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Activity 1

Information relevant to the Higher Apprenticeship in
Applied Human Resource Management Level 5

Introduction

According to Johns & Perkins {2016}, developing professional practice is a key driver in the
role as a HR professional. CIPD courses support individuals to address skills or knowledge
gaps within the CIPD Professional Roadmap (CIPD, 2018). This report will outline the main
components of the HR Career Development Programme, including support available, initial
assessment, self-assessment and a detail explanation of the induction Process.
Supplementary evidence will also be provided to confirm information available and identify
the employer, provider and the learner agreement.

Findings

The Higher Apprenticeship in Applied Human Resource Management is funded by Welsh
Government, allowing employers to maximise their return of the apprenticeship levy. The
apprenticeship aspect of the programme is organised by Coleg Sir Gar, but the delivery of
the diploma sits with the University of Wales Trinity Saint David (UWTSD). Commitment is
then agreed using an apprenticeship learning agreement, signed by the learner, employer
and the work-bhased learning provider. There is an additional contract between the
employer and provider relating to the health, safety and wellbeing of the student.

As well as doing the diploma, the apprenticeship also includes Essential Skills Qualifications
in Communication, Application of Number and Digital Literacy. When starting an
apprenticeship, there is a requirement to attend an induction which includes completion of
a WEST initial assessment through the e-learning portal, this provides ongoing support
towards the Essential Skills. Learners are issued an induction booklet, outlining the
requirements of the apprenticeship programme. A VARK questionnaire is also completed to
identify learning styles, ensuring a learning plan can be written. There are various learning
styles questionnaires, although, usually there are similarities in the results as can be seen in
supplementary evidence {evidence reference 6 & 7). Once initial assessment results are
obtained, learning is planned to incorporate Essential Skills workshops if needed.

For those individuals that require additional learning support, these can be accessed
through one-to-one or small group sessions. Specialist software or other support
equipment is also available to ensure access for all.  An apprenticeship also requires the
work-based element of the programme and the training advisor will visit the workplace
every 61 days to carry out a contractual progress review in line with Welsh Government
contractual requirements. This review also identifies progress, any issues or if any
additional support is required.

An introduction to the programme is also carried out by UWTSD. The programme of study
handbook is issued to ensure the learner has knowledge of unit learning outcomes,
expectations and support services. A timetable and managing your learning factsheet is also




issued to ensure students have a clear understanding of college attendance and work
submission expectations. Other UWTSD documents for students include the Distance
Learning Student Guide, which provides an overview of the procedures, support systems
and regulations that exist and the Code of Conduct, which outlines expected standards of
behaviour and sanctions that exist if they are not adhered to. As a student CIPD member,
individuals are also expected to abide by the codes of conduct set out by the CiPD.

The main sources of information and advice are from the training advisor, tutor and online
support. Appointments can be made for a one to one tutorial or for study support if needed.
Organisational support is obtained from a workplace mentor, giving the opportunity to
discuss how the content of the course relates to the organisation, hence the importance of
the learning agreement.

Although signed up to a higher apprenticeship program, the Diploma in Applied Human
Resource Management is fully delivered by University of Wales Trinity Saint David.

* Tools and Support Services

"™ As a student, there are many tools and support services available
through the MyDay portal. The MyTSD allows access to services
including Student Union.

e Library and learning resources

As a student of UWTSD, access to all library services is available on each
campus. In addition to this, the tab shown gives access to an online
service which includes online books and journals as well as the ability to
reserve books.

Moodle is the main source of information, allowing students to access all
course and assessment materials. This also gives the option to
participate in group discussions too.

¢ Student emails

On successful enrolment, students are given full access to a UWTSD
email address. This is the secure email used for correspondence
between the tutor or support services in relation to the course.

s Other support services




There are various other services not mentioned above including a printer credit top up
facility, IT service desk, online dictionary and a password portal. Property support is also
available for students who are in student accommodation, where they can gain advice or
manage their accommodation.

Conclusion

There is a lot information and advice available for students in relation to the HR programme.
Having completed initial assessment and including learning styles, it creates an awareness
that as a kinaesthetic learner, it may be difficult to focus on the theory and have a need to
structure reading.
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. Welsh Government . .

To be completed by the provider

nis agreement made on 16 -G B (date Apprenticeship commences)
between Stmellen donyy (the employer representative)
of “Hu\wcl Dcle L)«*\—ifev_s&#q Hewettn Bomect | (the name of the company)
at H‘:;Law De. NC, Sk 7\3’;\/1.; Ls Pc:,,w. Cawﬂé“mégﬁﬁl (?e address of the company)
and /{W\ Ze) = Gem\aue A ‘912,:“”[{ Q26 (the apprentice and N./ number) and
Coleg Siv C:lc’;if . (the delivering provider) and

%&‘1{( ol (the contracted provider) to study

/{t“DPltcid “Homen EEXZM/CC;S (specify skill, trade or occupation of the Apprenticeship) following the
CAED. Apprenticeship Framework* at current level 5 -, expected to progress

to level . Expected final completion date is . Hourly rate of pay at start of

Apprenticeship is gl;/ % P ) SASCAE PR e IO \l'\{c:

