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Developing Professional Practice in Human Resources
Activity 1
Identify and collect information relating to your HR development programme, including:

® Key components of the programme
¢ Organisational arrangements

® Any codes of practice

® Key sources of further information

In this activity | have presented all documentation relating to my course such as the key components to the
programme together with the organisation’s requirements and the code of practice both from CIPD
membership to the student’s code of practice.

I have completed different models and questionnaires to ascertain my learning style, team role model
through to my conflict style in order to best deliver how | practice as a practitioner, how | fit in a team, how
I'learn, how | communicate and interact. These provide a useful insight to how | am perceived and what
my current strengths and weaknesses are in any given situation which forms the basis of how | learn and
move forward in my career.

I have attached appendices separately for activities 1, 3 and 5 as supporting evidence using an evidence
matrix listing clearly what activity the appendices relate to.

In activity 1 they range from registering as an apprentice, what is expected from your employer as an
apprentice, the study handbook and course details such as timetables and assignment information,
employer’s handbook, induction questionnaire through to the key sources such as how to navigate the
University of Wales and Trinity of St David’s website and user information on Moodle which will be utilised
as a distance learner. These all provide a framework of my HR development from commencing the course
to successfully completing the course and being able to use the designation AssocCIPD after my name.

Therefore to ensure | understand the information provided to date | will endeavour to identify and collect
all components a learner undertaking this course has received to date, briefly explaining what each
document or component are:-

In order to ensure leaners understand the course and its requirements leaners are met by Alison Williams,
Training Adviser for Business with first contact being held at your own organisation. Alison discusses the
course, the University and CIPD and the responsibility and standards your organisation, your Manager and
yourself has when undertaking the qualification. The course in run through a Higher Level Apprenticeship
Scheme and is fully funded therefore there are certain requirements which run alongside the CIPD
qualification. At the end of the two years the learner (apprentice) will have, if not already achieved, key
skills at level 3 in communication, application of number and digital literacy. To ensure learners meet
these outcomes they will complete West Tests at the beginning of the course to ascertain their current
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level and work towards achieving level 3 in all by meeting targets and re-assessing throughout the term of
the course. | have achieved level 3 in both digital literacy and Communication and level 1 in application of
number (see Appendix 1).

Key components of the programme

On registering onto the course each apprentice was provided with the programme of study handbook for
CIPD Level 5 Diploma in Applied Human Resources. It details the course is equivalent to a second year
university degree and is achieved by a Higher Apprenticeship qualification in HR Management taking two
years to complete. It involves being taught on and off the job via the University of Wales and Trinity of St
David’s and within your organisation by your Manager providing training whilst undertaking your own job
role thus gaining valuable knowledge and relevant experience. On completion of the CIPD apprentices will
be permitted to use the designation AssocCIPD after their name.

Other details include current members of staff and their contact details, details of your own personal
details and the importance of these being updated, modular terminology, the programme of study, course
duration, term time table, information on assessments, CIPD moderator, the virtual learning environment,
unit details detailing the purpose, aim of unit and the learning outcomes, CIPD membership, policies
including plagiarism, library and learning resources, student services, study skills and the complaints
process.

Julie Thomas, course tutor discusses plagiarism and the importance of referencing sources and
acknowledging work of others correctly using quotations, synthesising and citations. Assessments are
submitted electronically using Moodle and Turnitin which checks the apprentices work for plagiarism. The
unfair practice and plagiarisms in the handbook reiterates the course tutors advice and outlines that the
apprentice should not copy or pass off another’s work whether unintentionally or accidently whether
published or unpublished or copy another student’s work (see Appendix 2).

Alison Williams, Training Adviser for Business provides dates for the year ahead in order to plan when the
learner will be attending monthly workshops. This is important in order to plan when you will be attending
college and to plan your organisation’s requirements and your own job role’s workload around these (see
Appendix 3). Julie Thomas, course tutor provides on the induction day dates of the workshops together
with the name of modules, the CIPD code, the university module code, submission date of assessment and
the method of assessment (see Appendix 4).

The Induction Questionnaire is provided on the first day by Julie Thomas the course tutor after she has
outlined the course its requirements and the resources available. The questionnaire ensures the learner
has understood the course remit, its requirements and where to access the resources together with
general Health & Safety requirements such as fire exits and first aid points. This questionnaire is signed by
the learner and the course tutor (see Appendix 5).
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Organisational arrangements

Alison Williams, Training Adviser for Business provides the Colegsirgar Employer Information Booklet which
summarises the apprenticeship and traineeship programme ran by the Welsh Assembly Government. The
guide ensures employers understand their obligations and responsibilities to the learner progressing in the
workplace, how the apprentice achieves the framework by the collection of evidence, assessments and
how to support them.

This is an information booklet between employer, employee (apprentice) and Colegsirgar defining the
standards, responsibilities and policies to be withheld. It details information regarding the induction the
apprentice will receive, it details the individual learning plan between the apprentice and Colegsirgar
displaying the training they will receive and additional support required both on and off the job and it
details progress reviews for the apprentice at regular intervals (see Appendix 6).

All students are given the contract between placement employer and the Welsh Assembly Government for
the Higher Apprenticeship signed by ateb (my organisation) and the training adviser, Alison Williams,
Training Adviser for Business which gives access to the training adviser to review or assess the learner’s
progress and check Health & Safety regularly (see Appendix 7).

All students are enrolled in this course are given an Apprenticeship Learning Agreement from Colegsirgar
to the students employer (ateb in my case). This protects the student allowing attendance only in the
event of redundancy can the agreement be made redundant (see Appendix 8).

A further apprenticeship booklet determining the College Induction is provided at the induction day. It
details everything the student needs to know regarding the learning programme; the role of the training
adviser, your own learning style VARK (refer to Appendix 9), your learning plan, the framework and
employment rights and responsibilities. To ensure you progress in College it details your rights as a
student and your entitlements, what the College expects from you, the student code of conduct and
absence and attendance at College. It ensures you are kept safe therefore it details Health & Safety, fire
procedures, manual handling, first aid and how to keep safe in College. There is also a section on your
wellbeing, support networks are described together equal opportunities policy, anti-bullying policy and so
forth. It even has literature on how to keep healthy with healthy eating tips (see Appendix 10).

Any codes of practice

The CIPD (2018) has a world-wide community of 145,000 members championing better work and working
lives and sets high standards with regards to membership therefore all members are required to adhere to
the standards and behaviours (obligations) as detailed in the Code of Professional Conduct.

John and Perkins (2016) state the Code is centred round the CIPD’s core aims namely, ‘to drive sustained
organisation performance through HR, shaping thinking, leading practice and building HR capability’. It
covers the professional’s career working in any sized or type of organisation whether in a generalist or
specialist capacity. The obligations are therefore designed around four main parts:-
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Professional Competence and Behaviour

Refers to maintaining professional knowledge and competency by continuing to develop professionally,
seeking support if the business requires new development activity, accepting responsibility for your own
actions and decisions, providing high standards towards relevance, accuracy and timeliness in advice and
information provided to stakeholders.

Ethical standards and integrity

Refers to exhibiting integrity, honesty, trust, confidence and respect when maintaining and developing
business relationships. Members are required to demonstrate sensitivity for customs, practices, culture
and personal beliefs of others and to champion business practices promoting equality of opportunity,
diversity and inclusion supporting human rights and dignity.

Representative of the profession

Members are required to act in such a way that upholds reputation and values of the profession and the
wider community, exhibiting leadership and ethical conduct complying with laws taking action if
appropriate for those who may be engaged with unlawful conduct.

Stewardship

Refers to demonstrating fairness in the treatment of people, challenging others in respect of unlawful or
unethical conduct and behaviour taking action if deemed necessary. Ensuring those working for them have
the appropriate level of competency and supervision and support and finally promote people management
and development practices to achieve business objectives (see Appendix 11),

The Colegsirgar Employer Information Booklet also details the Student’s Code of Conduct it specifies the
apprentice must attend all lessons, how to report absence and by what time, the apprentice fully
participates in all workshops and participates in additional support such as the individual learning plan and
manages and completes all targets set (see Appendix 12).

Key sources of further information
Further information can be found on the University of Wales Trinity Saint David’s website see below
screenshot of the links that can be accessed. This is especially important as | am distance learner therefore

the use of the online library and access to module information is very important.

P=E
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I access regularly Moodle which YyOu can access using your username and password, see below.

®# B = &8 & m

Semsces  Crame

o

Medic S2aeon

You access emails here and this is how you communicate with your course tutor and alike. You have
access to the calendar which lets you know important dates such as the next course workshop and which
campus it is being held at together with deadline dates and links to Turnitin.

You can access your library account from here again accessing using your username and password. You
can clearly see what loans you have currently, and fines and fees applicable to your account and future
requests for books. You can also search for online peer reviews, newspapers and e-journals and alike.

You can access the IT Service Desk to download Office 365 or request IT help. Finally, this is where you

access the modules you are studying please, see below.

Course Information Using a Research Approach ... Developing Professional Pra... Understanding the Contemp...

v -

M Brasars,
Penrpemre ot wont

™ Prifysgol Cymru
» Y Drindod Dewi Sant
w University of Wales

Trinity Saint David

Understanding the Busi

Contributing to Employee E... Understanding the Manage...

Cantribitins $a tha Mamama Hndarcbamdina Faschine an Cavdribitina ba Canchine an Handarctandlnm Dacaniscinm -

You simply click on the module you are studying and you are able to access tutor’s notes and any links with
regards to mandatory and optional reading etc...

You can access your students’ union site where you can have a voice, see your representatives and seek
volunteering opportunities and much more.
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You can access MyDay which is a one stop place for students to access help and advice, student guides,
Moodle, student information and financial assistance, Office 365 etc... see email below.

Studert Gisides;

English | Cymiaeg

Help & Advice

Academic Support

From specialist library staff to suppon

lecturers and your peers thers are plenty of
peopie cutside of your faculry to guide you
through your studies at UWTSD

Make the most of the

pertunity 1o enhance

your academic skills. Find cut more Study Skills InfoSkills Sessions PASS Scheme

Finance

Meney can be a source of concern fer many
students, but there are lots
support you

)

Scholarships and Financial Advice Student Finance
Bursaries

Find out sbout bursaries. scholarships, and
other ways we can help.

WiF Reset Passwor,

My Assignments
From mastering Turnitin to making the most of Moodle find all the
guides you need to help you complete your assignments
Tumitin Moodie

Library Resources

From the practical like adding printin
research up a level and get
about out Library reso

tredit to how to take your
first, find everything you need to know
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To understand my learning style | undertook the Honey & Mumford questionnaire (see Appendix 13). Your
learning style is weighted by very strong preference, strong preference, moderate preference, low
preference and very low preference. My learning style is that of an activist which lays in the strong
preference category next were pragmatist and reflector which | scored equally both being moderate
preference and finally theorist coming out as low preference.

