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Introduction
Before completing the following 5 activities, I completed several questionnaires to find out what type of manager I am and what skills I have and use more regularly when dealing with individuals.  This information helped when completing these activities.
The questionnaires are as follows, with screen prints of each
· Communication style questionnaire – designed to help you assess your preferred communication style.  It was found that I have an assertive communication style which means that I can express my needs without violating the needs of others
Figure I1 – results of communication style questionnaire
[image: ]

· Learning style questionnaire (Honey and Mumford) – To find out my preferred learning style.  It has been found that I am a reflector who likes to ponder experiences and observe them from many different perspectives








Figure I2 – Honey and Mumford learning style questionnaire
[image: ]

· Belbin team type questionnaire – to identify your preferred role within a team.  My overall points marked me as a specialist in my role. Specialists pride themselves on acquiring knowledge in their subject area and offer rare skills which are often essential to the successful operation of the team.
Figure I3 Belbin questionnaire
[image: ]



Title: LO1 - Understand the components of a specific HR career development programme
Activity 1 personal statement
My current programme of study is CIPD level 5 diploma in applied HR.  This is an intermediate level of the Human Resources and Learning & Development qualifications awarded by the Chartered Institute of Personnel and Development (CIPD). It is a fully funded Higher Apprenticeship in Human Resource Management (HAHRM) qualification which is equivalent to an Undergraduate Level i.e. equivalent of second year university course.  

The course is part time, running over 2 years and is made up of blended learning i.e. class-based learning and work-based learning which encourages theory to practice. To access this course, you must also be in a working environment, which requires a high level of time management and encourages self-development in your own time.  There is an assessment included at the end of each topic to ensure that the topic has been understood. The blended way means that it combines personal, professional, and academic development of students. Class based learning is via monthly workshops for half a day (the course is usually run as a full day, however due to the Coronavirus pandemic, it has been cut to half a day) see Figure 1.1 for the class timetable.  The course is being delivered by the University of Wales Trinity St David and in conjunction with Coleg Si Gar.  I have organisational support in the form of a workplace mentor who is my workplace manager (Rob Davies – Finance Director).  Rob is there to give me workplace advice and support when I require it.  CIPD also offer support resources which can be found on the CIPD website such as professional development resources, career services and supporting HR as a profession.

As mentioned, this is an apprenticeship qualification which is an agreement between my employer (Mono Equipment) and the university through the apprenticeship levy.  I also have a contract requirement with my employer to complete this qualification.  The qualification involves regular meetings between my employer and the College to ensure that the criteria of the apprenticeship levy is being followed.  There is an attendance criteria for this course which is 80% to pass the qualification.  There are also administrative requirements and obligations for this course which is set by Welsh Government such as personal identification, previous qualifications and WEST tests (maths, English and IT).  If students require extra help or additional learning support, the college offer assistance through Access for Work or by talking to your tutor and student services.

The level 5 course assists learners to become members of the CIPD which enables students to get the full benefits of resources such as access to their sources and library materials.  Upon completion of this qualification, students become Associate Members of CIPD.  This qualification is internationally recognised and is well known within the world of HR.  There are numerous modules which explore Human Resource Management thus helping to develop different techniques, manage every-day issues and progress careers.  Coursework is submitted via Turnitin and involves several different sources such as work-based projects, research projects, case studies and a skills portfolio. 

Level 5 is a 90-credit qualification with 16 units in all.  The 16 units consists of 5 Core units (worth 26 credits), 6 knowledge-based units (worth 24 credits) and 5 competency-based units (worth 40 credits) see figure 1.2 for the programme structure and figure 1.3 for the level 5 units.  There are several lecturers two of whom are Julie Thomas and Rachael Jones, who have issued contact details in the event of any queries or issues.  The programme manager is Julie Thomas; Julie has contacted the students before starting the course.  A member of academic staff has also been assigned to me as the first point of contact for support issues.  As part of the apprenticeship with the Welsh Government, the member of support staff i.e. Carola Platz, contacts both the student and employer to ensure that a regular review is carried out thus ensuring that all is ok with regards to the apprenticeship study for both parties.  

Students attend an induction and are issued with induction slides and information required for full enrolment and what materials need to be sourced.  We have been issued with a study handbook from UWTSD, which provides students with information on our study programme and explains what can be expected from the university during the course (see Figure 1.4).  Within the handbook, there are several informative materials such as information on academic plagiarism and misconduct, the Student Code of Conduct, organisational procedures, Library and learning resource and complaints.  The University provides each learner with its Codes of Conduct at the start of the course, which are to be followed for the duration of their studies to ensure a safe and inclusive learning environment for each student (see figure 1.5).  
The Student Code of Conduct explains the basic principles of how the University expect students to behave and how they can fulfil their learning potential.  It talks about misconduct, disciplinary offences, property damage, bullying, fraud, and behaviour that causes serious damage to the university’s reputation and what sanctions may be applied with poor behaviour such as expulsion or warnings.  This document outlines exactly what is expected from its students.  The Student Charter forms part of the student Code of Conduct.  This document explains what is expected of students, what students can expect from the University, what is expected from the student union and any collaborative partnership institutions.  The Student Charter document is reviewed each year and is validated by the University.