“If the aim is to eventually achieve a framework at a higher level, please state the level the learner started at
..e. level 2 and then the final level they expect to progress to i.e. Level 3, 4 or above (This ALA will cover the learner
for alf levels of !earning and there is no need to complete another ALA once they progress)

The employer: Date 10 -4 - 1'8
The apprentice: (WF L MQM Date 1€ A - 1&.
The provider: - \/\L&L@\«i\g. Date 10 S (&
The provider: Date

(if different from the provider delivering the apprenticeship)

The Apprenticeship Learning Agreement complies with the requirements of the Apprenticeship, Skills,
Children and Learning Act 2009 (Section 32). It is a contract of service, not a contract of employment.




e

CONTRACT BETWEEN PLACEMENT EMPLOYER AND B -WBL

This Contract is made between the Approved Trainer (B-WBL) and the placement employer:
1"13 wed Dele Oy 6v’é.&:';\‘“{*’i@\“‘“lf\ @Ocﬂ»d - 6V\C¢\kfj ?Dci’mj {Employer's Name)

in respect of work-based training for:

.
/47“&\/\6 = Czllgz,n\f 1\\ €. - {Learners Name)

unde ﬁTghér Apprentices i Apprenticeship / Foundation-Apprenticeship / Traineeship / * (delete as
applicablay~The-terf Teamer refers to any individual in training with the employer under this contract.

1. This contract shall take effect as from the date of exchange of signed copies of the Learning Agreement.

[

All financiaf arrangements and hours of work between the Approved Trainer, Employer and the Learner shall be detailed in writing.

3. It shall be the responsibility of the employer to pay the Learner an agreed wage as detailed in a contract of employment complying
with the national minimum wage.

Colag-SirGarwill pay-the Trainec-a-maximum training-allowance-of-£30.L£ 50 per-weck (Delete-as-appropriate) 74’1(\( ‘

4. It shall be the responsibility of the placement employer to take necessary steps for securing the health, safety and welfare and
ensure equal opportunities for all learners participating in the elements of the learning programme provided by the placement
employer to the extent and in the same manner as an employer is required to carry out under all current employment legistation for
example, Health And Safety At Work Act 1974, and the Equality Act 2010, This is not an exhaustive list.

5. It shall be the responsibility of the placement employer to ensure that at all material times there are in force policies of insurance,
that include public liability insurance and employer liability insurance in respect of ali learners. Such policies shall afford at least an
equivalent degree of cover to the policies maintained by the placement employer in respect of liability for accidents, damage, loss
or injury caused by, or to, its own employees. |t shall be the responsibility of the placement employer to ensure adequate supervision
of learners.

6. Where a learner is injured, it shall be the duty of the placement employer to immediately notify Coleg Sir Gar, Gralg Campus,
Sandy Road, Pwll, Llanelti, SA15 4DN Tel: 01554-748000, and enforcing authorities as appropriate.

1. It shall be the respensibility of the placement employer to carry out workplace training, which includes induction to the workplace,
health and safety, equal opportunities and support towards the relevant qualification. The employer agrees to release the learner(s)
for all the off the job training requirements,

8. It shall be the responsibility of the placement employer to sign the attendance records. ( if applicable}

9. it shall be the responsibility of the placement employer to satisfy the criteria of the Welsh Governments Health and Safety checklist
{VF1) and to supply the learner with the relevant personal protective equipment (PPE). (non employed status learners only)

10.  The placement employer will permit access to the Coleg Sir Gar -Coleg CeredigionTraining Adviser andfor NVQ Assessor to monitor,
review or assess the leamner's progress and to up-date the Health and Safety checklist on a regular basis.

11.  The Placement employer will permit access by officers of The Welsh Government and E.S.7.Y.N. to monitor training provision.

Signed and a copy received by:

Date;__ IO A\

PLACKMENT EMPLOYER

%Nw&m Date: 1O A \8 .
TRAINING ADVISER

Mae'r Rhaglenni Prentisiaeth, Hyfforddeiaeth a Thwf Swyddi Cymru, a arweinir gan Lywodraeth Cymru, yn cael cymorth ariannol gan
Gronfa Gymdeithasol Ewrop
The Appranticeship, Traineeship and Jobs Growth Wales Programmes, led by the Welsh Government, are supported by the European
Social Fund.
Prifathro Barry Liles Prif Weithredwr/Chief Executive, Coleg Sir Gar, Graig Campus, Sandy Road, Pwll, Llanelli, SA15 4DN
& 01554 748000

Confidential
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Application of Number 2015: Learning record | Wales Essential Skills Toolkit

Application of Number 2015: Learning record
Learning record

Learning record

Initial assessment

Results

Page 1 of 2

Your result: Level 3 : o Date completed: 28 Sep 2018

The results show that you were assessed In Application of Number at Level 3,

Your profile

=

Application of Number
Using Data
Who!t; Numbers
Fractions, Decimals and Percentages
Measures, Money and Time
Shape, Space and Position

Proportion, Ratio and Scale

~ Formulas and Equations n/a n/a ‘ n/é
Statistics and Probability n/a n/a n/a
Key
n/a These skills are not assessed at.this level
You have skills at this level
This is the highést level at which you have shown skills
You haver not reached this level
Next steps

hitps:/fwww.walesessentialskills.com/?q=adv_learnerhome&route id=171&view=rec...