Firstly, an activist is that of someone who is open minded and enthusiastic whose days are filled with
activity and thrive on challenges something of which | can identify with. However, it states that although |
thrive on new challenges | get bored at the implementation stage. This is an area | should be mindful of
and work towards correcting in order to achieve high performance. Disadvantages can be that you can do
too many things at once, lack planning, being too pushy and can lack details. This is again something | shall
be mindful throughout my career and through studying.

Next, was pragmatist who is someone who is keen on trying out new ideas and techniques to ascertain
whether they work in practice. It states that|am a typical person who comes away from training sessions
with new ideas but act on ideas that | am attracted to first. Disadvantages can be that they lack patience
with people’s suggestions, details can get in the way and not having the ability to consider alternatives.

In equal scoring to the pragmatist the reflector, is someone who likes to ponder experiences and can often
stand back and watch. They collect data first hand and from others and think thoroughly before coming to
conclusions but tends to postpone making conclusions demonstrating cautiousness. They tend to take a
back seat in meetings and observe others in action. Disadvantages can be easily distracted, waste time
getting started and sometimes are indecisive.

Lastly the theorists which | scored the lowest in who tends to be 3 perfectionist who likes to analyse and
synthesise they are keen on principles, theories, models and systems thinking. Disadvantages can be
needs a lot of information before getting started, gets bogged down in theory and heavily relays on expert
opinions without considering other views.

| therefore must focus whilst studying and through my career to better plan, try not to be pushy, become
more patient of other people’s suggestions, try not to get distracted, to try and stop wasting time getting
started and become more decisive. | need to have greater involvement in group work and increase my
verbal skills to become a better theorists to increase my intellectual ability.

I used the Belbin’s Team Role Model questionnaire to ascertain my preferred role in ateam. On
completion of the questionnaire | found my preference was that of a Team Worker that is diplomatic who
listens and averts friction however, weaknesses include indecisiveness and being easily influenced. My
second preference is that of Specialist who provides rare knowledge and skills however, weaknesses
include overlooking the bigger picture and dwells on technicalities. When studying or working I will
endeavour to try and look at the bigger picture and be less indecisiveness however, play to my strengths in
the group by listening and being the peacemaker (see Appendix 14).



Kate Houston - 1403228

As part of the College induction | completed a VARK assessment to determine whether | am a visual, aural,
read/write or kinaesthetic learner. It identified | am an aural learner therefore to take in information |
should attend classes, attend discussions and tutorials, discuss topics with the tutor and others. | will be
better at explaining new ideas to other people and I will be good at remembering details of stories. In
order to understand learning | may find my notes will not be sufficient. As before, | should listen therefore
I should expand on my notes taken after the class. It may be helpful to tape record my notes and to listen
to them later, read My summarised notes aloud or to explain them to another person may also be
beneficial to aid my learning. To perform well in tests or completing an assignment | could imagine talking
to my tutor or spend time in a quiet place recalling my ideas. | should practice writing answers to old
exams questions and speak my answer aloud or inside my head (see Appendix ).

As part of the course it is important to know how you manage differences therefore | used the
Thomas/Kilman Conflict Mode Instrument to identify my conflict style. Any score of 6 or above is a
preference however, the results are not fixed and you can use the questionnaire at different times to
reflect how you deal with conflict again. At this point of time | scored 8 for compromising, 7 for
cooperating and 6 for competing.

I scored highly on compromising, it may be that | concentrate heavily on practicalities and tactics of
compromise losing sight of the larger principles, values in the long-term. | may undermine interpersonal
trust and deflect attention away from the merits of the issues that were discussed.

I scored relatively highly for Cooperating, | may spend time discussing issues in depth that do not require it.
I may avert risk by not making a decision or Postponing action also working collaboratively takes time and
energy which is a scarce resource.

I scored 6 on competing therefore showing a preference. Perhaps people feel they should not disagree
with you or no longer feel they can influence you which could mean you close off from information. 1 could
be seen to have more confidence than others and people will be less likely to ask for information or
express their opinions (see Appendix 15).
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Digital Literacy < Back to courses ist
Learning plan

Learning plan: Kate Houston

Well done, Kate Houston. Your

Initial assessment result was Level  Your current level is: Level 3 Your target level is: Level 3
3

Below are some activities for you

to work through to improve your skills and reach your target.

ENTRY1 ENTRY2 ENTRY3 LEVEL1 LEVEL2 |LEVEL3

Digital Learning " " v
Digital Learning " “ v

Request activities from your tutor,

Digital Collaboration " " " " "
Digital Collaboration " " " v "
Collaborating with others (personal,
professional and organisational practice)
Digital Creativity " v " “ " :
Digital Creativity " v " " " '

Request activities from your tutor.

https:waw.wa!esessentialskilis.coml?qzadv_learneroverview&route_id=164&Iearner_id=234404 112
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Digital Information Literacy v " v " "
Critically analyse and review
techniques

Analysing digital information

===

Obtain, organise and classify
information :
Find, evaluate and use digital information
Digital Productivity " " " " " :
Critically evaluate tools, technologies
and techniques :
Selecting, using and evaluating digital
technologies, tools and techniques

Manage information storage " " v v "

Organise, store, share, permission and
protect digital information

TYYT
TYYW¥

Digital Responsibility

= U

Digital Responsibility

===

Digital responsibility protocols

Copyright® Tribal Education Ltd 2018

https:/fwww.walesessentialskills.com/?q=adv_learneroverview&route_id=164&learner_id=234404 2/2
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Application of Number 2015 < Back to courses list
Learning plan

Learning plan: Kate Houston

Well done, Kate Houston. Your

initial assessment result was Level ~ Your current level is: Level 1 Your target level is: Level 1
o

Below are some activities for you
to work through to improve your skills and reach your target.

ENTRY 1 ENTRY2 ENTRY3 | LEVEL1 | LEVEL2 LEVEL3

Fractions, Decimals and Percentages “ " "
Decimals v " "

Decimal measures

Working out materials (1) (Construction)

Working out materials (2) (Construction)

Fractions v v v :
Compare fractions
Finding parts
Fractions

Percentages v v v E
Everyday percentages

https:fl\.\mv.walesessentialskiIls.com/?q=adv_learneroverview&route_id=1 T1&learner_id=234404 1/4
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Percentages (Manufacturing)

Working out tolerances (Manufacturing)

Measures, Money and Time " "
Money " "

Cashing up (Passenger Transport)

===

Managing money

Working with money (Retail)

Time

Calculating time

Filling in timesheets (Care)

Time planning (Care)

Using measures

Metric measures (Hospitality)

Negative numbers

Using measures

Shape, Space and Position

=

https:/lwww.walesessentialskills.com/?q=adv_learneroverview&route_id=171&learner_id=234404 2/4
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Calculating with shapes

Measuring shapes

Volume

Application of Number 2015 | Wales Essential Ski

Working out perimeters (Construction)

Statistics and Probability

Probability

Probability

Take a chance!

Understand probability

Statistics

Mean average

Range

Using Data

Present data

Collecting data

Making a bar chart

TYY
TYwY

TrYyY

lls Toolkit

==|[==

YyYTY

T'YY¥

https:/iwww.walesessentialskills.com/?q=ad v_learneroverview&route_id=1718&learner_id=234404

===

Appendix 1
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Presenting data

Understand data

Charts and graphs
Drawing shapes and plans on a grid

Reading timetables

Whole Numbers " " " “
Calculating with numbers " " “ “

Elementary properties of numbers

Formulae expressed in words

Formulae expressed in words

Numbers v "

Elementary properties of numbers

Large numbers

Rounding and estimating

Copyright® Tribal Education Ltd 2018

https:/iwww.walesessentialskills.com/?q=adv_learneroverview&route_id=1718&learner_id=234404 4/4
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Communication (English) 2015 < Back to courses list
Learning plan

Learning plan: Kate Houston

Well done, Kate Houston. Your

Initial assessment result was Level ~ Your current level is: Level 3 Your target level is: Level 3
3

Below are some activities for you

to work through to improve your skills and reach your target.

ENTRY1 ENTRY2 ENTRY3 LEVEL1 LEVEL2 | LEVEL3

Punctuate correctly " " v
Apostrophes v v v

Apostrophes

Capital letters " " "

Punctuation

End of sentence punctuation v " "

Punctuation

Writing care plans

Read and understand text " " " "

https:ilwww.walesessentialskiIIs.com.'?q=adv_learneroverview&route_id:‘i7G&Iearner_id=234404 1/5
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Inference and bias “ “ " “

Recognising points of view

Purpose and audience " “ v v

Evaluating texts

Appendix 1

Understanding the purpose of a text

Understand/extract information v v

Identifying main points and summarising

Recognising points of view

Selecting and summarising information

Read and understand words

Words, sighs and symbols

Read tricky words

Synonyms

Read text to find information “ “ “
Find information " “ "

Locate and select relevant information

https:/iwww.walesessentialskills.com/?g=adv_learneroverview&route_id=170&learner_id=234404 2/5
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Speaking and Listening " " " " "
Speaking and Listening " " " " "
Request activities from your tutor.
Spell correctly “ " “ " "
Homophones " " " " " :

Spelling

Prefixes and suffixes " " " v "
Speliing

Spelling and spelling rules “ " " " "
Spelling

Use correct grammar " " " " "

Word types " " " " " .
Sentence grammar

Write sentences " " " " v

Sentence grammar

hrtps:l/www.wafesessentiaIskilIs.comI?q=adv_learnemverview&route_id=1 70&learner_id=234404 315
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Appendix 1
Write relevant and appropriate text v “ v “ v ‘
Appropriate language v v v v v

Appropriate language

D
Organise/structure writing “ " “ “ “ !
L
Request activities from your tutor.
:
Plan and draft v “ v v v :
e ol
Request activities from your tutor.
1
1
Present information " " “ “ " i
I
Appropriate language
i
:
Proofread :
Request activities from your tutor.,
i
Relevant information :
Request activities from your tutor.
1
i
Suitable formats “ “ v v “ i
I e R
Request activities from your tutor.
:
:
Summarise :

Request activities from your tutor.

https:/iwww.walesessentialskills.com/?q=adv_learneroverview&route_id=170&learner_id=234404 4/5
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Appendix 3

Alison Williams1 - Re: Draft Timetable - Apprenticeship

From:  Julie Thomas <julie.thomas@uwtsd.ac.uk>

To: Alison Williams1 <Alison. Williams1 @colegsirgar.ac.uk>
Date: 09/08/2018 15:03

Subject: Re: Draft Timetable - Apprenticeship

Hi Alison

If you see Alison Richards, please could you ask her for an email address? She didn't put one
on the application form.

