accept that conflict and ‘politics’ are part of arganiaational life, rather
than symptems of arganisational ill health = though there may be a difference between construetive and
destructive conflict and politics.

A8



A,

Uses:

Competing

When quick, decisive action is vital, e.g. emergencies

On important issues where unpopular courses of action need implementing, e.g.
cost cutting, enforcing unpopular rules, discipline

On issues vital to company welfare when you know you're right

Ta protect yu}lirulfnguinat people who take ndvantage of non-competitiva
behaviour

I you scored High!

Perhaps people have learned that it's unwise to disagree with you, or have given
up trying to influence you. This eloges you off from information,

Are subordinates afraid to admit ignorance and uncertainties? In mmpclitivt
climates we fight for influence and respect. This moans acting more certain and
confident than one feels. People are less able 1o ask for information and opinion -
they are less able to leam.

If you scored Low:

=

Do you often feel powerless in situntions? Are you unaware of the power you do
have, unskilled in its use, or uncomfortable with the idea of using 11?7 This may
hinder your effectiveness by restricting your influence.

Do you have trouble taking a firm stand, even when you see the need?
Sometimes concerns for others' feelings or anxieties nbout using power cause us
to vacillate. Postponing may mean delay and adding to suffering nnd/or
resentment of others,

2.



B. Cooperating
Uses:
 For an integrative solution where both concerns are important and not to be
compromised
*  When the objective is to learn, e.g. testing assumptions, understanding others’
YIOWs
=« To merge msights from different perspectives
* To gain commitment by incorporating other’s views into a consensual decision
To work through hard feelings that interfere with an interpersonal relationship.

If you scored High:

* Do you spend time discussing issues in depth that do not seem to deserve it?

¢ (Collaboration takes time and energy-perhaps the scarcest organisational
resources. Trivial problems don’t require optimal solutions, and not all personal
differences need to be hashed out. The overuse of collaboration and eonsensual
decision making sometimes represents n desire to minimise risk-by diffusing
responsibility for g decigion or by postponing action, ) |

* Does your collaborative behaviour fail to elicit collaborative responses from
othera?

#  (The explorstory and tentative nature of some collaborative behaviour may make
it ensy for others 1o disregard collaborative overtures; or the trust and openness
may be tuken advantage of. You may be missing some cues which would indicate
the presence of defensiveness, strong leelings, impatience, competitiveness, or
conflicting interests, )

If you scored Low:

# lsit hard for you to see differences as opportunities for joint gain a8 opportunities
to learn or solve problems?

* (Although there are often threatening or unproductive aspects of conllict,
indiseriminate pessimism can prevent you from seeing collaborative possibilities
and thus deprive you of the mutual gains and satisfactions which accompany
successlul collaboration. )

= Are subordinates uncommitted to your decisions or policies? (Perhaps their own
concerns are not being incorporated into those decisions or policies.)



C.

Uses:

Compromising

When goals are moderately important, but not worth the effort or potential
disruption of more assertive modes

When two opponents with equal power are strongly committed to mutually
exclusive goals - are in labour-management bargaining

To achieve temporary settlements 1o complex issues

To arrive at expedient solutions under time pressurs

As a backup mode when collaboration or competition fails to be successful

I you scored High:

Do you concentrate so heavily upon the practicalities and tactics of compromise
that you sometimes lose sight of larger issues-prineiples, values, long-term
objectives, company wellare?

Does an {:mplmﬁis on bargaining snd trading create a cynical climate of
pamesmanship? (Such a climate might undermine interpersonal trust and deflect
attention away from the merits of the issues discussed. )

If you scored Low:

Do you find yoursell 100 sensitive or embarrassed to be effective in bargaining
situations?

Do you find it hard to make concessiona? (Without this safety valve, you may
have trouble getting gracefully oul of mutually deatructive arguments, power
struggles, ole.)

U



D.
Uses:

Avoiding

When an isaue is trivial, of only passing importance, or when other more
important issues are pressing '

When you perceive no chance of satisfying your concerns, e.g. when you have
low power or you are frustrated by something which would be very difficult to
change (national policies, someone’s personality, ete.)

When the potential damage of confronting a conflict outweighs the benefits of it
resalution

To let people cool down = to reduce tensions to a productive level and to regain
perspective and composure

When gathering more information outweighs the ndvantages of an immediate
decision

When others can resolve the conflict more effectively

When the issue seems tangential or symptomatic of another more basic issue.

If you scored High:

&

Poes your coordination suffer because people have trouble getting inputs on
saues?

Does it often appear that people are “walking on eggshells? (Sometimes a
dyslunctional amount of energy can be devoted to caution and the avoiding of
issues, indicating that issues need to be faced and resolved,)

Are decigions on important issues made by defaull?