Total time taken: 2 hrs, 12 minutes

25/11/2018




Communication (English) 2015: Learning record | Wales Essential Skills Toolkit Page 1 of 2

Communication (English) 2015; Learning record
Learning record
Learning record

Initial assessment

Results

Your result: Level 3 7 Date completed: 27 Sep 2018

The results show that you were assessed in Communication (English) at Level 3.

Total time taken: 3 hrs, 10 minutes

Your profile

Communication (English)
SpeakingAand Listening
Reading
Réad and understand words
Read and understand text

Read text to find information

Writing
Write refevant and appropriate text
Spell cértectly
Punctuate correctly

Use correct grammar

Key

n/a These skills are not assessed at this level

You havé skilts at this level

This is the highest level at which you have shown skills

https://Www.walesessentialskills.comf‘?q:adv_leamerhome&route_id:170&vie“ﬁ1‘ec... 25/1172018




: DigitalrLiteracy- |-Wales Essential Skills Toolkit | Page 1 of 3

Digital Literacy
Learning record: Amanda Glanville

Initial assessment

Your result: Level 2 Date completed: 15 Oct 2018

Total time taken: 49 minutes

The resulis show that you were assessed in Digital Litaracy at Level 2,

Your profile

Digital Literacy
Digital fRes ponsibility
Digital Productivity
Digital Information Literacy
Digital Collaboration

Digital Creativity

Key Digital Learning

n/a These skills are not assessed at this level
You have skills at this level

This is the highest level at which you have shown skills

You have not reached this level

Next steps

* You should be able to do a Digital Literacy programme at Level 2.

hitps://www.walesessentialskills.com/?q=adv_learnerhome&route_id=1 o4&view=rec... 25/11/2018
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Championing better

work and working lives

Code of Professional Conduct

As the professional body for HR and people development, the CIPD is the voice of a worldwide community of maore
than 145,000 members committed to championing hetter work and working lives. We set high standards of entry for
membership and require all of our members to adhere to the standards and behaviours (‘obligations’} set out in this
Code of Professional Conduct.

These obligations are grouped into headings of Professional Competence and Behaviour, Ethical Standards and
Integrity, Representative of the Profession and Stewardship. They apply universally - at all stages of a CIPD member’s
career, regardiess of size, sector or specialism, and your membership commits yvou to upholding and maintaining
these. We take concerns regarding alleged breaches of the Code very seriously. [n order to consider allegations of
misconduct, Investigation and Conduct procedures apply and these are set out in the CIPD's Regulations avaitable on
the website.

1 Professional Competence and Behaviour
Members of the CIPD shall:

11

12

13

1.4

maintain professional knowledge and competence
through continuing professional development, to
ensure they provide a professional, up to date and
insightful service

seek appropriate support if business needs require
involvement in new areas of activity

accept responsibility for their own professional
actions and decisions

apply professional high standards of relevance,
accuracy and timeliness in the information and
advice they provide o stakeholdets.

2 Ethical Standards and Integrity
Members of the CIPD shalk

2]

2.2

2.3

24

25

establish, maintain and develop business
relationships based on confidence, trust and respect

exhibit and role model professional and personal
integrity and honesty at all times

demonstrate and promote sensitivity for the
customs, practices, culture and personal beliefs of
others

champion employment and business practices that
promote eguality of opportunity, diversity and
inclusion and support human rights and dignity

safeqguard all confidential, commercially sensitive
and personal data acquired as a result of business
relationships and not use it for personal advantage
or the benefit or detriment of third parties.

3 Representative of the profession
Mermbers of the CIPD shalk:

3

32

33

34

35

always act in a way which supports and upholds the
reputation and values of the profession.

uphold their responsibilities as professionat people
towards the wider community

comply with prevailing laws and net encourage,
assist or collude with others who may be engaged in
unfawful conduct, taking action as appropriate.

exhibit personal leadership as a role model for
maintaining the highest standards of ethical conduct

be mindful of the distinction between acting ina
personal and professional capacity.

4 Stewardship
Members of the CIPD shall:

41

42

43

4.4

4.5

demonstrate and promote fair and reasonable
standards in the treatment of people who are
operating within their sphere of influence

challenge others if they suspect unlawful or
unethical conduct or behaviour, taking action as
appropriate

ensure that their professional judgement is not
compromised nor could be perceived as being
compromised because of bias, or the undue
influence of others

promote appropriate people management and
development practices to influence and enable the
achievement of business objectives

enslre those working for them have the appropriaie
fovel of competence, supervision and support.




