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Developing Professional Practice in Human Resources
Assessment 5CDPP 
Activity 1 - Understand the components of a specific HR career development programme

1.1 Interpret the key components of the HR development programme.
There are sixteen units that comprise the CIPD Level 5 Diploma in Human Resources, consisting of five core units, 6 knowledge based units and five competence based units. Nine of these units are to be completed in year 1, with a further seven units to complete in year 2.
Further detail on the units required in the programme, can be found on the Programme of Study Handbook – Ref 1 and CIPD Diploma Applied Human Resources Specification – Ref 4.
There are submission deadlines for each unit, which stretch out across the course of the programme. The methods of assessment for the 16 units include:
· Written responses
· Portfolios of evidence
· Presentation slides
· Written reports
· Written answers to questions
· Briefing paper
Further details of the methods of assessment can be found on the CIPD Cohort 3 and 4 Handbook – Ref 2.
Referencing is an important aspect of the CIPD Programme and it is recommended that I use the Harvard Referencing system. More guidance on the referencing system can be found on the guide provided on Moodle – Ref 5.
As part of my apprenticeship framework, I am required to complete the Essential Skills Level 2 in Communication, Application of Number and Digital Literacy. I have completed the Comms and AON previously, so I will only use my certificates as evidence, but will need to complete the Digital Literacy ESW. I completed Essential Skills Assessments for all of these programmes, at the start of the programme. – Ref 6. The Essential Skills assessments will give my tutors an idea of my basic skills levels, in case I need any further support. I am required to continually up-skill on my Numeracy, Literacy, Digital Literacy and Welsh language skills through my programme.

1.2 Explain organisational arrangements and codes of practice which underpin the programme.
This programme will mostly be delivered virtually. The Virtual Learning Environment, includes access to Moodle, which houses all the information supplied for each assignment. The VLE also includes access to student emails and the virtual Library.
I am required to attend classes, usually once a month, and sometimes these classes will be delivered virtually, due to Covid restrictions. It is essential that I attend all sessions, as per university policy.
The CIPD Programme includes 450 hours of guided learning, with self-directed learning expected to account for a large proportion of these hours. I am required to hand in all assessments, within agreed deadlines, using the Turnitin system, on Moodle.
The university expects all students to follow the codes of conduct policies, while maintaining a safe and inclusive learning environment for all students. I am expected to engage with the programme, by taking part in all group activities, attending all classes and being appropriately prepared for each class, attempting each assessment component of each module, engage with feedback from tutors and follow all health and safety regulations. Ref 7
I have read and made myself familiar with the universities regulations, including the IT misuse policy, the Non-Academic Misconduct Policy and Student Code of Conduct. Ref 8, Ref 9, Ref 10 and Ref 11.
In the Academic Misconduct Policy, there is a section related to plagiarism. It is of extreme importance that I don’t copy anyone else’s work, without proper acknowledgment and any work I use for research, should be referenced appropriately, using the Harvard referencing style. The University terms academic misconduct as ‘any act, intentional or otherwise, whereby a person may obtain for himself/herself or for another, an unpermitted advantage…’ – University Academic Misconduct Policy, Pg 2 – Ref 12


1.3 Identify key sources of programme - related information and advice for learners.
Information on the CIPD Diploma can be found on the CIPD website. This includes information on the programme, as well as general CIPD information, links to events and webinars etc and information on professional development. Ref 15
Sources of information on my specific programme can be found on University’s Moodle site. This gives me information on all the modules I am working towards, as well as general information bout the course and links to further information. This includes the online library, which has lots of links to e-books, journals, podcasts etc, as well as a source of books and textbooks, available at the onsite libraries. I can also use search engines, such as Google, to find further information, articles and blogs, to help me research towards the qualification. Ref 13
Student Services provides advice and guidance to all learners. This also includes a careers advice service, financial support, learning support and counselling services. Study skills provision is also available and topics include: developing effective study strategies planning, and writing assignments, preparing presentations, planning for seminars and preparing for exams. You can book a support session through the university’s website. Ref 14






















Activity 2 - Understand the range of HR roles and behavioural requirements of HR professionals 

The CIPD HR 2013 Profession Map
Outcomes:
· Evaluate how the professional areas and bands of the CIPD HR Profession Map define the HR profession.
· Explain why the behaviours identified in the CIPD HR Profession Map are essential to being an effective HR professional

Introduction
There are ten professional areas of the CIPD HR Profession Map and four bands. Two of the professional areas are core areas, which apply to everyone working in HR and the other eight are specialist areas, which would usually only apply to those in specific positions within HR.
The first section of this report will briefly describe how each professional area is defined, as an HR Profession and what would be expected of a professional working in this area, at the various bands (1, 2, 3 and 4).
In the second section, I will explain why the identified behaviours, in the CIPD HR Profession Map are essential to an effective HR professional.