 There is a college library which can be accessed through the Hwb or at the university where learning resources can be found.  The Hwb contains a dashboard with various apps such as helpdesks, student guides and Moodle to help with the CIPD and university journey. 


Figure 1.1 – class timetable[image: ]
Figure 1.2 – Programme Structure
[image: ]





Figure 1.3 – Units for level 5
[image: ]
Figure 1.4 – Study Handbook
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Figure 1.5 – Students Code of Conduct[image: ]


















Figure 1.6 - Induction Questionnaire
Induction Questionnaire
Diploma in Applied Human Resources
September 2020
	
	Question
	Answer

	1.
	When, where and at what time will the course be delivered?
	Once a month for half day in the morning at UWTSD Carmarthen campus

	2.
	How many modules form part of the programme?
	16 modules

	3.
	What are the term dates for this year?
	September 2020-December 2020
January 2021-March 2021
April 2021-July 2021

	4.
	What is Moodle?
	VLE – Virtual learning environment where each module and college information is located

	5.
	What is Eduroam?
	The campus wireless network

	6.
	What is Turnitin?
	Where assignments are submitted on-line

	7.
	Do you know when you are required to hand in work?
	Yes, both the tutor and Moodle inform us


	8. 
	What are the core texts for this programme?
	Studying HRM, Stephen Taylor – Lizard book plus the Zebra book


	9. 
	Do you know how to access the library catalogue?
	Yes

	10. 
	Do you know who to go to if you have a question/concern about the course?
	Yes - to your tutor or to support staff – Carola Platz


	11. 
	What is the name of the Training Adviser?
	Carola Platz

	12.
	What is the name of the course lecturer?
	Rachael Jones

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

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

	15. 
	What support is available for study skills?
	Library, CIPD, Student Services, Assessment guidance


	16. 
	Do you know where the fire-exits and first aid points are for the building?
	Yes

	17.
	How many credits is the programme?
	90 credits

	18.
	What is the length of the programme?
	2 years

	19. 
	Do you know where to find the student handbook and timetable? Where?
	Yes – within Moodle on the first tile

	20.
	What academic level is this qualification?
	Level 5 – second year university



Name: Laura Daniel
Signed: [image: ]

CIPD Membership Number: 42646234
Signature of Lecturer:  [image: ]
Date: 5/11/2020























Activity 2 – Written report on the HR Professional Map
Introduction
The role of a HR professional is often varied, consisting of several areas such as professional ethics, service delivery, people resourcing, reliability and one of trust.  
To assist the role of HR, the CIPD have developed the HR Profession Map (HRPM) and describe it as “the building blocks of effective people management practice”.  The map is a tool which shows how the HR function can benefit and show value within an organisation and covers a range of the behaviours, skills and knowledge required for HR professionals. 
The map is not only used for self-development but also as an aid to achieve the highest of levels of capability within a business from the HR Director to a HR beginner and looks at how current and future development can be improved.  The aim is to help all those who work in HR to share the same principles and values and lead professionals into making better decisions.  
The map was introduced in 2009 and launched in 2013 and continues to be relevant.  This report is based on the 2013 map, however the CIPD are in the process of rolling out a New Profession Map for those individuals who wish to concentrate on their own Continuing Personal Development (CPD) now. 
The HRPM is divided into 3 elements and shown below: 
· Ten professional areas describing what professionals require in HR.
· Eight behaviours describing how HR practitioners need to behave when carrying out work activities.  
· Four bands and transitions of professional development detailing how to develop the HR role from one band into the next.
[image: ]
Figure 2.1 HR Professional Map

Findings

There are 10 professional areas within the HRPM. Within the centre of the map are 2 core areas know as Insights, strategy and solutions and Leading HR, both are relevant to all levels of HR professionals.  These two areas support the direction of the HR profession and are the foundation of growth to any organisation. 

Insights, strategy and solutions assists organisations by developing an understanding of its background to help meet both current and future requirements e.g. researching relevant articles in books/internet to help understand HR practices across different areas.
Leading HR is about acting as a role-model, enhancing the influence that HR makes through its own efforts and by giving support to other departments e.g. providing advice based on current policies and best practice.  

The remaining 8 professional areas are: 
Employee Engagement – Enhance the link between the business and its employees, ensuring employees are motivated therefore offering more towards the business objectives.