Thanks.

Julie

From: Alisan Williams1 <Alison.Williams1@colegsirgar.ac.uk>
Sent: 08 August 2018 23:25

To: Julie Thomas

Subject: RE: Draft Timetable - Apprenticeship

Hi lulie,
Thanks very much for sending this information through to me. I've asked for a room for
induction and a room going forward for delivery, it hasnt been confirmed as yet. Please let me
know if there's anything | can do, I'm off tomorrow and Monday and then out and about all
next week doing the start paperwork with everybody ready for the course.
Regards,
Alison.
Sent from my Vodafone Smart
On 9 Aug 2018 12:10, Julie Thomas <julie.thomas@uwtsd.ac.uk> wrote:

Hi Alison

Assuming the monthly workshops are approved, please find below a list of workshop dates:
19th and 26th September
17th October

14th November

12th December

16th January

13th February

6th March

3rd April

1st May

S5th June

file:///C:/Users/AlisonWi/AppData/Local/Temp/XPgrpwise/SB6C57B4Staff Domain... 14/08/2018



Timetable — CIPD Diploma in Applied Human Resources 2018-2020
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Date of | Name of Module | CIPD University | Submission Method of Assessment
Workshop Code Module Date of
Code Assessments e
19 Induction/Usinga | 5CIHR BMPDS5002
September | Research
2018 Approach in HR
261N Using a Research | 5CIHR BMPD5002 | Part One - Part One - Writien
September | Approach in HR 22/10/18 response.
2018 Part Two - Part Two - Research
- 11/219 Report.

17m Developing 5CDPP BMPDS5000 | 19/11/18 plus Portfolio of Evidence
October Professional submission of
2018 Practice in Human updated

Resources Personal

Development
Plan on 18/5/20

140 Understanding the | SCMHR | BMPD5003 | 21/12/18 Slides and notes pages
November Contemporary HR
2018 Function
12t Understanding the | 5CBIC BMPD5001 | 28/1/19 Written report, analysis
December Business Context notes
2018 of HR
16" AM:
January Understanding the
2019 Business Context

of HR

PM:Understanding | 5CELW

Employment Law
yicii Understanding 5CELW | BMPD5004 | 11/3/19 Written answers to
February Employment Law questions
2019
6" March Understanding the | SKCER BMPD5008 | 29/4/19 Written answers to
2019 Management of questions

Employment

Relations
3¢ April Understanding the | 5KIOP BMPD5006 | 10/6/19 Slides and notes pages
2019 Link between

Individual and

Organisational

Performance
1%t May Contributing to 5AI0P BMPD5012 | 1/7/19 Portfalio of Evidence
2019 Improving

Organisational

Performance
5t June Understanding SKEEG BMPD5007 | 29/7/19 Briefing paper
2019 Employee

Engagement
37 July Contributing to 5AEEG BMPD5013 | 18/9/19 Portfolio of Evidence
2019 Employee

Engagement in

the Organisation
18 Understanding the | 5KMOC | BMPD5010 | 4/11/19 Slides or screen shots
September | Management of with notes pages
2019 | Change B (I B e
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[16h Contributing to the | 5AMOC | BMPD5015 | 25/11/19 Portfolio of Evidence
October Management of
2019 Change o - d e
T3 Skills Workshop
November
2019 e ]
11th Understanding 5KDCM BMPDS5009 | 20/1/20 Briefing paper
December | Coaching and
2019 Mentoring in the
Organisation i
15t Contributing to S5ADCM | BMPD5014 | 9/3/20 Portfolio of Evidence
January Coaching and
2020 Mentoring in the
Organisation
2l Skills Waorkshop
February
2020
11" March Understanding 5KRTP BMPD5005 | 20/4/20 Written answers to
2020 Resourcing and questions
Talent Planning
&"h April Contributing to S5ARTP BMPD5011 | 27/5/2020 Portfolio of Evidence
2020 Resourcing and
Talent Planning in
the Organisation
13t May Developing 5CDPP BMPDS5000 | 18/5/20 Personal Development
2020 Professional Plan Update
Practice




Inducticn Questionnaire

Diploma in Applied Human Resources

September 2018

Appendix 5

Question | Answer
1. When, where and at what time will the course will be Carmarthe~ <olegs
delivered? L‘L“"A“‘Ls‘k“js -
2. How many modules form part of the programme? R ]
3. | What are the term dates for this year? Sepr -Te <
::I\M - 5% Ppd
24 Apny - M.d -y
4. | What is Moodle? fesourn V&7 Yoel
5. | What is Eduroam? Cosspus W
6. What is Turnitin? SR T ADSIENMENTS
7. Do you know when you are required to hand in work? N Es LEFER T e TTamETAYLE
8. | What is the core text for this programme? '3*“:“3 vy, PR B TO) clnageamet -
HE Moanosgnat | leepu 7 L;;ijcu‘\.ﬁ":rl“-"‘_
9. Do you know how to access the library catalogue? NES
10. | Do you know who to go to if you have a question/concern / TR of
about the course? NES - STuoenNT Selas
11. | What is the name of the Training Adviser? /{{\\::w\ W oillierns
12. | What is the name of the Course Lecturer? "Nudig  “Thomas
13. | Will you be expected to complete work outside lessons? N
14. | Do you need to be a member of the CIPD? \'_;c 5
15. | What support is available for study skills? [
i Shuded DeVias
16. | Do you know where the fire-exits and first aid points are
for the building? JES
17. | How many credits is the programme? ff\ o)
18. | What s the length of the programme? 74
18. | Have you been given access to the student handbook and
time-table? NES
| 20. | What academic level is this qualification? I
Name: VL amE  AAaasTvN

Signed: ;éﬂ[_ [/é:

CIPD Membership Number (to be added when available):

Signature of Lecturer:

Date:

(ﬁm .

|7 /t0 /t&
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Coleg Sir Gar
Graig Campus
Sandy Road
Pwll

Llanelli

SA15 4DN

Coleg Sir Gar
Ammanford
Campus
Dyffryn Road
Ammanford
SA18 3TA

Coleg Sir Gar
Gelli Aur
Campus
Gelli Aur
Llandeilo
SA32 8Nl

Coleg Sir Gar
Pibwrlwyd
Campus
Pibwriwyd
Carmarthen
SA31 2NH

Coleg Sir Gar
Jobs Well
Campus

Jobs Well Road
Carmarthen
SA31 3HY

‘These programmes are part funded by the European Social
Fund through the Welsh Government’

Cronfa Gymdeithasol Ewrop
European Social Fund




Cronfa Gymdeithasol Ewrop
European Social Fund

CONTRACT BETWEEN PLACEMENT EMPLOYER AND B -WBL

This Contract is made between the Approved Trainer (B-WBL) and the placement employer:

. c
) CU,( ,\“H‘; Ll \jlg YO OVl 'S (Employer's Name)

in respect of work-based training for:
Kalk “%"'.(;\,«;-. AN (Learner's Name)

underQHfgher Appfentlceshlp | Apprenticeship/ Foundation-Apprenticeship / Traineeship / * (delete as

appllcableT The term ‘Leamer refers to any individual in training with the employer under this contract.

72 This contract shall take effect as from the date of exchange of signed copies of the Learning Agreement.
2. All financial 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.

/
A

Coleg Sir Garwil-pay-the Trainee-a-maximum-training-alowanee-of £-30 /£ 50.per week (Delete as appropriate) ;i{'[,\l

4. It shall be the responsibility cf 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 legislation 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 all 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. It 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, Graig Campus,
Sandy Road, Pwll, Llanelli, SA15 4DN Tel: 01554-748000, and enforcing authorities as appropriate.

T It shall be the responsibility 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 Géar -Coleg CeredigionTraining Adviser and/or NVQ Assessor to monitor,
review or assess the learner’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.T.Y.N. to monitor training provision.

SigneT and a copy received by:

\)f {/J\/U\QA—/\ pate:. 1O S \F

PLACEMENT EMPLOYER

l L.\“\L\-rw_ Date: \ <& A 10
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 Apprenticeship, 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, Pwill, Lianelli, SA15 4DN
01554 748000

Confidential



Llywodra-ielh C;(mru
Welsh Government

Apprenticeship
Learning
Agreement

To be completed by the provider

.Nis agreement made on c Q- 1€ . (date Apprenticeship commences)

between VickeAen (C Veans (the employer representative)

of At Cu« i kbl (the name of the company)

at M \kw Heouse 3; \V\LME'.‘-; C\vct i Tlevefed Nf&i’(fhe addre{s; of the company)
\ SA L

and e ke Houston. TREws21C A . (the apprenrrce and N./ number) and

C cleg Sov Ck:"t/ (the delivering provider) and

[/2> thJ (the contracted provider) to study

A}\\c c Huornzn Cf SCuvCEspecify skill, trade or occupation of the Apprenticeship) following the

C.t.PD Apprenticeship Framework* at current level © -, expected to progress

to level . Expected final completion dateis __ 2SS - 220 . Hourly rate of pay at start of

i}
Apprenticeship is D€ ING PGieleaictnc MIniamiine ™™ e OF.

“If the aim is to eventually achieve a framework at a higher level, please state the level the learner started at
. 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 all levels of learning and there is no need to complete another ALA once they progress)

All parties agree that

If this agreement is terminated on the grounds of redundancy, or if for any reason the employer is unable
to meet the terms of this agreement, all parties will use their best endeavours using local networks and
contracts, to ensure that the apprentice is given the opportunity to transfer to another employer who will
be able to provide continuity for the apprentice, to complete his/her Individual Learning Plan.

Signed by/or on behalf of t(ne employer, the apprentice and the provider, at the commencement of learning.

LQM oo O CLLE

The employer:
The apprentice: /4..—4&- %— Date + o lo=li¥

The provider: /{ lf\(\,;\.b\_x_i*‘li‘: Bate V& *% ¢ 16

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.



The Provider/s agree/s to:

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

e Ensure that attention is paid to the integration of
all aspects of the programme (NVQ/QCF
Competence and Knowledge based gualifications,
Essential Skills Wales and additional requirements)
to ensure a development and coherent experience
for an apprentice;

e Offer support, guidance and advice to the
employer/apprentice and to keep both parties
informed and involved in the progress review;

e Ensure that each apprentice has an individual
learning plan, and that no change(s) to the
individual learning plan, nor transfer of the
apprentice to another provider, will take place
without the prior consent of the apprentice.