Induction Questionnaire

Diploma in Applied Human Resources

CIPD Membership Number {to be added when available):

Date:

Signature of Lec.’ture.r: (’fﬁ\/\_,

1 /te N1 F

Septe‘mber 2018
Queétion Answer
1. When, where and at what time will the course will be weaednes 5, Onae a
delivered? Moath o0 per (e Aable
C{"gc ihel LP’:?(‘ f’fVl .
2. How many modules form part of the programme? .
3. | What are the term dates for this year? As Par biekas e
ssved
4. | Whatis Moodle? Onrnil. Poltad o .
tocaats. Cowrse Afoymaltei |
5. | Whatis Eduroam? uj‘\(_{ .
6. . | What is Turnitin? Whan 4 G Olleadd
| AocuMotS
7. | Do you know when you are required to hand in work? S va d.
8. | What is the core text for this programme? CIPD Text booit>
o per- e flok A enss]
9. | Do you know how to access the fibrary catalogue? ,123.,‘ ({TM/\ UW TSD Wepstx ,
10. | Do you know who to go to if you have a question/concern ‘l_
about the course? JQ“S Jolie. m / >6’1}ng
11. | What is the name of the Training Adviser? ANson  wllion D P
12. | What is the name of the Course Lecturer? 1 suie. Thava?)
13. | Will you be expectéd to complete work outside lessons?  {Uo S,
14, | Do you need to be a member of the CIPD? 333 )
{ 15. | What support is available for study skills? AL aladonic
. SUPPOl, i denl Sufrolt .
16. | Do you know where the fire-exits and first aid points are
for the building? _ '51& .
17. | How many credits is the programme? qo.
18. | What is the length of the programme? A Joors.
19, | Have you been given access to the student handbook and O_\
time-table? %_QS .
20. | What academic level is this qualification? level <
Signed: N
et (0ERA NG
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Activity 2

Report of the range of HR roles and behavioural requirements of HR professionals

Introduction

Meaningful Continuous Professionat Development (CPD) increases productivity, encou rages
creativity and 'im;iroves staff engagement and retention (CIPD, 2005). CPD is currently a key
focus of the human resources agenda. CPD should benefit the organisation and the
individual, gfving the most up to date, relevant information and allow application of learning
within the pfofession. The CIPD’s HR profession map outlines the competencies required
within the HR role, with the prime function of driving professional development. (Perkins?

Wilkinson, and Woodhams, 2016)

This report will evaluate how the CIPD HR Professional Map (HRPM) bands defin‘e the HR
Profession. It will also define how the behaviours in the CIPD HRPM are essential to being

an effective HR professional.

Findings

HR professionals are Human Resource Management {(HRM} is about adding value. This can
be achieved by maintenance activities, crisis prevention, continuous improvement and
chénge management to maximise the contributions of employees, whilst inspiring them to
be the best they can be (CIPD, 2015). In order to échieve this, the HR professional‘ needs to
demonstrate many behaviours that are identified in the CIPD HRPM. These will be

discussed later.

The CIPD HR Profession Map is a progressive framework, to supports all HR Professionals at
any level through four developmental bands of professional competence, from band 1 at
the start of an HR career transitioning through the bands to band 4. A band 1 HR
Technician, would be directly working with the client, transitioning to a band 2 advisor,
progressing to a band 3 consultant and finally, to the other end of the scale, a band four
Ieédership colleague, who would lead and develop strategies. The HR professionals in this

- example would work at differing degrees of complexity, striving to develop within their

profession. There are five areas that the CIPD HRPM assess level of competence towards.




i

These are, where the time is spent, service provided to the client, the relationship with the

client, focus on activities performed and the measure of success (CiPD, 2015).

There are ten professional areas in total, two of which are at the core of the professional
map. The difference bet.ween the two professional areas {Insights, strategy and solutions
and leading HR} and the remaining eight, is that they are relevant to all HR professionals,
regardless of their experience, band or role. These core areas focus on the people and
organisational context, providing a direction (CIPD 2015). Insights, strategy and solutions
focusses on the development of the HR professional in relation to the business context,
aligning organisational needs with political, environmental, economic and social drivers. HR
professionals will strive as they transition through the bands, from gaining and |
understanding to leading strategically. Leading HR promotes the HR professional as a role
model, supporting, developing and assessing the workforce, énsuring that HR is visible
within all areas of the organisation and providing a support function to lead the workforce

(CIPD, 2015).

The eight other professional areas are organisational design, organisational development,
resqurcing and talent planning, learning and development, performance and reward,
employee engagement, employee relations and service delivery, and information. These

allow HR professionals to assess their performance within a specific role.

The eight behaviours identified by the CIPD HRPM are to be curious, a decisive thinker,
skilled influencer, personally credible, collaborative, driven to deliver, have the courage to
challenge and a role model. There is a growing importance that HR professionals need to
be a ‘thinking performer; {Taylor & Woodhams, 2016), this demonstrating the links between
the professional map and the HR role. Similarly, the CIPD suggest that HR professionals need
to be ‘business savvy’ (CIPD, 2015}, involving knowing the business model, generating
insight, connecting with curiosity and leading with integrity (Taylor & Woodhams, 2016).
This not only links with the core professional areas relating to insights, strategy and
solutions, it also relates to all eight behaviours mentioned above. Being ‘business savvy’ -

also relates to the other professional areas of HR.




HR professionals have to adhere to the CIPD Code of Conduct, which requires some of the
behaviours identified in the profession map (Taylor & Woodhams, 2016). This décumeht
outlines that members should establish, develop and maintain relationships built on trust
and therefore involve being personally credible, a role model and challenge unprofessional

behaviour (CIPD 2015).