Employee Relations – Ensuring the relationship between the employee and organisation is managed suitably in-line with its culture, current policies and within employment law.  

Service Delivery and Information – Ensuring there is a focused delivery from HR to all its customers from when employment starts until it ends.  

Organisational Design – Ensuring over long and short term, the business delivers maximum effect.
 
Organisational Development – Identify requirements of employees and the business and ensure support towards all processes to aid with the organisations culture and to reach its goals.    

Resourcing and Talent Planning – Ensuring the correct resources and employee talent to reach business objectives.  

Learning and Development – create employee and business competency to ensure that planned requirements are met. 

Performance and Reward – Ensuring the organisation creates a reward scheme for employees who achieve above and beyond expectations whilst ensuring the reward schemes are cost effective and fair. (CIPD, The CIPD Profession Map, pp. 9-13) 


There are 4 bands/competency levels which accompany the above 10 areas.  These bands highlight the progression of roles from the more junior position to most senior.   
· Band one is for those delivering the necessities of HR such as providing data and information and offering support e.g. Someone new to HR or a HR administrator.
· Band two is an advisory level where the individual can evaluate HR issues and provide solutions to stakeholders e.g. an HR advisor.
· Band three professionals can lead their teams and challenge any decisions whilst providing alternatives where required e.g. HR consultant.
· Band four is often of a leadership role where development of the HR function occurs and leading the team e.g. senior HR leader.

Within the HRPM, there are 8 core/general behaviours that identify how experts should fulfil their roles to ensure their business achievements:

1. Curious – The CIPD define 'curious' as: "Is future-focused, inquisitive and open-minded; seeks out evolving and innovative ways to add value to the organisation”. Being curious means asking questions about the business’s customers; perhaps, going out with one of the sales team to meet some of them face to face.  HR professionals need to understand the business as well as its customers. 
2. Decisive Thinker – Has the ability to interpret data and information quickly.  Having the ability to make a quick decision is imperative e.g. in disciplinary meetings when deciding what is right or wrong in line with current policies.
3. Role Model – Where HR professionals always lead by example and keep impartial.  E.g. being confident enough with their own ability and experience to mentor people who are more junior to them. 
4. Skilled Influencer – Practices being influential to receive support from all interested parties e.g. being responsive to any feedback that has been received 
5. Courage to Challenge – Speaks up and shows confidence when required e.g. in situations where there is a particularly difficult employee, HR professionals keep their emotions in control and challenge the situation calmly and rationally.
6. Personally Creditable - Being professional by combining HR and commercial knowledge e.g. Being trustworthy, without this, the HR function would not be respected within the business
7. Collaborative – To operate efficiently, the HR function should be able to work with employees in all departments e.g. when addressing the needs and concerns of the workforce, HR have the tools and knowledge to assist managers who are well positioned in their own departments.
8. Driven to Deliver – Carrying out what is best for the organisation by achieving the best results possible - this demonstrates resourcefulness and strength of character e.g. when leading HR projects. 