The Welsh Government agrees to:

¢ Monitor the quality of the directly contracted
provider’'s performance;

e Contribute such funding (including from the
European Social Fund) to the directly contracted
provider as the Welsh Government deems
appropriate towards the cost and delivery of the
framework;

e Promote all learning opportunities and
programmes as non-discriminatory in respect of
gender, race, religion, sexual orientation, age or
disability (where disability is not a barrier to the
training activity);

* Promote apprenticeships throughout Wales.

The Apprentice agrees to:

* Apply himself/herself to his/her learning and
assessment by attending courses and other on or
off the job learning events, being prepared for
assessment, and actively participating in the
planning and reviewing of their programme;

e Take responsibility for his/her own learning
and development;

¢ Behave in a considerate and responsible manner,
with due regard to his/her own and other’s
equality of opportunity and to the Health and
Safety of others and self in his/her working and
learning environment;

Appendix 8

e Work for the employer to the best of his/her
ability and in accordance with the employer’s
policies and procedures;

e Authorise his/her provider to apply for his/her
apprentice completion certificate on his/her
behalf;

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

The Employer agrees to:

° Actively promote the value of the apprenticeship
within the organisation, and to ensure that oth
staff are fully aware of the needs of the
apprentice;

e Employ and, as a minimum, pay the apprentice in
accordance with National Minimum Wage
requirements. Tips, gratuities, service charges and
cover charges do not count towards minimum
wage pay;

 Ensure the apprentice has a contract of
employment;

e Undertake legal and contractual responsibilities
for the Health and Safety of the apprentice;

e Ensure conformity with equal opportunities
legislation and good practice;

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

° Actively contribute to the regular review of the
apprentice’s progress;

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

\ Prentisiaethau b
:-\}\ Apprenticeships s =

— Cronfa Gymdelthasol Ewrop,
- European Social Fund




Appendix 9

The VARK Questionnaire (Version 7.1)
How Do | Learn Best?

Choose the answer which best explzins your preference and circle the letter(s) next to it.
Please circle more than one if a single answer does not maich your perception.
Leave blank any guestion that does not apply.

-

You ere helping someone who wants to go to your airport, the center of town or railway station. You

would:
a. go with her.
@ tell her the directions.
c write down the directions.
d. draw, or give her 2 map.

2. You are not sure whether a word should be spelied ‘dependent’ or “dependant’. You would:
see the words in your mind and choose by the way they look.

think about how each word sounds and choess one.

find it online or in a dictionary.

write both words on paper and choose one.

oo o(@®

3. You are planning & vacation for a group. You want some feedback from them about the plan. You
would:

describe some of the highlights.

use a2 map or website io show them tha places.

give them a copy of the printed itinerary.

phone, text or email them.

Q.ﬂ oo

4. You are going o cook something 2s a special treat for your family. You would:

wQ

cook something you know without the need for instructions.
ask friznds for supgestions.

look through the cookbook for idees from the pictures.

use a cookbook where you know thers is a good recipe.

.n..n.cra

5. A group of tourists want to leam about the parks or wildiife reserves in your arez. You would:
' talk about, or arrange a talk for them about parks or wildlife reserves.

b. show them internet pictures, photographs or picture books.
G take them to a park or wildlife reserve and walk with them.
d. give them & book or pamphlets about the parks or wildiife reserves.

6. You are about to purchase = digital camera or mobile phone. Other than price, what would most
influence your decision?

a. Trying or testing it.
@ Reading the details about its features.
=1 It is 2 modarn design and looks good.
d. The szlespetson telling me aboutits features. -

7. Remember a time when you leared how to do something new. Try to avoid choosing a physical
skill, eg. riding & bike. You learned best by:
@ watching 2 demonstration.
b listening to somebody explaining it and asking questions.
c diagrame and charts - visual clues.
d written instructions - e.g. 2 manual or texihook.



10.

11.

2.

13.

14,

15.

16.

Appendix 9

You have & problem with your heart. You would prefer that the doctor:
gave you @ something to read fo explain what was wrong.
used a plastic model to show what was wrong.

described what was wrong.

showed you a diagram of what was wrong.

You want to learn & new program, skill or game on a computer. You would:

a. read the written instructions that came with the program.
@ talk with people who know about the program.

C. use the controls or keyboard.

d. follow the disgrams in the book that came with it

I like websites that have;

a. things | can click on, shift or try.
@ interesting design and visua! features.
c iﬂteresﬁng written descriptions, lists and explanations.
d. audic channels where | can hear music, radio programs or interviews.

Other than price, what would most influence your decision to buy a new non-fiction book?

The way it locks is appealing.

Quickly reading parts of it.

A friend talks about it and recommends it

It has real-life stories, experiences and examples.

You are using a book, CD or website to learn how to take photos with your new digital camera. You
would like to have:

a chanes to ask questions and talk about the camera and its features.

clear written instructions with lists and bullet points about what to do.

diagrams showing the camera and what each part does.

many examples of pood and poor photos and how to improve them.

®

v B W

Do you prefer a teacher or & presenter who uses:
demonstrations, models or practical sessioné.
question and answer, talk, group discussion, or guest speakers.
handouts, books, or readings.

diagrams, charts or graphs.

a o o(w)

You have finished & competition or test and would jike some feedback. You would like 1o have
feedback:

a. using examples from what you have done.
using a written description of your resuits.
@ from somebody who tzlks it through with you.
d. using graphs showing what you had achieved.

You are going to choose food at a restaurant or cafe. You would:
choose something that you have had there before.

b. listen to the waiter or ask friends to recommend choices.
G choose from the descriptions in the menu.
@ look at what others are eating or look at pictures of each dish.

You have to make an important speech at a conference or special occasion. You would:
mezke diagrams or get graphs to help explain things.

write a few key words and practice saying your spsech over and over.

write out your speech and leamn from reading it over several times.

psther many examples and stories to meke the talk real and praciical.

o .n(u'),m
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The VARK Questionnaire Scoring Chart

Use the following scoring chart to find the VARK category that each of your answers corresponds to. Circle
the letters thet correspond to your answers

e.g. If you answered b and ¢ for question 3, circle V and R in the guestion 3 row.

Question | a category | b category c category d cztegory
— T
3 K {V) (R) A
p— e
Scoring Chart

Question | a caiegory b category ¢ category d cetegory
1 K (A) R Vv
2 w A R _Ii
3 K v R (A
2 [6C3 A v R
5 (A V. K R
8 K (R Y A
7 (K> A v R
B8 (R K A v
=] R Q\__) K v
10 K ( V/‘ R A
11 v R A (K
12 (A R Y K
13 (K A R Y
12 K R €S £
® | (& | px | ¥ v
16 Y *) R K

Calculating your scores

Count the number of each of the VARK letiers you have circled to get your score for each VARK category.

3

Totz! number of Ve dircled =
Tetal number of As circled =
Total number of Rs circled =

Totz! number of Ks circied =

QL1
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Engish - &

Visuzal - Aural - Read/Write - Kinesthetic - Multimodzl
P % T e e e e e e e s e e e e

Fra 3 Visual Study Strategies
Questionnaire E% :
3 presenters who use
Helpsheets gestures and
Using VARK picturesgus
. “ lanpuage
What's new?
" More information M‘ o hooks with
2 ures,
e i diagrams and
Products posters, stides gi;:atu:es
Contact Us . . i
Site Map
Copyright -
% graphs
underining - Symbols @
cifferent colours AR
Highlishters _ space|
v
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Ny

Engiels @

Aural Study Strategies

If you have & strong preference for learning by Aural methods (A = hearing) you shouid use
some or all of the following:

INTAKE

To take in the information:

attend classes

attend discussions and tutorials

discuss topics with others

discuss topics with your teachers

explain new ideas 1o other people

use a tape recorder

remember the interesting examples, stories, jokes. .. -
describe the overheads, pictures and other visuals to somebody who was not there
leave spaces in your notes for later recall and illing’

E

Site Map

Copyright

SWOT - Study without
tears

To make & learnable
package:

Convert your "notes” into a leamable package by reducing them (3:1)

e Your notes may be poor because you prefer to listen. You will need to expand your noies
by talking with othere and collecting notes from the textbook.

Put your summarised notes onto tapes and listen to them.

Ask others to hear your understanding of a topic.

Read your summarised notes aloud.

Explain your notes to another 'aural' person.

CUTPUT

To periorm well in any test,
assignment or examination:

Imagine tzlking with the examiner.

Listen to your voices and write them down.
Spend time in quiet places recalling the ideas.
Practice writing answers 1o old exam guestions.
Speek your answers aloud or inside your head.

e o 9 o o

You prefer to have this page explained io vou.
The written words are not as valuable as those you hear.
You will probably vo and tell somebody abour this.

@ copyright 2001 - 2011 Neil Fieming
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Vi draw_mings, write exam arswers
¢/ se dizgrams /

- recall the pictures
made by your pages;

practice turring
your visuals
back inte worde

You wani the whole piciure so you are probebly holistic rether than reductionist in your approach.
You are ofien swayed by the way something looks. You are inferested in color and layout and
design and you know where you are in your environment. You are probably going to draw

something.

© copynght 2001 - 2041 Neil Fleming
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English ~ &

Visual - Aural - Read/Write - Kinesthetic - Multimodal

Read/Write Study Strategies

If you have & sirong preference for learning by Reading and Writing (R & W) learning you
should use some, or all, of the following:

INTAKE

To {aks in the information:

flists -
headings

dictionaries

glossaries

definitions

handouts

textbooks

readings - library

notes (often verbatim)

teachers who use words well and have lots of information in sentences and notes
essays

manuals (computing, technical and laboratory)

Copyright

'.'."...UD.O

SWOT - Study without
tears

To make a lezrnable
package:

Convert your "notes" into 2 learnable package by reducing them (3:1)

Write out the words again and again.

Read your notes (silently) again and again.

Rewrite the ideas and principles into other words.

Organize any diagrams, graphs ... into statements, e.g. "The trend is..."

Tum reactions, actions, diagrams, charts and flows into words.

Imagine your lists arranged in multiple choice questions and disfinguish each from each.

DUTPUT

To perform well in any test,
assignment or examination:

Write exam answers.

Practice with multiple choice questions.

Write paragraphs, beginnings and endings.

Write your information info lists (a, b, ¢, d or 1,2,3 4).
Arrange your words into hierarchies and points.

? ® 9 @ o

You like this page beczuse the emphasis is on words and lists.
You believe the meanings are within the words, so any telk is OK but this handout is befier.
You are heading for the library.