Professional Areas
The two core professional areas are:
Insights, strategy and solutions
Broaden knowledge of the organisation and its objectives and use it to adapt approach
and find solutions to fulfil organisational current and long term goals.
Leading HR
Act as a role model for employees, making sure that the HR function is maximised by supporting and developing employees across the organisation.

The eight specialist professional areas I will discuss are:
Organisation Design
This professional will ensure that the organisation is set up in a way that will allow it to reach its short and long term goals and that structural alterations are managed successfully.
Organisation Development
Recognises capabilities within the organisation and assesses these capabilities against the overall goals of the organisation. This will enable them to design appropriate interventions, in order to improve performance and effectiveness within the organisation.
Resourcing and Talent Planning
Ensures that the organisation has the appropriate resources, including an appropriately qualified and skilled workforce, to achieve short and long term objectives.
Learning and Development
Develop the skills and knowledge of the workforce and organisation as whole, to achieve the organisations ambitions. Produce an ethos of continuous learning and development.
Performance and Reward
Build and maintain high achievement in the organisation, by implementing appropriate rewards systems, which recognise employee capabilities, skills, behaviours, experience and performance. They will also ensure that the systems they implement are current and effective.
Employee Engagement
Help build connections between the organisation and its employees, so that employees can be happier in their work and will therefore make a better contribution to the overall goals of the organisation.
Employee Relations
Ensures the relationship between the organisation and its employees is managed appropriately and within a clear outline, supported by organisational philosophy, codes of practice and relevant legislation. 
Service Delivery and Information
Ensure quality on customer cantered service delivery, by applying outstanding project management to enable well organised and cost efficient service delivery.

Professional Bands
As described above, each professional area has a part to play in the HR function. However, one’s part in the overall HR function can be further defined, using the four bands of professional competence. Each band will define what relationship they have with the client/customer, what activities are carried out, how their time is utilised, wat services they provide and how their contribution is measured.
Here is a brief summary of the role of each band, within HRM:
Band 1
· Delivering the fundamentals to clients
· Providing support to clients/activities
· Provide information and data
· Supporting processes
· Measured in efficiency, accuracy and client satisfaction
· Immediate and present-day
Band 2
· Giving advice
· Advising on and managing issues/problems
· Providing solutions to problems
· Measured on successful resolution of issues/problems
· Current or short term
Band 3
· Consultant/co-operative Partner
· Leadership of the professional area
· Perform risk analysis and provide concepts, visions and innovative resolutions
· Expert understanding of the organisational function
· Challenge decisions when needed
· Measured on successful development and performance of HR function
· Medium to long term
Band 4
· Leadership colleague
· Leads the HR Function area and organisation as a whole
· Develops HR and organisational strategies and plans
· Understanding of organisational and industry contexts
· Challenging discussions and ensuring accurate and truthful representation of organisational contexts
· Measured on successful development and performance of organisation
Woodhams, Perkins and Wilkinson, 120 – 123, 2012

Behaviours

Curious
This behaviour is essential to the HR profession, as curiosity allows the HR professional to learn more about the organisation, as well as external organisations, to help add value and nurture development, to be better. Without Curious behaviour types, there would be less innovation and improvement in systems and procedures.
Decisive Thinker
A decisive thinker has the ability to scrutinise and interpret information rapidly. Using their insights effectively to make suggestions, find solutions and make decisions. The decisive thinker is very useful to an organisation, as they would be a reliable source of information, advice and analysis, which is vital to the HR function.
Skilled Influencer
A skilled influencer is vital to any organisation. Throughout HR, there are typically many instances where collaboration, assurance and backing from stakeholders is crucial to carrying out a change in system or completing a project. Without the ability to gain support for projects, there’s a risk they won’t even get started.
Personally Credible
Uses their influence to develop professionalism throughout the organisation. They will use their in depth knowledge and know-how to build value in the organisation and their colleagues.
Collaborative
Collaboration is important to all HR Professionals. Working together and aligning HR undertakings, aids the whole organisation. It’s also a must for the key collaborator to be able to work with employees at all levels, to ensure work is carried out efficiently and effectively at all levels. Erik Van Vulpen, Unknown
Driven to Deliver
Resolute, practical and focussed. They strive to deliver the finest possible outcomes for the organisation and the team, and without them, quality and productivity is diminished. Without this driven behaviour type, the HR function will lack the determination needed to improve and succeed.
Courage to Challenge
When delivering on outcomes or facing issues, it is important to be able to speak up and be heard and raise queries to challenge others to maximise their potential and contribute to reaching the organisation’s goals. Ali Khan Firooz, 2019
Role Model
To lead by example, acting with honesty and professionalism at all times. This behaviour is important to the whole team, as often one looks to individuals for guidance, especially when concerned with organisational and legal policies.