Conclusion
The HRPM can be used for several different reasons when working in HR e.g.
· Interview planning
· When looking for a new career
· Learning about the HR profession
· Personal development planning
The map can also assist organisations by:
· Identifying which areas of the business requires development
· By focussing on improving organisational behaviours
· By bringing to the forefront what skills are required for an organisation to succeed
The map benefits not just the HR professional but also the business in which they work by providing individuals with the knowledge and skills needed to complete their roles to the best of their ability.
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Activity 3 – Collect and present a range of work-based evidence 
Personal Statement
Work-based projects often make up a large part of the HR role.  These projects can vary in duration and the amount of planning required.  Examples include training, Furlough leave or redundancy.  According to Taylor and Woodhams, 2016, there are five steps that can be followed when carrying out a project:
· Initiation – where the project is defined
· Planning and design – where more detail is given
· Execution – where the plan above is put into practice
· Monitoring and Controlling – where the project is monitored and corrected if any issues are identified
· Completion – where the project is evaluated and issues encountered are corrected.
A recent project that I have solely managed at Mono Equipment is implementing a training plan for our production supervisors and lower tier managers.  The purpose was to help strengthen the management structure and help supervisors to be more efficient and understanding when dealing with their teams.  
Initiation 
Upon joining Mono Equipment, I noticed there was a skills gap within our production supervisors and lower tier management roles.  Supervisors had been in their roles for several years and did not have the necessary supervisory training to help manage their teams effectively.  Mono Equipment has a history of promoting from within the business without providing employee training.  This occasionally had a negative impact on employees e.g. lack of communication and structure, sometimes bullying behaviour, lack of employee engagement and disruptive behaviour.  
I spoke to the Production Manager regarding my observations and used the pros and cons problem solving technique e.g. pros were engagement, productivity, litigation protection and employee retention, which could in turn make his own role more productive. The cons were the time it would take to fully train individuals and supervisors having to take time out of their working day to complete the training. He agreed that formal training was required.  Other problem-solving techniques are 5 Why’s, brainstorming or the Fishbone Diagram.
Planning and Design
Months later, I arranged for TLC training to attend site for further discussions, they run several courses under the apprenticeship Levy which we pay into each month (figure 3.1).  
It was identified that we required 5 supervisors and 1 lower tier manager to complete an ILM management course, I arranged a meeting with each of them to discuss the outline of the course, unfortunately, they didn’t think the training would be beneficial.  After explaining how much the course will assist them and the level of support they would receive, they all agreed apart from one supervisor who was reluctant to sign up due to his last exams being in 1973, however after a separate conversation listening to his concerns and offering support, I gained his trust and persuaded him to start the training.    
It was agreed that the ILM level 2 supervisors’ course and Level 3 Mangers course would be suitable (figure 3.2+3.3) and the tutor would come to site once per month to spend time with each delegate.  I was informed that as part of the apprenticeship, each learner would need to complete Essential skills qualifications in Maths, English and IT (figure 3.4).  These tasks would be carried out in the first week along with a student induction.
I completed all relevant paperwork on behalf of Mono equipment and assisted the delegates with theirs.  I made time in my diary each month to spend with the tutor and to offer support. 
Execution
Once agreed by TLC and Welsh Government, a commencement date was decided.  I was the main contact between TLC and Mono Equipment, all correspondence with regards to queries or visit dates would come through myself and I would feedback to the team.  I arranged to have computers set up in a spare room which acted as a training room specifically for this course so students could get the required space to complete their work.
I arranged calendar reminders on their e-mails for any tutor visits and carried out a full H&S induction for the tutor during her first session. 
Monitoring and Controlling
Throughout the course, I met up with the tutor and kept in communication with her to ensure that each student was keeping on track.  If the tutor had queries or concerns, she would contact me so I could relay the information to the delegates.  Regular attendance was part of the criteria for this course so I would ensure that they attended each session.  
Unfortunately, when students were 4 months into the course, the tutor resigned, TLC were not responding to any phone calls or e-mails and I made the decision to withdraw training (figure 3.5).  I immediately started looking for another provider so the delegates would not loose motivation, unfortunately it took a few months to start up the training again and the delegates were disheartened about restarting.  After much deliberation with the new provider (Aspiration Training), students could start where the last tutor left off. 
After 6 months, I arranged a formal review meeting with Aspiration to ensure that students were progressing and to make any changes where required.
Completion
This course took a little longer to complete than anticipated due to the issues encountered and took around 18 months. All students completed the course and were very pleased with their achievements, especially those who required a bit more persuading at the start.  
As students had persevered with the course, it was agreed that instead of students receiving the certificates in the post, we would present to each of them during lunch time and included a buffet.
Before completion, I was informed by Aspiration that due to the level of support Mono had provided to employees, they were nominating us for the Apprenticeship Awards Cymru (figure 3.7).  The tutor also informed me that she had put us forward for an employer’s award (figure 3.6).  Unfortunately, we did not win but the students were very pleased to have been nominated after all their hard work.
A feedback evaluation form was submitted online.  I can personally see the confidence it has given our employees and how it has influenced how they interact with their teams.  We are now looking to complete the next level of training.
A lesson that I have learned from this project is to thoroughly research any potential training companies and where possible ask for references.  A Gantt chart may also benefit as a project tool as this could have helped students keep track of their workload.  
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Figure 3.1 – e-mail from TLC training initiating contact
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Figure 3.2- Management Level 3 criteria
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Figure 3.3 - Team Leading level 2 criteria[image: ]

Figure 3.4 – West Test confirmation
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Figure 3.5 – Withdrawal letter 
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Figure 3.6 – Nomination from tutor
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Figure 3.7 – Nomination from Aspiration
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Activity 4 - Be able to work collaboratively with others, as a member of a team or working group
Introduction
Team dynamics are important for any HR professional, it gives an insight into how a team operates, their behaviours and how best to lead them.  It is the way in which a group of people interact with one another, this could be in in a professional or personal setting and could be in a group of around 3 to 100 or more people. As a HR professional it is important to understand team dynamics as it can give a greater understanding of what motivates and hinders the team’s achievement.  This can assist HR in their decision making and help to create a more positive and content workforce. 