© copyright 2001 - 2011 Neil Fleming
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PR Y

English =74

Visual - Aural - Read/\Write - Kinesthetic - Multimodal
Kinesthetic Print version

Kinesthetic Study Strategies

Questionnaire -

If you have a strong Kinesthetic preference for leaming you should use some or all of the
following:

Helpshests

Using VARK

' 2 %
What's new? ] INTAKE

More information -
To take in the information:

Products

Co > ; .
MaR U of all your senses - sight, touch, taste, smell, hearing ...

Site Map laboratories
; field trips
Copyright field tours

examples of principles

lecturers who give real-life examples

applications ‘ i

hands-on approaches (computing)

trizl and error

collections of rock types, plants, shells, grasses...
exhibits, samples, photographs...

recipes - solutions to problems, previous exam papers

e ¢ ® o © 9 0 ¢ @ @ © ©

SWOT - Study without
tears

To make a learmnable
package:

Convert your "notes” into a leamable package by reducing them (3:1)

e Your lecture notes may be poor because the topics were not 'concrete’ or 'relevant’,

= You will remember the "real” things that happened.

Put plenty of examples into your summary. Use case studies znd epplications to help with
principles and abstract concepts.

Talk about your notes with another "K" person.

Use pictures and photographs that illustrate an idea.

Go back to the Izboratory or your lab manual.

Recall the experiments, field trip...

L)

OQUTPUT

To periorm well in any test,
assignment or examination:

» Write practice answers, paragraphs...
e Role play the exam situation in your own room.

You want fo experience the exam so that you can understand it
The ideas on this page ars only valuable if they sound practical, real, and relevant to you.
You need fo do things to understand.

& copyright 2001 - 2011 Neil Fisming
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weme oo %
English - @

Visual - Aural - Read/\Write - Kinesthetic - Multimodal

Home

A, . = ;

FaQ 2 Multimodal Study Strategies
Questionnaire "5 ,

3 ltyou have multiple preferences you zre in the majority, &s approximately 60% of any population
Helpsheets ‘@ fits that category.
Using VARK &% Multiple preferences are interesting and varied. For example you may have two strong
preferences Visual and Aural (VA) or Readhwrite and Kinesthetic (RK), or you may have thres
strong preferences such 2s VAR or ARK. Some people have no standout scores. Their scores
&re almost even for all four modes. For example one person had scores of V=8, A=6, R=6, and
K=6. She said that she adapted fo the mode being used or requested for her learning. If the
leacher, trainer or supervisor preferred & writlen mode she switched into Readhwrite for her
responses and for her leaming.

What's new?

More information =

&2

Products ‘

Contact Us _;

So muitiple preferences give you choices of two or three or four modes to use for your learning
&nd for your interaction with others. Positive reactions mean that those with multimodal
preferences choose io match or align their mode to the significant others around them. But,
some people have admitted that if they want to be annoying they may stay in 2 mode different
from the person with whom they are working. For example they may esk for written evidence in
an argument, knowing that the other person rnuch prefers to use only crél information.

Site Map
Copyright 3

You will need to read two or three or four lists of sirategies provided in the VARK Helpsheeis. |
you have two zlmost equal preferences please read the study strategizs that apply to both
preferences. If you have three preferences read the three fists that apply and similarly for those
with four. There is obviously no Multimodal helpshest. One interesting piece of information that
people with multimedal preferences have fold us, is that it is often necessary for them to use
more than one strategy for learning and communicating. They fes! insecurs with only onge.
Alternatively those with a single preference often "get it by using the set of strategies that align
with that single preference.

We are also noticing some differences among those who are mutimodal and who have chosen
fewer than 25 options and those who have chosen more than 30. Those who have chosen fewer
than 25 of the options in the questionnaire prefer o ses their highest score 2s their main
preference - almost like a single preference and they use each preference mode singly te suit
each situation, Those who have a total VARK score larger than 30 tend to use their preferences
in combination needing &ll their prefzrred modes to get a good understanding. To read more
about Multimodality you can download an article written by Neil Fleming here: Multimodality

© copyright 2001 - 2011 Neii Fleming
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CIPD

Chanpioning bette)
work and working lives

Code of Professional Conduct

As the professional body for HR and people development the CIPD is the veice of & worldwide cemmunity of more

than 145,000 members committed to championing better work and working lives. We set high standards of entry for
membership and require all of our members to adhere to the standards and behavioure (‘'obligations’) set out in this
Code of Professional Conduct.

Appendix 11

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

1 Professional Competence and Behaviour
Members of the CIPD shall:

11

maintain professional knowledge and competence
through continuing professional development. to
ensure they provide a professional, up te 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 to stakehaolders.

2 Ethical Standards and Integrity

Members of the CIPD shall:

21

M
2

29

~2
o

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

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

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

champion employment end business practices that
promole equality of opportunity, diversity and
inclusion and support buman rights and dignity

safeguard all confidential. cornmercizlly sensitive
and persenal data acquined as a1 esuit of business
telationships and not use it for personal advantage
ot the henefit or detriment of third partjes,

3 Representative of the profession
Members of the CIPD shall:

31

3.2

5.5

5.4

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

uphold their responsibilities as professional people
towards the wider community

comply with prevailing laws and not encourage,
assist or collude with others who may be engaged in
unlawful 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 in a
personal and professional capacity.

4 Stewardship

Members of the CIPL shall:

4]

4.2

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

challenge others if they suspect unlawful or
unethical conduct o1 behaviour, taking action as
appropriate

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

promaote appropriale people management and
development practices to influence and enable the
achievernent of husiness chjectives

ensire those working for them have the apprepriate
level of competence, supervision and support,
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Introduction

The University is keen to foster a culture where all are expected to behave appropriately and to provide an
inclusive, supportive, and safe learning environment in which all students and staff can flourish and are
able to fulfil their personal potential.

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

¢ recognise the important of equality and diversity in the University by treating all members of the
university community with respect both in person and on other channels such as social media.

e act as a responsible ambassador for the University through good conduct and engagement with the
local community and environment.

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

General Principles

This Code of Conduct outlines examples of the different types of unacceptable behaviour that will amount
to a breach of discipline. Lists of unacceptable behaviour given below are not exhaustive. The University
can stan disciplinary procedures in relation to other unacceptable behaviour.

Disciplinary offences are classified as either major or minor in the Student Disciplinary Policy (non-
academic misconduct). It is not specified below which examples of unacceptable behaviour are major or
minor and indeed the same unacceptable behaviour could be either major or minor depending on the
seriousness of the disciplinary offence.

The indication of sanctions which may be applied to a particular disciplinary offence is illustrative only. A
full list of sanctions that may be applied can be found in the Student Disciplinary Policy (non-academic
misconduct).

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

Definitions

a person consents if they agrees by choice and has the freedom and

Consent capacity to make that choice

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

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

Protected
characteristic

Harassment

offensive, intimidating, malicious or insulting behaviour, an abuse or
=iy misuse of power through means that undermine, humiliate, denigrate
or injure the recipient.




Disciplinary
Offence

Physical
Misconduct

Sexual
Misconduct

Examples Of Unacceptable Behaviour

Pinching
Kicking
Slapping
Bulling hair
Biting
Assailt

Pushing
Shoving

Sexuallintercourseforfengagingtin’a‘sexual/act
withouticonsent

Attemptingtolengagelinisexualintercolirse or
engagingiinia’'sexuallactwithouticonsent

Sharning privatelsexual materiaisiof'anotherpersoen
withouticonsent

Bhysicalisexualtharassmentiinappropriatelinvasion
ofipersonalispaceiandiorinappropriateiphysical
behaviolin

Repeatedly fellowingianother personiwithout good
reason

Makingitinwanted'remarksioriadvancesiofiaisexual
nature

Displayiefioffensive’matenals

Inapproprateitexting;femailingpostingiofisexual
materialsion-linefinclidingibutinetimiteditoiising
derogalonyisexualtermsito’descrbeisomecne

Askingifor'sexualfavoursiandimakingldecisions
based onisextalladvancesibeinglacceptediorn
rejected

12

Examples Of Sanctions

Expulsion
Suspension/Exclusion
Restrictions/Gonditions
Behavipliralicontract
Eine

Formal Warning

Compulsory attendance at a
workshop/coaching session

Writlen Apology
Behavioural contract
Restorative justice
Fine

Expulsion
Suspension/Exclusion
Restrictions/Conditions
tormalWarning

Compulsory:attendance’at'a
workshop/coachingisession

Written Apology

Behaviouralicontract



Disciplinary
Offence

Abusive
Behaviour

Examples Of Unacceptable Behaviour
ShottingithreateningJablisingintimidatingior
demeaningisomeone

Abusive fansultingicommentsirelatingtolan
individualisisexiisexualiorientationjreligionioribelief:

racej pregnancy/maternity;imamiage/ciVilipartnership,

gendenreassignmentydisabilitylorage

Actingin‘anintimidatinglandhostile manner:
physically:enbyfanylmeansioficommunication

Ridiculingforidestructivelycriticising
@stracisinglormarginalising
Humiliatingiand undermining aiperson

Spreadingimaliciousitimours orfaliegationsiviaiany.
meansioficommunicationlincludingisociallmedia

Mistise ofipower

Use of inappropriate language

Repeatedly contacting another person (by phone,
email, text or on social networking

sites) against the wishes of the other person

Examples Of Sanctions

Explilsion
Stispension/eExclision
Restrctions/Conditions
Behavioural contract
Fortmaliwarning

Restorative justice

Formal Warning

Compulsory attendance at a
workshop/coaching session

Written Apology
Restorative justice




Property

Disciplinary
offence

Examples'Of Unacceptable Behaviour

Calising damageitolUniversity propertylor the
propertylofistudentsioremployeesiofithelIniversity
orvisitorsitoithe tniversity

Damage To
Property

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

Unauthonisedientry onto 'orinauthoriseditse of
University\premises

Misappropnate any:University:property, funds; or
assets

Eraud

iaking ‘propelty belongingitoianotherwithout

Unauthorised ‘nermission

Taking or Use
Of Property

Misuse of University property (for example
computers and laboratory equipment)

Act/omissionithatididicalise’oricould haveicaused
serioustharmenUniversity premises orduring
Universityiactivities{for'examplefdisabling fire
extinguishersiorpossessing/supplying controlled
drugs)

Causing A
Health or
Safety
Concern

health and safety concern on University premises
(for example, smoking cigaretles in non-designated
areas, disabling smoke detectors)