As with the professional areas, there is an expectation for HR professionals to'progress
through the bands. If being curious was considered, at band one, a HR professional would
be expected to be open to change and comfartable with failure. A band 4 would promote a

culture that supports continuous improvement and innovation.

A professional makes use of specialist knowledge, skills and expertise {(Lester 2010). HR
professionals should be business and change focussed (Perkins, Wilkinson, and Woodhams,
2016), expert facilitators, building capability of the workforce to lead and deliver change

(CIPD, 2015).

The HR fuction is to enable staff to maximise their potential {(Taylor & Woodhams, 2016). In
order to achieve this, there is a requirement to be a skilled influencer, have credibility, the

ability to work collaboratively and a role model. {CIPD, 2015)

Taylor {2014} identifies three ways a HR professional can contribute to an organisation,
delivering business objectives, being an ambassador for effective people management and
providing an excellent HR administrative function (Taylor, 2014). Delivering business
objectives relates to the insights, strategy and solutions professional area as well as others.
The ambassador and HR administrative function relate to the teading HR core professional
area.

Conclusion

Having considered the CIPD professional map, the professional areas and behaviours
provide a clear pathway for all HR professionals to continuously develop within their role, _
both personally and professionally. The self-assessment tool provides the flexibility for HR
professionals to work within their specialities, whilst having the ability to develop other

professional areas at a different pace.




Cheese (2018) introduced the Profession Map 2018, updated to meet the needs of the
changing profession. Although discussion has been around the 2013 professional map,
having identified the similarities, the relevance to the HR profession remains the key focus

of the framework.
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Activity 3

Work-based activity using project management technigues

Introduction

The NHS Wales Skills and Career Development Framework was mandated for Health Care
Support Workers (HCSW) in domiciliary care in 2016. Within Nursing and Allied Health
Professionals within the acute setting, this was mandated from April 2018 (WEDS, 2016).
Health Education and Improvement Wales (HE&IW) collate data from all Health Boards to
include in their annual report for Welsh Government. This was then disseminated to Health
Boards to implement the Career Framework at a local level. Fundamentally, this Framework
sets out that HCSW should hold a qualification at their salary band level.

Findings

To be successful within the project, a well-defined process needs to be not only in place, but
followed {(Horn 2009). in order to plan the project, | used the project life cycle. The stages
were met as follows:

Initiation

The first phase of the project was the initiation stage, in which a business case went to the
executive board. Following board approval, project management responsibility was issued.
This stage centred around agreeing the aim and operational responsibilities, identifying the
stakeholders and the timescales. This information was then used to produce a Terms of
Reference document (evidence 22). It was also agreed that there needed to be measurable
data outcomes by 31% December 2018. Progress and review meetings quarterly with a full
implementation plan for the Health Board submitted to HE&IW by 2020.

Planning and design

Planning involves the production of various documents including breakdown, structures,
timeline, milestones and prioritisation (Horn 2009). A Gantt chart was used (evidence 23) as
it shows the different components that will be worked on simultaneously (Johns, Perkins
2016). Prior to producing a Gantt Chart, a meeting was held to brain storm and agree career
pathways needed, proposed processes for HCSW's and actions (evidence 24,25,26). From
these notes, a Gantt chart was produced using the top-down planning approach. Due to the
enormity of the project, separate action plans {evidence 27) were used to manage each
service, outlining the actions required and who would take ownership for the completion. A
communication action plan was also considered as part of this phase, confirming promotion
of qualification.




Execution

This is the stage that progress needs to be made towards agreed objectives (Horn 2009},
Once the Gantt chart was written, the service specific action plans were used, with the
action plans driving the overall plan. Due to the volume of stakeholders involved, each
action plan formed part of service meetings. This project involved the negotiating with
service leads, assistant directors and managers, who already manage a stretched service in
terms of staffing. This project requires a lot negotiating skills, effective communication and
the ability to managing conflict and as a HR manager. In order to influence the services to
adopt the framework, | needed to be friendly, share the vision and build alliances (Yemm,
2008}. Using Thomas-Kilmann’s Conflict Resolution Model, identifies five approaches to
resolving conflict (Riasi & Asadzadeh, 2015). With high assertiveness and high cooperative
from all parties, collaboration can be achieved. When using Stephen Covey’s Seven Habits
Model, focussing on interpersonal habits, a win/win habit is needed. Seek to understand,
show respect, sympathy and work towards creating synergy and collaboratively agree a
solution (Covey, 2013).

In order to increase self-awareness, gquestionnaires were completed relating to handling
conflict, communication style, communication effectiveness, team roles and active listening.
This proved very useful, especially when negotiation was needed. A mentor statement has
been produced, providing evidence of the resistance to requests and actions taken
{supplementary evidence attached).

Self-management at work is also important. In order to plan and prioritise my work, I used
to-do lists. Once a list had been produced, | was then able to use the ABC method.

Monitoring and controlling

Monitoring is an ongoing process which starts as soon as the execution phase has hegun
(Johns & Perkins, 2016). This was managed in service leads meetings using action plans
(evidence 27). At these meetings, timescales were amended, progress discussed and
changes to the plan made. This also involved persuasive skills issues with resources. Which
is managed alongside this phase, known as the monitoring and controlling phase.