Activity 3 - Be able to manage self and workload to meet performance requirements

LO3: Be able to manage self and workload to meet performance requirements

Due to the Covid-19 pandemic, trainers needed to adapt to new ways of delivering training, which allowed for social distancing rules to be adhered to. Most trainers were keen to deploy a virtual learning environment and we in the Learning and Development Department, were keen to support and encourage this, in order to continue training and development activities.
After discussing the need for a change in training with my manager, it was decided that I would first work with one or two departments, to set up training and work on a trial basis before this was rolled out to the rest of the Health Boar. As I had already been approached by the Safeguarding Team, and they had already trialled some training sessions via MS Teams, we agreed to work on a plan and implement virtual training for all their courses, including:
· Safeguarding Children
· Safeguarding Adults
· Ask and Act training (Domestic Violence)

From a Learning and Development point of view, I needed to establish some key points, these included:
· How learners would book onto the training
· How we would update staff training records
· What system would we use to deliver training
· How staff would access the training
· What part of the process would be done by Learning and Development and what part would be done by the Safeguarding Team

We set up a meeting with Heather and Ruth, who are the Leads for Safeguarding Children and Safeguarding Adults. We conducted the meeting over MS Teams. In the meeting, We discussed the aforementioned points:

· How learners would book onto the training
At first the Safeguarding Team wanted staff to book via a MS Form they had set up on the intranet page, but for all training records we usually use the Learning Management System – ESR, so I negotiated with the team to have all staff book through ESR. This did receive some resistance to begin with, as ESR has somewhat of a negative reputation amongst staff and also, the Safeguarding Team wanted access to their attendance list. We compromised by agreeing to send them updates of attendees a week before each session was due to take place. I also reassured the team, by explaining that I could create a link to the courses to go on the intranet pages, as well as the Course Prospectus, we use for all training. This will make it easier for staff to find the courses online. This step was agreed to by all parties.

· How we would update staff training records
The above negotiation was also a plus point for our team, as by staff booking on themselves, through ESR, this meant that they effectively then entered their own details into the class enrolment listing, while booking on. This reduced administration for us. The Safeguarding Team agreed to create an MS Form to use as a class register for the online learners and we agreed that they would send us this in a spreadsheet, on completion of the class, so we could use to update the attendees ESR enrolments, to complete and thus their ESR learning records would be updated too.

· What system would we use to deliver training
The Safeguarding Team had already used MS Teams once or twice before, to deliver training and, although this was not seen as an ideal system, as the IT department had recently implemented Office 365 across the Health Board, we didn’t have many options as directors would be reluctant to invest in a different system. An e-learning approach was mentioned, but as there is a lot of red tape around setting up e-learning courses, the fact that staff have to complete a lot of mandatory e-learning modules already and the desire for all parties to keep to a more personal approach as much as possible, this was not welcomed.

· How staff would access the training
It was agreed that staff would access the training via a link, sent to their email address. The email address that we would be able to get from ESR would be their work email and the Safeguarding Team said that they envisaged that some would want it to be sent to their personal emails, so they could access on their phones etc. Staff would need to send L&D a request to use their personal email address. I agreed to include this information on the prospectus and we also agreed that L&D would set up the Teams meeting and send out the invites to the training session.

· What part of the process would be done by Learning and Development and what part would be done by the Safeguarding Team
All in all, we agreed that L&D would set up dates on ESR and the prospectus, keep track of all classes, using a tracker spreadsheet, send out invites to the attendees and provide an alternative email so staff could book on with us if they were having trouble accessing through ESR or were wanting to access from their personal devices.
The Safeguarding Team agreed to send us details of any new dates added to the programme, set up an MS From to use as an attendance list and send the attendance list in a timely manner, for updating ESR. The Safeguarding Team would also create a feedback form, to gain feedback on the suitability of the training and booking process and feed this back to the department.

I fed all this information back to my manager. I said I would set up a tracker, so the team could keep track of all the training dates and would know when to send out invites etc. I also agreed to provide training to the team, so everyone was aware of the new process and agree roles etc within the process.

It was agreed that if this project was successful, we would roll out to all other departments. We reviewed this after 4 weeks and on good feedback, it was agreed to proceed to all departments.
















I created this tracker to keep track of all the training, and set up formulas and conditional formatting, to calculate and highlight dates to send out lists/invites, for use by the team.

[image: ]

I provided training to the L&D Team in a meeting and also produced a flow chart to clearly define the process and made this available to the team:
[image: ]
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