Act/omission that did cause or could have caused

Examples Of Sanctions

Expulsion Suspension/Exclision
Restrictions/Eonditions

Reguirementtoimake/goodithe
damageicausedathisiher
expense

Eine

Formal Warning

Compulsory atltendance at a
workshop/coaching session

Written Apology

Fine

Expulsion
Suspension/Exclision

Restrictions/Gonditions

Formal Warning

Compulsory attendance at a
workshop/coaching session

Written Apology
Fine

Behavioural Contract
EXpulsion
Suspension/Exclusion
Restrictions/Conditions
Restititionofidamage

Formal Warning o

Compulsory attendance at a
workshop/coaching session

Written Apology
Fine




University

Disciplinary
Offence

Operational
Obstruction

Reputational
Damage

Examples Of Unacceptable Behaviour

Actsiomissions/statementsiintendedifoideceive the
University:

Disruption ofthelactivities ofithe
Unwersity(includingfacademic; administrative,

sportingland socialiontniversityspremises or
elsewhere

Bisrtiptiontofithe'filnctionsiduties orfaciivities of
any'studentoremployeelofithe

Universityloranyiauthorisedvisitortolthe
University:

Improper interference with the activities of the
University (including academic,

administrative, sporting and social) an University
premises or elsewhere

Improper interference with the functions, duties or
activities of any student or employee of the
University or any authorised visitor to the University

Behaviounwhichihasicalisediserious'damagelor
couldihave caused seriousidamage to'the
reputation’ofithe!UniversitylarithelUniversityls
relationshipwithithelocallcommunity

Behaviour which has damaged or could have
damaged the reputation of the University or the
University's relationship with the local community

Examples Of Sanctions

Expulsion
Suspension/EXclusion
Resfrictions/Gonditions
Behavioliral(Contract

Formal Warning

Compulsory attendance at a
workshop/coaching session

Written Apology

Behavioural Contract

Expulsion
Suspension/Exclusion

Restrictions/Conditions

Formal Warning

Compulsory attendance at a
workshop/coaching session

Written Apology
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LEARNING STYLES QUESTIONNAIRE
(Honey & Mumford - revised 1986)

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

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

1. | have strong beliefs about what is right and wrong, good and bad. s

2, | often act without considering the possible consequences. v~

3. I tend to solve problems using a step-by-step approach. s

4, | believe that formal procedures and policies restrict people. /

5. I have a reputation for saying what | think, simply and directly. /

6. | often find that actions based on feelings are as sound as those baied on

careful thought and analysis.

7 | like the sort of work where | have time for thorough preparation ,~
and implementation.

8. I regularly question people about their basic assumptions. v
9. What matters most is whether something works in practice. 4
10. | actively seek out new experiences. el

1. When | hear about a new idea or approach | lmmedlately start
working out how to apply it in practice

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

13. | take pride in doing a thorough job. s

14. | get on best with logical, analytical people and less well with

spontaneous, ‘irrational’ people. A



15.

16.

17.

18.

19.

20.

21.

22.

23.

24,

25.

26.

27.

28.

29.

30.

31.

32.

33.

34.
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| take care over the interpretation of data available to me and/
avoid jumping to conclusions.

I like to reach a decision carefully after weighing up many -
alternatives.

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

I don't like disorganised things and prefer to fit things into a A
coherent pattern.

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

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

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

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

I enjoy fun-loving, spontaneous people. /

| pay meticulous attention to detail before coming to a conclusion. =
| find it difficult to produce ideas on impulse. »

| believe in coming to the point immediately.

I am careful not to jump to conclusions too quickly. x

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

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

| listen to other people’s points of view before putting my cyn
forward.

| tend to be open about how I'm feeling. 7/

In discussions | enjoy watching the manoeuvrings of the ot!1/er
participants.

| prefer to respond to events on a spontaneous, flexible basus
rather than plan things out in advance.

o



35.

36.

37.

38.

38.

40.

41,

42.

43,

45.

46.

47.

48.

49,

50.

51.

52.

53.

54.
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I tend to be attracted to techniques such as network analysis, flow
charts, branching programmes, contingency planning, etc. “

It worries me if | have to rush out a piece of work to meet a tight/
deadline.

| tend to judge people's ideas on their practical merits.
Quiet, thoughtful people tend to make me feel uneasy. x
| often get irritated by people who want to rush things. x

It is more important to enjoy the present moment than to think,’Q
about the past or future.

I think that decisions based on a thorough analysis of all the
information are sounder than those based on intuition. A

I tend to be a perfectionist. /

In discussions | usually produce lots of spontaneous ideas. /
In meetings | put forward practical, realistic ideas. ./

More often than not, rules are there to be broken. =

I prefer to stand back from a situation and consider all the /
perspectives.

I can often see inconsistencies and weaknesses in other peogle's
arguments.

On balance | talk more than | listen. /

I can often see better, more practical ways to get things done. /
I think written reports should be short and to the point. /

I believe that rational, logical thinking should win the day. A

| tend to discuss specific things with people rather than engaging
in social discussion. K

I like people who approach things realistically rather than S
theoretically. '

In discussions | get impatient with irrelevancies and digressions. /



55,

56.

57.

58.

59.

60.

61.

62.

63.

64.

65.

66.

67.

68.

€9.

70.

1.

T2

73.

74.
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If | have a report to write | tend to produce lots of drafts befo/r,e
settling on the final version.

I am keen to try things out to see if they work in practice. +
I am keen to reach answers via logical approach.
I enjoy being the one that talks a lot. s

In discussions | often find | am the realist, keeping people to the
point and avoiding wild speculations. x

I like to ponder many alternatives before making up my mind. &

In discussions with people | often find | am the most
dispassionate and objective.

In discussions | am more likely to adopt a ‘low profile’ than to ta)k(e
the lead and do most of the talking.

| like to be able to relate current actions to a longer term bigger/
picture.

When things go wrong | am happy to shrug it off and ‘put it down/
to experience’.

| tend to reject wild, spontaneous ideas as being impractical. =
It's best to think carefully before taking action. 4
On balance | do the listening rather than the talking. ./

I tend to be tough on people who find it difficult to adopt a logical
approach. R

Most times | believe the end justifies the means. 7

I do not mind hurting people’s feelings so long as the job gets .
done. A

I find the formality of having specific objectives and plans stifling. «
I am usually one of the people who puts life into a party. v
| do whatever is expedient to get the job done. v

I quickly get bored with methodical, detailed work. *



75.

76.

i i

78,

79.

80.
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I am keen on exploring the basic assumptions, principles and/
theories underpinning things and events.

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

I like meetings to be run on methodical lines, sticking to laid down
agenda, etc. o

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

People often find me insensitive to their feelings. /

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

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

[ 2 7 1 ' 6 1
4 13 ¢ 3 : g
6 15 I 8 | 11
10 16 ! 12 19 !
1+ 25 14 211
23 28 18 27 1
24 29 | 20 38 !
321 31 22 37
34 33 ! 26 44
38 36 i 30 49 !
40 39 42 1 50
43 i 41 471 531
45 46 1 511 54 1
48 1 52 L ¥ 56
58 i 55 1 61 59
64 | 60 63 ! 65
71 62 68 69 !
721 66 ! 75 ! 70
74 67 | 77 731
79 ¢ 76 i 78 80 i

TOTAL i iL-} ) iy
Activist Reflector Theorist Pragmatist 4]

6



Ring your scores on this chart and join up.
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Activist | Reflector | Theorist | Pragmatist |
20 20 20 20 '
19
18 19 19 Very strong preference
17 19 '
16 18 18
15
14 17 17
13 18 16
12 17 15 16 Strong preference
16
@), 15 14 15,
10 (14) 13 a4 Moderate preference
9 13 12 13
8 12 11 12
7
6 11 ) 11 Low preference
5 10 9 10
4 9 8 9
3 8 7 8
74 6 7
2 6 5 6
5 4 5 Very low preference
1 4 3 4
3 2 3
0 2 1 2
1 0 1
0 0




Appendix 14

Belbin team type questionnaire

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

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

describe your own behaviour. See the example below:

When involved in a project with other people:

A I have an aptitude for influencing people without
pressurising them

B I'am generally effective in preventing careless mistakes and | 1
omissions from spoiling the success of an operation

C I like to press for action to make sure that the meeting does | 3
not waste time or lose sight of the main objective

D I can be counted on to contribute something original 2
E I try to maintain my sense of professionalism
F I am quick to see possibilities in new ideas and

developments

G I believe my capacity for judgement can help to bring about | 1
the right decisions

H I can be relied upon to bring an organised approach to the
demands of the job

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

Your points may be distributed among several sentences as in the example above. In extreme cases
they may be spread among all sentences or ten points may be given to a single sentence.
At the end, there are further instructions on how to tally your score.
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Section 1
What | believe | can contribute to a team

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

B I can work well with a very wide range of people

€ My specialist knowledge and experience is usually my
major asset

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

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

F I'am prepared to be blunt and outspoken in the cause of
making things happen

G I can usually tell whether a plan or idea will fit a particular
situation
H I can offer a reasoned and unbiased case for alternative

sources of action

| Producing ideas is one of my natural assets




Section 2
If | have a possible shortcoming in teamwork, it could be that:
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A I am not at ease unless meetings are well structured and
controlled and generally well conducted

B l'am inclined to be too generous towards others who have
a valid viewpoint that has not been given a proper airing

C I have a tendency to talk a lot once the group getson to a
new topic
D My objective outlook makes it difficult for me to join in

readily and enthusiastically with colleagues

E I am sometimes seen as forceful and authoritarian when
dealing with important issues

F I find it difficult to lead from the front, perhaps because |
am over-responsive to group atmosphere

G l'am apt to get caught up in ideas that occur to me and so
lose track of what is happening

H I am reluctant to contribute unless that subject deals with
an area | know well

1 | am reluctant to express my opinions or proposal or plans
that are incomplete or are insufficiently detailed




Section 3
When involved in a project with other people:
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A I have an aptitude for influencing people without
pressurising them

B | am generally effective in preventing careless mistakes and
omissions from spoiling the success of an operation

C I like to press for action to make sure that the meeting does
not waste time or lose sight of the main objective

D | can be counted on to contribute something original
E | try to maintain my sense of professionalism
F I am quick to see possibilities in new ideas and

developments

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

H I can be relied upon to bring an organised approach to the
demands of the job

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




Section 4
My characteristic approach to the group is that:
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A | contribute when | know what I'm talking about

B | am not reluctant to challenge the view of others or hold a
minority view myself

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

D | think | have a talent for making things work once a plan
has to be put into operation

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

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

G I am likely to be the one to make contacts outside the
group or the firm

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

I 1 maintain a quiet interest in getting to know colleagues
better




Section 5
| gain satisfaction in a job because:
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A | enjoy analysing situations and weighing up all the possible
choices
B | feel that | am using my special qualifications and training

to advantage

C I like to feel | am fostering good working relationships

D I can have a strong influence on decisions

E I have a chance of meeting new people with different ideas
F I can get people to agree on priorities and objectives

G | feel in my element where | give a task my full attention

H 1 can find an opportunity to stretch my imagination

| I am interested in finding practical solutions to problems




Section 6

If | am suddenly given a difficult task with limited time and unfamiliar people:
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A | would feel like devising a solution of my own and then
trying to sell it to the group

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

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

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

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

F In spite of conflicting pressure | would press ahead with
whatever needed to be done

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

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

thoughts and getting something moving

| believe | would keep cool and maintain my capacity to
think straight




Section 7
With reference to the problems to which | am subject to in working in groups:
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A I am apt to show my impatience with those who are
obstructing progress

B Some people criticise me for being too analytical

C My desire to check that we get the important details right
are not always welcome

D I am inclined to feel | am wasting my time and would do
better on my own

E | find it difficult to get started unless the goals are clear

F | am sometimes poor at putting across complex points that
occur to me

G 1 am conscious of demanding from others the things |
cannot do myself

H | hesitate to express my personal views in front of difficult
or powerful people

| I tend to show boredom unless | am actively engaged with
stimulating people

Now read on, for details of how to tally your score.