Findings
Working collaboratively is part of good team dynamics and is a core behaviour within the HR Profession Map.  The HR department must work effectively with everyone both from within and outside the business and require effective communication and conflict resolution between the diverse team.   Having a diverse company is often positive for the business, however, can also be a weakness as it causes confusion or irritation between its members. A range of people make up a company from different ages, genders and skills or agendas and are often influenced by power, leadership and communication (Rachael Jones 2020).  Kurt Lewin states that people can take on distinct roles within a group which effects the behaviours and dynamics of others. 
Poor teamwork can be at a detriment to businesses such as lack of motivation, poor productivity among other things.  Whilst good teamwork enables the workforce to work more efficiently that could lead to greater profitability, greater performance and often reduced costs.  
[bookmark: _Hlk58524665]Huczynski and Buchanan 2010 state that “teams can take many forms in our organisations” these organisations are advice e.g., quality control, action e.g. negotiating teams, project e.g. research teams and production e.g. assembly teams.
There are some well know theories of team dynamics such as Belbins theory of team roles and Tuckmans (1965) theory of team development.  Tuckman’s theory explains the behaviour of group members with dynamic characteristics and is a good theory to describe how team members adjust and adapt within a group.
[image: See the source image]
Figure 4.1 – Tuckmans model
There are 5 stages to Tuckmans (1965) model: -  
Forming – When the group first meet, members have no bond and each person learns to work with each other.  At this stage, members are usually positive, polite and excited about the group.  As a HR manager, your role here is to let the team integrate.
Storming – Teams effectiveness at this stage is sometimes strained. This is the stage where some teams break down due to individuals challenging other roles.  A HR manager should identify the teams working styles that work best together and work on this.  
Norming – Where the team starts working effectively and now that their roles have been identified, start to work efficiently.  The behaviour of individuals changes i.e., appreciate strengths of others, ask each other for help and provide constructive feedback.
Performing – Where you see the maximum effects of the team.  Any issues have been resolved and the team is fully integrated and involved in projects.  During this stage, a HR manager can start to focus on other areas of work.
Adjourning (which was added in 1977)- Where the project comes to an end.  This could be through the end of the project, employees moving onto a new role or due to organisational changes. 
Although business’ work best when the team are in unity, there are some individuals that often act for themselves instead of the company.  This is called ‘Business/organisational politics’, which can often turn into office gossip. Employees who indulge in this behaviour often do it to tarnish another’s reputation to gain their own advantages. Managers can sometimes do this and misuse their power to gain popularity within the workplace and perhaps influence weaker individuals.  Horn 2009 states that politics are “taking a particular view or position with the intention of personally gaining from that position”. Although politics is often seen as negative, when used effectively, it can sometimes help the company meet its strategic goals and values, especially during organisational changes as managers can use it to their advantage to influence decisions.

Negative politics can affect the relationship between individuals, friends can turn into rivals and people stop helping and most importantly trusting each other.  This can often lead to a negative feel at work, change in employee attitude, manipulation of information or decrease in business productivity due to employees not being able to concentrate on anything else.  

Some examples include:
· Employees wanting to stand out without putting in hard work. Employees can paint a negative image of their workmates for them to have the limelight with their managers.
· Personal relationships.  When friends and family work together, it is sometimes difficult to separate professional and personal relationships.  Friends/family can sometimes take advantage of this to tarnish others within the business knowing that the manager will trust the friend.  
· Jealous employees would not want others to do well, therefore sometimes indulges is nasty gossip and criticism leading to politics.

A well-defined organisational structure and transparency of goals will benefit all employees, Good policies and procedures can also help with control and regular interaction between management and its employees are important so grievances can be sorted immediately.  Meetings should be two way, so employees are encouraged to have their input so that management are not jumping to any conclusions when making decisions. 
With a lot of employees currently working remotely and not having face to face contact with others, politics within the workplace can feel more prominent.  Employees can feel left out and start listening to office gossip.  For this reason, it is important that managers keep in regular contact and adapt to this new way of working before politics gets out of hand and starts to become a detriment to the company.  

Conclusion
Team building can sometimes be enjoyable but also difficult and can occasionally take time for employees to find their position.  Communication has a vital role within teamwork and hence, managers should always make sure to establish processes and structures, earn trust, and resolve conflicts for a team to work effectively, which should have a positive effect on any office politics. It is important for employees to work together to deliver their level best with management always leading by example.
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Activity 5
Be able to apply CPD techniques to devise, implement and review a personal development plan 

Introduction
This activity contains a self-assessment of the CIPD HR Professional Map (HRPM) 2013.  The self -assessment guides HR experts through several professional values that can help to lead to better decisions when faced with certain situations.  From this self-assessment, I will identify my professional development needs based on band 2 of professional competence and incorporate 2 professional areas and 2 behaviours.  I will then base my learning plan on these findings where development is required.