There were lots of changes within the execution of this project as until services were on
board, the barriers and challenges were not evident, requiring analytical and critical
thinking. In order to encourage all groups to look at the problem from a different
perspective, the De Bono's Six Thinking Hats technigque was used, with groups happy to use
this tool, weighing up options. For those who did not want to knowingly use a structured
tool, | followed the Hurson's Productive Thinking Model, asking specific questions,
encouraging creativity and critical thinking at each stage of the problem-solving process
(Mind Tools 2018). This encouraged asking questions to drill down for specific answers.

Completion

The final phase of the project management stage is the evaluation stage (Johns & Perkins,
2016). The data cleanse action plan (evidence 27) shows the plan signed off, actions closed
and then reflection notes following a post data cleanse meeting.




Conclusion

As mentioned in the report, this project involved a significant amount of time, negotiating
with stakeholders to achieve a collaborative outcome. This was not factored into the
planning stage and resuited in a lot of deadlines being extended. This is an area for
reflection of how this can be achieved going forward. Also related to time management and
managing expectations, be prudent in agreeing timescales. Templar (2003) outlines it is
better to under promise and over deliver. This allows for unforeseen problems and protects
an individuals integrity.
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Hafan Derwen, Parc Dewi Sant,

Ein cyf/Our ref: AO/GB Heol Jobs Well, Caerfyrddin,
Gofynnwch am/Please ask for: Angie Oliver Sir Gaerfyrddin SA31 3BB
Rhif Ffén /Telephone: 01267 239744 ADRAN GWEITHLU A DATBLYGU SEFYDLIADOL
WORKFORCE & OD DEPARTMENT

Ffacs/Facsimile: 01267 239860
; . Hafan Derwen, Parc Dewi Sant
E- - : . .nhs. ! ’
bost/E-mail Anglle oliver@wales.nhs.uk Jobs Well Road, Carmarthen,
Dyddiad/Date: 20" November 2018 Carmarthenshire, SA31 3BB

PERSONAL

To whom it may concern,

As part of Amanda’s job role, she is the project lead for the planning, implementation and delivery
of specific projects including the All Wales Health Care Support Worker Career Framework. Her
role is within the Workforce & Organisational team, providing expertise to facilitate initiatives to
support our workforce of the future, including the coordination of the Apprentice Academy, the
Certificate in Higher Education and the quality assurance of in-house accredited learning,.

Amanda was directed in January to begin implementation of the Career Framework Delivery
Group. The main purpose of the group was to drive the framework, but also to act as a vehicle to
evaluate progress the project was making, Amanda used a Gantt chart and action plans to organise
her time and workload, managing her performance through using an electronic diary with precision.
Amanda is very proactive and uses her persuasion and negotiation skills to gain help and advice
from specialist to ensure she has the information needed to progress with projects.

Amanda works closely with me, the Head of Workforce Intelligence, the Head of Learning and
Development, and the Future Workforce Development Manager, playing an important role in
linking the learning and development function to workforce modernisation plans, ensuring that
plans reflect the development of an appropriately skilled workforce.

Amanda also acts as a coach and mentor to colleagues within the Workforce & OD team as a means
to providing commitment, on-going support, professional development and learning. This also
extends outside of the directorate.

Amanda has come into the Health Board and had to implement a lot of processes that have a major
impact on services and individuals. Although this is mandated for the Health Board, Amanda has
demonstrated that she can overcome barriers, by taking time to understand all points of view as well
as showing empathy. Amanda is very good at pointing out the positives and by demonstrating she
is committed to supporting teams, she has been able to win them over.

Swyddfeydd Corfforasthol, Adeilad Ystwyth, Gorporate Offices, Ystwyth Building, Gadeirydd / Ghair
Hafan Derwen, Parc Dewi Sant, Heol Ffynnon Job, Hafan Derwen, St Davids Park, Job’s Well Road, NS Bernardine Rees OBE

ddin, Sir Gaerfyrddin, SA31 3BB Carmarthen, ire, BB T .
Caerfyrddin, Sir Gaerfyrddin 3 rmarthen, Cammarthenshire, 3A31 3| Prif WelthredwriChisf Executive

NMr Steve Moore
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~ Amanda comes out of any meetings with to do lists and often follows these up with emails to ensure
everyone is clear on their actions. I have been involved in many meetings, where Amanda has used
Q&A sessions and brain storming to work through actions or problems. Amanda constantly
evaluated per own performance and these are the skills of a highly successful project manager.

Yours sincerely

éj OLioad_
Angie Oliver

Assistant Director of Organisational Development
Cyfarwyddwr Cynorthwyol Datblygu Sefydliadol

Swyddfeydd Corfforasthol, Adsilad Ystwyth, Carporate Offices, Ystwyth Building, Cadeirydd / Chair
Hafan Derwen, Parc Dewi Sant, Heol Ffynnon Job,  Hafan Derwen, St Davids Park, Job's Well Road, ~ Mrs Bernardine Rees OBE
Caerfyrddin, Sir Gaerfyrddin, SA31 3BB Carmarthen, Carmarthenshire, SA31 3BB

Prif Weithredwr/Chief Executive
Mr Steve Moore
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Activity a

Report on the dynamics and political behaviour of groups/teams

Introduction

Within a group/team, individuals bring prior experiences, personality and life stories,
resulting in complex groups. This leads to improved organisational performance (Jackson
and Carter 2000). This feport identifies stages of group/team development, models .around
roles within teams, political behaviour in organisations and how it can impact on

achievement of objectives.