Scoring

The table below is used to compile your Belbin scores.

Transfer your scores from each section to the appropriate boxes below.

Then add up your totals for each team role.

Once you have established your total scores, note down below:

o

o

Your secondary team role

Your primary team role (the one with the most points)
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Roles Section1 | Section2 | Section3 | Section4 | Section5 | Section6 | Section7 | Totals
Completer E | B F G D C
Finisher

Implementer G A H D I F E
Monitor H D G C A | B
Evaluator

Specialist C H E A B E D
Co-ordinator D B A H F & G
Team worker B F | I c B H
Resource A c F G E H |
Investigator

Shaper F E C B D G A
Plant | G D E H A F
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Thomas/Kilman Conflict Mode Instrument

HOW DO I MANAGE DIFFERENCES?

—

Picture yourselfin a sitmation where your wishes differ from that of another person.

For each of the followin & 30 statements, choose cither A or B (with a circle) as the one
which best describes how you would respond. Sometimes neither the A or B statement
is typical of your response but try to choose the one that would seem most likely to be
Your instinctive response in that situation. Onl ly yeu will see the finished exercise.

1. | Al There are times when I let others take responsibility for solving the problem.
B Rather than negotiate the things on which we disagree, I try to stress those things upon
which we both agree.

[

A Ttry to find a compromise solution.
‘BJ1 attempt to deal with all of his and my concerns.

3. A lamusually firmin pursuing my goals.
B 1 might try to soothe the other's feelings and preserve our relationship,

4. (A)ltryto find a compromise solution.
B I sometimes sacrifice my own wishes for the wishes of the other person.

5. A Iconsistently seek the other's help in working out a solution.
( B)I try to do what is necessary to avoid useless tensions.

6. A ltrytoavoid creating unpleasantness for myself.
(B) L try to win my position.

7 ‘%I {ry to postpone the issue until I have had some time to think it over.
( B/1 give up some points in exchange for others.
(E
7A) s T
8. (A)Iam usually firm in pursuing my goals.
B Tattempt to get all concerns and issues immediately out in the open.

9. A I feel that the differences are not always worth worrying about.
@ I make some effort to get my way.

]0."}_‘-(1 F'am firm in pursuing my goals.
B ltry to find a compromise solution.

11/7A) Tattempt to get all concerns and issues immediately out in the open.
B I might try to soothe the other’s feelings and preserve our relationship,

12._A 1sometimes avoid taking positions which could creale controversy.,
BT will let him have some of his positions 1f he lets me have some of mine.

=
13( A) propose a middle ground.
B 1 press to get my points made,
I Y

Source: Kenneth Thomas & Ralph Kilman (1976).
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]4."7\3! tell him my ideas and ask him for his,
B [ try to show him the logic and benefits of my position.

15! @ I might try and soothe the other’s feelings and preserve our relationship.
I try 10 do what is necessary to avoid tensions.

]6/7 try not to hurt the other's feelings.
B I try to convince the other person of the merits of my position.

17. 42 am usually firm in pursuing my goals.
B 11iry to do what is necessary to avoid useless tensions.

lS.él\)lfil makes the other person happy, I might let him maintain his views.
B 1 will let him have some of his positions if he lets me have some of mine.

19 h\)l attempt to get all concerns and issues immediately out in the open.
B luyto postpone the issue until | have had time to think it over.

200 A1 attempt to immediately work through our differences.
B ltry to find a fair combination of gains and losses for both of us.

2]@1} approaching negotiations, 1 try to be considerate of the other person’s wishes.
B Ialways lean toward a direct discussion of the problem.

22 {\j try to find a position that is intermediate between his and mine.
B lassert my wishes,

23. A_lam very often concerned with satisfying all our wishes.
(' I'here are times when 1 let others take responsibility for solving the problem.

24, A -1 the other's position seems very important to him, | would try to meet his wishes.

‘B _Ttry to get him to settle for a compromise solution,

25 ;@l try to show him the logic and benefits of my position.
B In approaching negotiations, I try to be considerate of the other person's wishes.

)
26./@)1 propose a middle ground.
B I'am ncarly always concerned with satisfying all our wishes.

27, A.)I sometimes avoid taking positions which could create controversy.
B If it makes the other person happy, I might let him maintain his views.

28. ANl am usually firm in pursuing my goals.
BT usually seck the other's help in working out a solution.
J//
29.%_/\3’] propose a middle ground.
B 1 fecl that the differences are not always worth worrying about.

30. A" htry not to hurt the other's feelings.
(B ¥alw ays share the problem with the other person so that we can work it out.

Source: Kenneth Thomas & Ralph Kilman (1976).
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Thomas/Kilman Conflict Mode Instrument

Your scores on the 5 styles for handling conflict

No set of scores will ever describe you perfectly. They provide a way to talk about your rmost
preferred and least preferred style for handling conflict -about your conflict comfort zone, You
do not always approach things in exactly the same way; but neither do you try something
different each time. You starting point for managing conflict tends to be your comfort zone.

Transfer your score from the 30 questions to this sheet by circling the A or the B letters below
that you circled on each question. Then add up each column to get a score for each style.

Competing Cooperating T Compromising Avoiding Accommodating
(forcing (problem (sharing) (withdrawal) (smoothing)
- solving) ey
] B (A) B
2 ’B) A )
3 A o N [ B )
4 (A) B
5 A ' (B
6 (B) A
7 " BY A
3 ("A) B —
9 (B) A
10 K) B
11 (AD N B
12 B o (B) A
13 B {A)
14 B A) -
15 = B _A)
16 B (A)
17 (A B
18 B (A)
19 CA) B ‘
2 (A B }
21 B/ CAa)
22 B AJ e
23 A (B )
24 ) {B) A
25 (A) - ' B
26 B B {A) )
27 P (A ) B .
28 A LB) | o
29 sy TA) B
30 B (B)] = - | A
Competing Cooperating Compromising Avoiding Accommodating
- Z, i_,
Total éﬂ —l. [ L* I R

Source: Kenncth Thomas & Ralph Kilman (1976).
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The maximum score for any style is 12 and the total aggregate score
is 30. A score of more than 6 on any style would indicate a
preference for that mode, while a score of less than 6 would indicate
relative neglect.

This is only a one-point-in-time measure of your reaction to conflict situations and should not be taken as
having great validity. The best way to use it is to see it as a corroborative device for your own perception
of your preferred style.

FOLLOW-UP
You need practice and application if you are to develop your skills in resolving conflicts.

VVe may be better managers if we accept that conflict and ‘politics’ are part of organisational life, rather
than symptoms of organisational ill health — though there may be a difference between constructive and
destructive conflict and politics.



Kate Houston - 1403228
Activity 2

CIPD HRPM professional areas and bands and how behaviours are essential to being an effective HR
Professional

According to CIPD (no date) the HR Professional Map (Map) identifies what professional standards HR
Professionals (HRPs) adhere to, how to plan and benchmark throughout their career and how it conducts
its role to the stakeholders of an organisation and their role as ethical stewards to make sound decisions
based on their knowledge through continuous professional development (CPD).

The Map is utilised by anyone in HR to build on their capabilities regardless of role, level or specialism for
their own developmental planning or for the use within the HR team or organisation. It can be operated
anywhere in the world across all sectors and it determines the best human resources underpinning skills,
behaviours and knowledge.

The Map has three elements; ten professional areas, eight behaviours and four bands and transitions. It
details activities to develop competencies to progress through the four bands and the behaviours which
need to be exhibited when carrying out the activities. Woodhams et al (2016) refer to these as the
capability framework which emphasises the contribution everyone embarks on within their career.

Two core professional areas at the heart of the framework are insights strategy and solutions referring to
knowledge, skills and behaviours required to develop the business using the insights, tailoring strategies
and solutions to meet the organisation’s requirements using a situational approach. Armstrong and Taylor
(2017) observe HRPs strategically work towards the goals and values of the organisation. In essence, to
think about what the organisation wants delivering unique organisational insight, meeting current needs to
identify opportunities, potential risks and priorities providing HR solutions; understanding the bigger
picture observing the impact of events has on activities whilst utilising analytical tools from personal
experience and management information to understand external factors to challenge the status quo.

The second professional area leading HR refers to the need to act as a role model leader contributing to
the organisation’s need through your own efforts or through supporting, developing and measuring others
across the organisation (Woodhams et al, 2016). To be ‘business savvy’ is essential in order for HRPs to
function to influence events rather than reacting to them. To add value to stakeholders through effective
people management and leadership culture ensuring the HRP are visibly working collaboratively.

Alongside the core areas are eight technical professional areas:-

Organisation design (OD) ensuring the organisation is designed to deliver maximum impact in the short
and long term. HRPs are required to have a broad awareness of OD practice and activities as they have
information on people’s data and knowledge of undiscussable issues and performance challenges
therefore they are able to identify the right opportunities (CIPD, 2018).

Organisation development focusses on aligning culture, behaviours, skills and performance. Stanford
(2011) considers HRPs act as business partners working with line-managers to produce high performing
stakeholders. Acting as key players on organisation’s strategy focusing less on basic HR transactions and
instead on adding business value.
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Resourcing and talent planning is attracting the right people and creating competitive advantage through
assessment, selection, induction and exit. CIPD (2018) refers to HRPs playing a critical role in supporting
and facilitating processes ensuring the right skills are employed at the right time, place delivering the
organisation’s objectives.