Findings
Continuous Personal Development (CPD) is important for everyone, not just those in HR.  It ensures that with the ever-changing environment, learning is progressed in a structured way that is practical for all individuals to improve standards, knowledge and skills no matter what industry they work.  Madden and Mitchell (1993) state that CPD is “the maintenance and enhancement of the knowledge, expertise and competence of professionals throughout their career according to a plan formulated with regard to the need of the professional, the employer, the profession and society”. Certain professional bodies require annual CPD to ensure that individuals are keeping track of their progress and the changes that can occur in their expert area (e.g. Law society).  The CIPD Map assists with CPD by identifying what extra training can be undertaken to reach the next level and your employment goals. 
There are several sources that assist with CPD such as networking events, CIPD events, formal studies, work shadowing and literature, basically any environment where something new has been learned.
There are 7 stages of the CPD cycle that assist us to reach our goals.  These stages are:
· Identify – where you want to be
· Plan – tow can you get to where you want to be
· Act – on your plan
· Reflect – upon your experience
· Apply – Translate theory into practice
· Share – what you have learned
· Impact – measure the overall impact

The above steps will be completed during my studies; however, a personal development plan will be included at the end of this activity which outlines a plan on how I will get there.
I am a HR manager for a manufacturing company and the sole person within my department.  I am a generalist and am required to cover all aspects of the HR function.   There are certain areas where my band in the HRPM was higher than others, this is since I partake in this work often.  Even though I am a generalist, there are certain areas of HR that I do not cover very often due to the needs and requirements of the business.
The below student self-assessment was completed on 14th December 2020.  It highlights my areas of strengths and weakness and identifies that there were certain areas where I exceed band 2 in professional competence and areas where further learning and development is required.
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Figure 5.1 – self assessment of HRPM
There were several areas identified for development some of which are:
Insights, strategy and solutions - This core area is about developing knowledge and understanding of my company which will help to meet the needs of the business.  I have worked for my company for just over three years, most of my time to date has been firefighting, writing procedures and understanding its employees and culture (building up the HR role as there wasn’t a structure in place previously). 
The gaps identified in this area are: 
· Networking with specialist colleagues and experts to understand trends and innovations in HR
· Developing HR solutions that address organisational risks and opportunities
· Evaluating the impact of HR programmes and projects
· The organisation’s performance (including financial performance)

I believe that as my time progresses with in the business, my understanding will grow and now that the groundwork is in place, I will have time to spend time with other senior colleagues to help understand the business and its strategy further.  Ways this can be completed include reviewing business trends (look at cyclical reporting from the past few years), understand the financial position (speak to the finance team), networking more with those from other sites (find out what happens at other sites within our group) and spend time researching relevant publications for ways that could improve the business and its performance.  
Organisational Design – This area is about being able to explain the company culture, structures and process and its associated impacts, risks and priorities.  This area overlaps slightly with the previous as with the conversations with the individuals in the previous point, I will be able to understand how different levels and departments interact with each other.  To help understand the organisational design better, I could benchmark against other organisations within a similar industry to identify where our processes stand against others.  A SWOT analysis of the organisational processes will help to identify any systems that require monitoring further.  I could also evaluate the impact on performance with teams I have previously worked with.  This should identify if this change has had a positive or negative impact on performance.
Personally Credible – This area is about combining commercial and HR expertise to bring value to the organisation in that of the stakeholders and of peers.  The gaps identified here are being able to draw on theoretical and practical HR expertise to address issues and opportunities.  Here, I could get some feedback from my manager on a development area to focus on and gain knowledge to better myself by researching that area further.  I could also pick an area of my work where I am less comfortable e.g. management skills (as I do not manage any staff) and research this area further in the hope to gain confidence and stretch my existing skills.

Conclusion
CPD is an important tool to improve and enhance your current knowledge. CPD is ongoing and for professionals should be completed regularly to keep ahead of any changes within the profession.  
There are several areas identified for my own improvement.  Upon reflection, although I have been in this profession for several years, I have always worked in a sole generalist role without a HR team to work with.  Although this has enhanced my knowledge of HR, I think it may also have hindered me as to be a good manager, you must manage staff to be able to get feedback and share issues with others.  This is something that I will think about in the future. 
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Figure 5.2
	NAME:
	Laura Daniel
	MEMBERSHIP NUMBER:       
	42646234

	COVERING THE PERIOD FROM:
	December 2020
	TO:
	May 2022



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

Planned outcome

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

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

	
Build relationships with colleagues outside the business to broaden my HR knowledge
	
Attend networking events or CIPD on-line communities to get involved in discussions and share knowledge
	
Access to CIPD forums via the internet and keep up to date and attend networking events

	
Having attended several events and have gained some networking contacts

	
December 2021

	
Evaluate the impact of pending HR programmes and projects.  What is the feedback given





	
Undertake a training session on Equality in the workplace with supervisors and managers and evaluate any outcomes
	
Supervisors time to undergo this training session.  Online course on equality and diversity or reading material on equality
	
Employee engagement and feedback from the training.  Catch up with managers a few weeks after the initial training to see if they understand what was discussed and any questions
	

March 2021

	
Understand the organisations performance



	
Spend time with the Finance Director and Managing Director to understand the business.
	