Findings .

Within grou_ps/teams, individualls contribute individually to the common goal (Powley 2012),
each membertaking on either group task roles {focussed on productivity), maintenance
roles {relating to relationships) or self-orientated roles (focussing on their own needs).
Individuals may switch roles, making it difficult to assess effectiveness. As groups grow,
individuals exert less effort. (Watson and Reissner 2014). The main difference between
grdups and teams is that teams share a collective responsibility, entering into a

psyc-hologicél contract (Clegg et al 2005).

The four types of teams are management, task specific, work and parallel (Watson and
Reissner 2014). When setting up a team, an individual’s contribution should be a focus.
Clarity is needed in relation to individual and collective priorities and objectives. Motivation
and energy are key to success as politics, disagreements and _oﬁtside interference affects

performance (Watson and Reissner 2014).

Tuckman (1965) identified five team developrﬁental stages. In forming’, individuals test
boundaries to identify structure, purpose and hidden agendas, ieading' to confusion and
uncertainty. Within ‘storming’, the leader emerges, often resulting in conflict due to high
emotions and role clarification. During ‘norming’, individuals settle into co-operation and
collaboration, developing team cohesion. The group are fully functional during the

‘performing’ stage, showing commitment and collective responsibility. Once the objectives




achieved; the team enter the ‘adjourning/mourning’ stage, going through a period of

“‘mourning’. (Horn 2009)

Within a team, the right skills and behaviours are needed (Mind Tools 2017). Belbin
identified nine individual roles within a team, which are categorised into action, people and
thought orientated. The action orientated roles include the shaper, implementor and
completer-finisher, who focus on achievement of the task. The people orientated roles are
the co-ordinator, team worker and resource investigator, focusing on individuals and ideas,
negotiating where needed. The thought orientated roles are the plant, monitor-evaluator
and specialist, providing technical knowledge and analysing options. (Belbin 2018) (Wafson

and Reissner 2014).

Horn (2009) identifies there are maintenance, task and self-orientated types of behaviours
within teéms. Maintenance behaviours create a harmonious team, showing respect. Self-
orientated behaviours have a detrimental effect on the team, including failure to commit to
actions, distracting or undermining team members, being negative or critical and'
withdrawing from the team. Task orientated behaviours are focussed on the achievement
of objectives, creating an impersonal experience for team members. In order to contribute
effectively, individuals need to show respect, be committed, ensure clarity of their role,
actively listen and communicate effectively. It is vital that individuals consider the
perspectives of others and remain non-judgemental. For a team to be effective, there needs
to be trust, commitment, clear objectives, skills needed for the task and a vision of

continuous improvement. (Horn 2009)

In order to lead a team effectively, the leader must be a working member of the group. The
essential behaviours are being transparent, keeping aims and objectives clear and
achievable, identifying team roles where possible and adopt a coaching style where
possible. A team need to have confidence and trust in their ieader, who would then accept
responsibility for failure. It is vital that the leader focusses on the main objective of the

teams, bringing the team back and making changes where necessary. (Horn 2009)




According to Aston (2009), “Research shows better results are obtained by a team than_
individuals working alone’_’_. Aston team-based working identifies that decisions are m'ellde by
teamns of -people rather than by individuals, ensuring sustainable high performance. Aston
identifies that there are seven areas that need to be addressed. These are team identity,
team objectives, role clarity, team decision making, team communication, constructive

debate and inter-team working. (Pinnacle 2018)

Within Project Aristotle, Google researched effective teams, concluding that it was not
about who was in the team, it was how they worked together. There needed to be
psychological safety, dependability, structure and clarity, meaning and impact within the
team {Google 2018). The research identified psychological safety is the crucial, allowing
employees to take risks. Edmondson’s (2014) research showed better teams make more
mistakes, further research identified that psychological safety within the team allowed
individuals to discuss when mistakes were made, making them highly effective teams
(Edmondson 2014). The organisation KPMG identified that having leaders discuss fhe

purposefulness of work, raised engagement and morale (Re:Work 2018).

Within teams, there are political agendas. Horn (2009) defines politics as “taking a particular
view or position with the intention of gaining from that position”. Individuals take on a '
political role within a team. Allies can be relied on to achieve the team objective.
Opponents are critical to the teams objectiVes and once the team reach the norming stage,
can have a detrimental effects on the team. Adversaries are a challenge for the group as
they will sabotage the team performance. Bedfellows disagree with the values of the team,
but disguise their true thoughts, aligning as they feel it is advantageous, they may move
political roles. Fence sitters remain neutral, showing littfe commitment to the team. (Horn

2009)

Political behaviour may be as a result of either personal or organisational factors, personal -
factors include fear, change, or lack of acceptance. Organisational factors include

favouritism, leadership and career progression opportunities. (Edmondson 2014)




Negative impact of political behaviour includes missing deadiines, manipulating leaders and
staff turnover. When an individual’s work is being criticised, it could result in low self-
esteem, preventing participation and staff retention. In extreme cases, disciplinary or legal

action may be taken as a result of unprofessional behaviour, bullying or harassment.