If you scored Low:

Do you find yourself hurting peoples’ feelings or stirring up hostilities? (You
may need to exercise more discretion in confronting issues or more tact in framing
1ssues in non-threatening ways. Tact is partially the art of avoiding potentially
digsruptive nspects of an issue)

Do you often feel harried or overwhelmed by a number of issues? (You may need
to devote more time to setting priorities — deciding which issues are relatively
unimportant and perhaps delegating them to others.)

L2



E.

Uses:

Accommodating

When you realige that you are wrong - to allow a better position to be heard, to
learn from others, and to show that you are reasonable.

When the issue 15 much more important 1o the other person than to yoursell - to
satisfy the needs of others, and as a goodwill gesture to help maintain
cooperative relationship,

To build up social credits for later issues which are important Lo you?

When continued competition would only damage your cause when you are
outmatched and loging,

When preserving harmony and avoiding disruption are especially important,
To aid in the managerial development of subordinates by allowing them to
experiment and learn lorm their own misiakes,

IT you scored High:

Do you feel that your own ideas and concerns are not getting the attention they
deserve?

{Deferring too much to the concemns of others can deprive you of influence,
respect, and recognition. It also deprives the organisation of your potential
contributions.)

ls diseipline lax?

{Although discipline for its own sake may be of little value, there are olten rules,
procedures, and nssignments whose implementation 18 erueial for you or the
arganisation. )

If you scored Low:

Do you have trouble building goodwill with others? (Accommaodating on minor
issues which are imporant 1o others are gestures of goodwill,)

Do others ollen seem to regard you as unreasonable?

Do you have trouble admitting it when you are wrong?

Do you recognise legilimaie exceptions to rules?

Do you know when to give up?

u=






COMMUNICATION EFFECTIVENESS QUESTIONNAIRE

1. | maintain good eye contact and give people my full attention

Raroly

) -] Ooocasionally

Somaotimos

Froquently

Alwaya

W

2. | smile warmly at people when they appear to want to talk to me

Raroly

Occasionally

Somotimes

Fruq'u ently

Always

v

3. |let people finish what they are saying without interrupting

| Rarely

I

Rarely

Occaslonally Somaetimes Frogquantly Always .
v
4. | show genuine interest when people are talking to me
Occasionally _Bnmltlm;ll - Fraquantly Alwaya
¥

5. | encourage people to speak their minds openly and share concerns

Raraly

Occasionally

Somatimos

Fraguantly

| Always

v

6. | appear in the right frame of mind for all important discussions

| Rarely Occaslonally Somatimes Fraguantly | Always
|_ v
7. My body language is conducive to attantive listaning
Raraly Occasionally Sometimes Frequently Always
v
8, |listen enthusiastically and positively
Rarely Occasionally | Semetimes Frogquently Always
v

9, | do not trivializse the ideas or views expressed by other people

Rarely -

Occaslonally

Somotimes

Frequently

Always

Ly



10. | am ealm and patient in eonveraation and discusslon

Raraly Oceasionally Sometimes Froguently Alwaya

11. | am wall prepared for meestings

Rarely Occasionally | Somotimes Fraquently Always
v

12. | avoid making the other person feel as If they are being interrogated

Raraly | Docasionally Sometimes Fraquently Always

13. | communicate feelings as well as ideas and facta

Raroly Occasionally | Sometimes | Frequently Always
7

14. | apeak up when | am confused or unsure

Rarely Occasionally | Sometimes Fuqul{:ﬂv | Always

15. | summarise what | have heard to make sure | have understood clearly

E_Igrilv B Ocoaslonally Somatimos Froguantly Always
¥

16. | give people time, attention and encouragemant so they can get the message

Across
Rarely Occasionally Somatimes Fraguently Always
¥
17. | communicate clearly when glving Information and instruction
| Rarely | Occasionally | Sometimes Froguently Always

18. | openly demonstrate that | appreciate feadback from other people

Raraly Occasionally Sometimes Frequently Always
v




19. | do not insult or demean the other party when offering critical comments

Rarely Occasionally | Sometimes Froquently | Always
20. | am able to get complicated ideas across cloarly

Rarely Occasionally ﬂ_ﬂhmﬂlmnl Frequently Always
P - DL LD ALY - f

21, | dellver my communication at a pace and way that is comfortable for others

T

Raraly

Occasionally

Samotimas

Froguantly

Always

v

22. | demonstrate that | am halpful and genuine In conversations

Raraly Occaslonally | Sometimes Frequently AIWI!.PIJ
23. My written communications are clear and concise
Raraly Occasionally | Sometimes | Frequently | Always
¥
24, | keop overyone informed where appropriate
Rarely Occaslonally | Sometimes Fraquontly Always _
¥

Please provide any further details on what | do wall;

| communicate well with internal and external stakeholders, | show
genulne Iintarest and listen to what people are saying individually and
within team / group settings. Effective communication is essential within
the HR profession and | will continue to use my communication skills
efficiently and effectively throughout my HR professional career.

Please provide any further detalls on what | could do better:

| need to be more confident and speak up w'ﬁan | am confused or unsure.

Thank you for your time

s
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