Attend managers meetings and review business plans and annual review documents 
	
Greater understanding on the business plans of the business and ability to put HR plans in place to meet the business criteria
	
April 2021





	Increase my wider business knowledge.  Not just at Mono Equipment but business in general


Employee Engagement – how to get employees more engaged with the business



Understand the risks and priorities of the business and HR
	Read current information to ensure that my business knowledge is relevant 




Work to build up my knowledge, exposure and expertise within the area of employee engagement



Undertake a SWOT analysis of the organisation's processes, structures and systems

	Business and financial publications.
Benchmark activities to find out more information from other local companies


Reading publications, online courses and speaking to contacts for examples of what other business do. 



Other departments within the business to give input on their strengths and weaknesses

	More all -round knowledge which will assist in the future with promotions.




Happier, more productive employees.  Employees giving feedback and more forthcoming with information


A greater understanding of the risks within the business and an idea on what can be done to lower the risk
	December 2021







June 2021







April 2021
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PROGRAMMES OF STUDY
(1) CIPD Diploma in Applied Human Resources

The Level 5 Diploma in Applied Human Resources is comprised of 16 modules (units),
totalling 90 credits (QCF), delivered over 2 years. The units are grouped as follows:

[No. of units _ [Module type Credits
5 [Core units 26
6 |Group A - knowledge based units 24
5 |Group B - competence based units 40

The length of the block of teaching per unit will depend on the number of CIPD specific
credits afforded to the unit. Details of the units are supplied later on in the handbook, and
will be accessible on Moodle.

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

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

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

Students will be expected to supplement the classroom contact hours with self-directed
learning to cover reading and the preparation of assessment evidence.

CIPD-Specific Assessment Arrangements

Formative assessment is embedded throughout the course to encourage self-
development, with summative assessment at the end of each unit as recommended by
the CIPD. Details of the assessment wil be released by the unit tutor at the beginning of
the unit delivery. The range of assessment methods utilised ensuresthat all the leaming
outcomes and assessment criteria are met in a way that enhances the student's learning
experience. They should allow candidates to demonstrate a clear grasp of the concepts
and their ability to link theory to practice and to communicate clearly in the HR field at the
appropriate level. These include assignments, case studies, group and individual
presentations, blogs, work-related activities and reports. Assessment of the group B units
will be via portfolios of evidence gathered in the workplace.
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Good Morning Laura
Ihope you had a good bank holiday weekend.
That's really good news, I'd be delighted to come along to chat to you both.

1am available Thursday morning from 10.30am, Monday 8" at 2pm and Tuesday 5™ any time, let me know when is convenient for you

ook forward to hearing from you

Kind Regards
sue

Sue James
Head of Business Development for Wales
O www tic-uk.org
@ Sue.James@tic-uk.org

g 01792700611
07811215109

The Training & Learning Company

xis 19, Axis Court, Riverside Business Park,
Swansea Vale, SA7 04J
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Impact Data and Learning Ltd (trading as TL
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Click on a photo to see social network updates and email messages from this person.

Connect to social networks to show profile photos and activity updates of your colleagues in Outlook. Click here to add networks.
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. Management Level 3

N Unit 1: Manage Team Performance

1. Understand the managementof team performance

3 1.1 Explain the use of benchmarks in managing performance

B 1.2 Explain a range of quality managementtechniques to manage team performance
4 1.3 Describe constraints on the ability to amend priorities and plans

2. Be able to allocate and assure the quality of work

2.1 Identify the strengths, competences and expertise of team members

2.2 Allocate work on the basis of the strengths, competences and expertise of team
members

2.3 Identify areas forimprovement in team members’ performance outputs and standards
3 2.4 Amend priorities and plans to take accountof changing circumstances

&l 2.5 Recommend changes to systems and processes to improve the quality of work
= 3. Be able to manage communications within a team

d 3.1 Explain to team members the lines of communication and authority levels

M 3.2 Communicate individual and team objectives, responsibilities and priorities

3.3 Use communication methods that are appropriate to the topics, audience and timescales
3.4 Provide support to team members when they need it

3.5 Agree with team members a process for providing feedback on work progress and any
issues arising

Ei 3.6 Review the effectiveness of team communications and make improvements

Unit 2: Principles of People Management

1. Understand the principles of workforce management
1.1 Explain the relationship between Human Resources (HR) functions and other business
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. Team Leading Level 2