Team leaders use positive political behaviour to help with team performance. An example
of this is when carrying out an appraisal, identifying through emotional intelligence the
reasoning behind negative behaviour, creating a purpose as behaviour usually becomes

destructive when there are no shared goals (Paton 2004).

Conclusion
Be[bin, Google and Aston actively manage teams effectively. During team formation,

| individuals adopt team roles and positive politﬁcal hehaviour supports team effectiveness.
Emotional intelligence allows leaders to use Thomas-Kilmann’s Conflict Model, deciding

when to avoid, compete, accommodate, collaborate and compromise,
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Activity 5

Self Assessment of HR Capabilities and Personal Development Plan

Introduction

-In this activity, | will undertake a self-assessment against the 2013 CIPD HR Professional Map
at a Band 2 level. Itis also impdrtant to note that the CIPD have released a 2018
professional map, however, for the purpose of the self-assessment, as started previously,
continuation will be in the previous version. From the information collected, | will then
research various development opportunities and produce a Personal Development Plan.
Although I will carry out a student assessment towards the whole of the professional map,
for this activity, a learning plan will focus on two professional areas, including one core area,
and two behaviours. [ will make a decision as to which | will base my learning plan on from
the areas that require more development. -

Findings

CPD is necessary to develop transferable skills, related to a personal area or an external
context. CPD should benefit the individual and the organisation. {Perkins, Wilkinson, and
Woodhams, 2016). CIPD have provided an online tool to manage professional development in
order to develop business, contextual and organisational issues.

STUDENT ASSESSMENT

Youwr assessment results

festiviat
nd reward

Erresging e e DX (N

Following self-assessment (see professional map above), it identified the areas that | was
exceeding or emerging at Band 2. As the areas that | work were areas whereby 1 had




greater knowledge and competence, a focus was given to the Band 2 areas where greater
development was needed. The areas needed to be addressed first are as follows:

Professional Areas:

® Insights, Strategy and Solutions (Core} -

e Performance and Reward (Functional Professional Area)
Behaviours:

s Skilled Influencer

® Decisive Thinker

As | recently have been promoted, this also meant that 1 would be more responsible for
performance and reward through creating new job roles. My role involves a lot of decision
making, this is an area that | need to be able to adapt as | use the same approach to all
situations. This is also true for influencing others, as implementation of frameworks
regularly involves changes that affect individuals and departments.

Once | had decided on the areas that | was going to focus my learning, | had a one to one
meeting with my manager and discussed the possible internal learning that 1 could access.
This was vital as the core professional area relating to insight, strategy and solution relates
to the organisational context and strategies to meet organisational needs (Perkins,
Wilkinson, and Woodhams, 2016).

Before agreeing the learning that I recorded in my Personal Development Plan (PDP), 1 used
my learning styles questionnaire (evidence 68&7) to identify my preferred learning style.
Having done this, | knew that | need to vary learning methods and that if my learning
involved a lot of reading, | should use notes to summarise text to allow for discussions.. The
PDP included learning through reading books, journals, using the internet, attending
courses, meetings, one to one discussion and listening to podcasts. The PDP was then
written, ensuring it was tailored to meet my needs.

When writing the PDP, the six steps to successful personal development planning was used.
The steps are as follows:

1} Personal Skills Audit _
When | was writing the PDP, | considered the approaches that can be used to
identify development needs. Many of the learning needs were identified using a
situational approach due to the nature of my role. The remainder were obtained
through feedback. it is very difficult to use the benchmarks approach due to the fact
my role is exploratory and therefore no data currently exists.

2) Setting Objectives
SMART objectives were used. The learning was specific and clear information was
given as to how success was going to be measured. As each learning outcome
related to my role or the department, | was confident that they were achievablé and
realistic. The meeting | planned were with managers who [ have spoken to about




support and | checked dates of CIPD courses as | wanted the plan and the objectives
to be realistic. Finally, all learning outcomes were given a timescale to ensure
achievement. :

3) Selecting Oj::portunities
The learning outcomes are both within my workplace and in my own time. Many

actions rely on self-study, giving me a strategy if amendments needed to be made. It
also involves learning from others and formal learning.

4) Actions
“Actions were as specific as | could be. Due to a pending restructuring of the
department, | was unable to commit to the finer detail and this is something that
will have to amend as [ start working through the plan.

5) Implementation and Progress
Having identified a mentor who currently holds a CIPD HR Professional Status, | have

support mechanisms in place. They will support through implementation and
assessment of learning. ‘ '

The final phase is the assessment of learning that will be carried out as | work my way
through the plan.

Conclusion

Having done the PDP at a Band 2 Advisor level, the self-assessment was an accurate picture
of my current performance. In terms of the areas that are established, I would like to add
all areas to the PDP as by deciding on how learning outcomes are met, it made me reflect on
my learning styles and also the way in which | carry out my role.

In addition, | am very aware that the plan could have greater specific information in relation
to HR advisors, where meetings will be held, etc. This was not possible due to
organisational limitations. '
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