N Unit 1: Manage Personal Performance and

. Development

3 1. Be able to manage personal performance

B 1.1 Agree specific, measurable, achievable, realistic and time bound (SMART) objectives
4 that align with business needs with line manager

o 1.2 Agree criteria for measuring progress and achievementwith line manager

1.3 Complete tasks to agreed timescales and quality standards

1.4 Report problems beyond their own level of competence and authority to the appropriate
person

1.5 Take action needed to resolve any problems with personal performance

3 2. Be able to manage their own time and workload

&l 2.1 Plan and manage workloads and priorities using time managementtools and techniques
4 2.2 Take action to minimise distractions that are likely to limit the effective managementof
= time and the achievementof objectives

d 2.3 Explain the benefits of achieving an acceptable “work-life balance”

3. Be able to identify their own development needs

3.1 Identify organisational policies relating to personal development

3.2 Explain the need to maintain a positive attitude to feedback on performance

3.3 Explain the potential business benefits of personal development 3.4 Identify their own
Ei preferred leaming style(s)

4 3.5 Identify their own developmentneeds from analyses of the role, personal and team

B objectives
4 3.6 Use feedback from others to identify their own developmentneeds
| 3.7 Agree specific, measurable, achievable, realistic and time bound (SMART) development

objectives that align with organisational and personalneeds

4. Be able to fulfil a personal development plan
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All West Testing is now complete for the leamers.

Ihave arranged dates with them to come back an complete inductions onto the courses they are doing.

Dates for this are as follows:
Tuesday 11% July 14:00 Philip Evans and Robert Parry

Tuesday 18" July 08:00 Mark Challinor, Gary Fowler and Robert Thomas
Thursday 20° July 14.00 Heulwen Evans

Ihave asked Robert Thomas and Heulwen about their Certificates and suggested any questions about them they could contact me through yourself if thatis ok.

Thanks for all the coffee, see you on the 11 July.

Karen Crockett
Assessor

@ www tic-uk org

@ Karen.Crockett@tlc-uk.or
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07956 931363
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qualification so they can receive their certificate for the hard work they have put in to date. N
- In conclusion, | would be grateful f you could let me know the bestway for me to proceed with
H e Allison changing provider going forward.
g TLC training

Axis 19, Axis Court
Riverside Business Park
Swansea

SAT0A)

16" April 2018

Dear Mr Alison,

REF: Mono Equipment — Current Training

1am writing to you to complain about the service that Mono Equipmentis currently receiving from
TiC training.

Mono Equipment signed up with TLC in early 2017, we were informed that TLC had received funding
fromthe Welsh Government (in respect of the Apprenticeship Levy that was due to come in force in
the April for Leadership and Managementtraining and for this reason enrolled s Team Leaders onto
the Team Leader level2 training and one Manager onto the level 3 training. These courses are due
tofinish in June this year.

The assessorassigned to Mono Equipment last visited site on the 11* January 2018 with the viewto
come back to site on the 6% February. Afew days before the 6" February, one of our learners
receiveda phone-callstating that the assessorwasn'table to attend site and would be offfora few
weeks. There wasnoissue with this as the employees could carry on with theirwork and catch up
with the assessorin a few weeks'time.

since this phone-callto our employee, we have received no contact from TLC (apartfrom an e-mail
response from Gemma and Philippa stating they would get back to me or pass the message on), |
have called and e-mailed TLC on a number of occasions over the last few months foran update on
the situation and eachtime have been told that someone would come back to me, but never have.
My concernslie mainly with our learners as they require advice and guidance to move forward with
this qualification but have received no instruction since January. We were informed at the time of
sign up that an assessor was required to come to site every monthin order for employeesto pass

ook forward to hearing from you regarding this matter soon

Yours sincerely

Laura Daniel

HR Manager - Mono Equipment

Tel: 01792 561234
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Hilaurs,

Hope allis well with you.

Ihave put Mono forward for an employers award saying that you have been one of my best employers to work with.
A lady named Julie Shutler will be in touch with you regarding this, hope this is okay

Jacx

Jacqueline Matthews
Management, BA and CS Assessor
07583070977
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Good Afternoon Laura,
Ihope you are well. | wanted to email as we have the upcoming Apprenticeship Awards Cymru 2019 event which is now open for nominations. This is an opportunity for Aspiration Training to nominate outstanding employers for their support and dedication to their employees development.

‘With this being said | would lie to nominate Mono Equipment for the Medium Employer of the Year. I think the level of support the guys have had from yourself and their colleagues has really supported their development and I think it would be well deserved to recognise this. I wanted to see if you would
be comfortable with me nominating Mono Equipment for this award. If not please advise and there is no pressure in participating.

ook forward to hearing from you.

Many Thanks,
Emma

Emma Herbert
Business Development Adviser
Mob: 07964 912822
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