Learning and development (LD) in both the short and long term devising learning strategies to motivate,
learn and grow. HRPs are responsible for their own LD to continually improve their own knowledge, skills
and competency. It is important to create an environment of a learning organisation to actively engage, be
innovative and be responsive to change (Woodhams et al, 2016).

Performance and reward ensures the reward systems are market-based, equitable and cost effective.

Employee engagement determines employer brand, engagement interventions and employees displaying
emotional intelligence.

Employee relations range from conflict management to clear and transparent frameworks underpinned by
policies, procedures and relevant law.

Service delivery and information to stakeholders on resource data establishing customer requirements,
approach, project and change management.

Supplementing these are eight behaviours which validate achieving the activities:-

Curious therefore open minded and innovative adding value to the organisation.

Decisive thinker who uses data and information to identify options and make recommendations.
Skilled influencer who is capable of influencing diverse stakeholders on organisation value.

Personally credible whose HR expertise adds value to the organisation and stakeholders through
professionalism, collaborative working with people internal and external.

Driven to deliver exhibiting resourcefulness.

Courage to challenge having the confidence to challenge when confronted with resistance or unfamiliar
situations.

Role model therefore leading by example acting with integrity, impartiality and independence.

Behaviours are essential to becoming an effective HRP as Moran (2013) reported on the behaviour curious
stating; observing the world around you in a tough economic climate HRPs are required to see the wider
organisational issues, sector trends, competitor foresight, and technological advancement in and beyond
your organisation. Therefore, to have the ability to think analytically, critically and be a thinking performer.
(Mcdonnell and Sikander, 2017, p. 83-101) reflect HRPs have the ability to build effective relationships,
influence, negotiate and lead in order to be effective, efficient and ethical.

The CIPD (2018) highlighted a case where HRPs utilised the professional areas and behaviours within the
Map demonstrating professional values and competencies from adding value, stakeholder involvement,
business acumen, change, insight focus, talent management and resourcing to name a few. Mencap had
difficulty recruiting good long-serving employees therefore it put together a team to promote the charity’s
values focussing on recruitment and advertising campaigns and integrated people with learning disabilities
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on the recruitment panel. Within six months this inclusive approach achieved a decrease in turnover of
new hires falling from 33.7% to 14%.

Accompanying the professional areas are four bands and transitions which follow the HRPs career. As the
HRPs transitions from one band to the next renewing their perspective on what is important, any new skills
to focus on and what they can relinquish in order to move through the bands. The Map utilises CPD which
is built on reflective practice by improving knowledge moving from Associate to Chartered Member to
Chartered Fellow if they desire. Band one is customer orientated delivering administrative processes.
Band two is an advisory role. A HRP in the infancy of their career falls between these two bands. Band
three leads a professional team understanding the business functions and can provide solutions, challenge
decisions and give insight. Band four operates strategically in a leadership role understanding the
organisation’s industry and dynamics.
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Activity 3
Collect and present a range of work-based evidence which reflects your ability to:

e Plan, implement, monitor and evaluate work projects
e Apply basic techniques for analysing and resolving problems
e Apply methods for influencing, persuading and negotiating with others

CMI (2014) believe all organisations in the 21* century rely on projects to implement business strategy and
deliver project outcomes alongside your own job role responsibilities. Johns and Perkins (2016) recognise
that HR Professionals must have the ability to drive specific projects these can be for limited time or for an
extended time and are split into five phases; initiation, planning and design, execution, monitoring and
controlling and completion.

Furthermore, time management is essential in completing projects therefore HR Professionals must find
effective time management methods that will optimise productivity to avoid becoming overwhelmed in
their day to day working life (Johns and Perkins, 2016).

To demonstrate my abilities within my role | have used a wide range of work-based evidence together with
case scenarios to reflect my effectiveness with regards to basic project management, time management,
and self-management. | have shown examples of how | problem solve, my ability to influence, to persuade,
to negotiate, how | have handled conflict management and dealing with difficult people and issues.

| do not have one scenario that best describes how | have dealt with the above interactions in my role as
HR Advisor therefore | have decided to provide a few scenarios. It was my attention to request a witness
statement to support these interactions by my Line-Manager the HR Manager however, she is currently on
long-term sickness.

Re-design of the Severe Weather Procedure

My organisation is undergoing organisational change, the previous Chief Executive was with the
organisation for 25 years and just over a year ago a new Chief Executive was employed. The organisation
has undergone a variety of change from rebranding to ‘ateb’ to realigning core values and aims therefore
re-evaluating our processes, procedures and its culture.

The Chief Executive and the HR team including the HR Manager entered into a psychological group to be
part of an identifiable team sharing the same collective identity and goals to create a shared
communication network (Huczynski and Buchanan, 1991).

Initiation

As mentioned previously a project can be split into five phases; Johns and Perkins (2016) describes the first
as the initiation. The broad idea was developed by the Chief Executive and the HR Manager as they wished
to review all our procedures streamlining the content ensuring they are valid to ateb’s core values and
aims. This would be task orientated and the activity of creating ‘flashcard’ pages instead of traditional
written procedures directly relates to the Chief Executive’s aim and ateb’s collective purpose going forward
creating a relaxed approach whilst ensuring ateb’s stakeholders (employees) can clearly see the main
points the procedure covers.
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The HR Manager tasked my colleague and myself the project management of the re-design of the
organisation’s procedures and to discuss the format. This project is for an extended period of time but
once a procedure is finalised the circulation of each procedure in turn to its employees’ can occur after
seeking, when necessary, solicitor’s advice. As a procedure is re-designed and approved by our solicitors’
interaction with ateb’s i2i Group (focus group concerned with staffing issues) would be approached and
asked to review collectively the procedure providing their input before circulation to all ateb’s employees.

Planning and design

The second stage planning and design was to discuss between the HR Manager, my colleague and myself
the plan of who was going to take what procedure and to ascertain which of these were the most
important. We discussed the format of the procedure and the overall look of the ‘flashcard’ document.

My colleague and I initially took the list of all HR procedures and using a highlighter, divided the list
between us. | naturally took the lead with some procedures such as absence management or flexible
working as these form part of the majority of my role whereas, my colleague who is responsible for
learning and development would naturally select this procedure. |looked at each of the procedures | was
to implement in turn and in order of importance used the relatively straightforward time-management
ABC analysis to determine which order | would set out to re-design the procedures over the coming
months (see Appendix 16). Johns and Perkins (2016) recognise that selecting the right time management
method is essential to optimise productivity however, there are several methods and the HR Professional
should select the best method for you and the project.

In order to meet the deadline, | initially used a Gantt chart (see Appendix 17) to plan how | would prepare
for this project from the initial stage of re-drafting this first procedure in effect the start of the project and
to ascertain the end period when the project would be completed for instance the completion of the
Severe Weather Procedure being circulated to all employees. Once the first procedure is completed |
would restart the cycle again moving through the procedures in conjunction with my colleague to update
every procedure in turn. Time management is essential to ensure that every procedure is re-designed and
the information is aligned to the core values and aims of the organisation and also considering legislation.

The Gantt chart provided me with a framework of what | needed to address and set aims along the way in
order to complete the first procedure that of severe weather by the week commencing the 12" November.

Execution

The third stage the execution was to determine which procedure should be re-written and designed first. |
decided that the Severe Weather Procedure should be considered first as last year our County had
particularly bad weather with heavy snow. This is not normally an issue in Pembrokeshire but due to the
confusion all employees accounted with regards; to whether the office opened, how to find this
information out, how to report absence on the day and how the absence was taken together with the line
of reporting the absence for example leaving a voice mail or contacting your Line-Manager needed
addressing. | therefore on this basis selected the Severe Weather procedure.
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Monitoring and controlling

In the fourth stage | began monitoring and controlling the data whilst the execution stage is on its way by
streamlining current content, evaluating what needed clarity and amendment. | contacted the Health &
Safety Manager and verbally exchanged viewpoints thus agreeing viewpoints on a course of action. |
updated the content of the procedure and verified this by sending an email detailing amendments |
prepared. Armstrong and Taylor (2017) identify email as the most effective communication to encourage
an instant flow of information backing up my face to face communication.

I knew the organisation met with regard to addressing this issue after the severe weather last year at a
Contingency Meeting. Senior Management and Managers were all at the meeting and | knew that some
decisions were discussed but | was also aware that all employees were not to privy to this information and
no formal action had been taken. This Contingency Meeting was Chaired by the Health & Safety Manager.
By re-drafting this procedure | will ensure that all key members will be aware of their duties in the event of
severe weather such as wind, snow and flooding etc...The Health & Safety Manager and the Director of
Housing were meeting in a couple of weeks and therefore | knew | had to have a draft procedure ready in
order for them to discuss. This would be the point, that if deemed accurate, | would remind both the
Health & Safety Manager and the Housing Director to ensure their team members are aware of the their
individual responsibilities.

Although | provided the Health & Safety Manager with the amended procedure before | could finally
update the procedure | needed clarification of the main points | summarised and therefore required a
decision. As this was not forthcoming | recognised that in order to achieve the final procedure’s validity |
would be required to interact between colleagues within the organisation creating networks and alliances
in order to exchange information between the departments (Armstrong and Taylor, 2017). Thus | met with
the Director of Housing and the Chief Executive as the formal channel of requesting the information from
the Health & Safety Manager had failed to achieve any definitive answers in the timescales. This was in
contrary to my Gantt chart which | designed to ensure | stayed focussed and on track with timescales.

It was clear when the Health & Safety Manager did not respond to me to clarify main points that | had to
re-think how | was going to achieve this therefore | spoke direct to the Chief Executive and the Director of
Housing to ensure my deadline of the week commencing the 12" November could be achieved. This was a
relatively small part of the project and I did not want to overrun as | wanted to ensure the procedure was
effective for any bad weather in the winter months. My colleague and | have been tasked with the re-
design of all procedures and this is a project likely to take up to six months to achieve alongside our daily
tasks. Usingthe Gantt chart enabled me to stay focussed and to ensure | could start the next procedure
keeping momentum.

Completion

In the fifth stage that of completion | could reflect whether | achieved the desired outcome, could | learn
from any mistakes going forward with regard to the re-deigning of the remaining procedures, were my
time management methods valuable, should they be replicated or simply should | tackle every procedure
in the same way.
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| did meet the desired outcome by my target deadline of the 12" November and | was able to
communicate with the Housing Director, the Health & Safety Manager, the external solicitor and ateb’s i2i
focus group with regards to approving content. | asked for feedback from the i2i focus group for instance |
asked whether they wished for any key points to be amended, | asked whether they believed this
procedure logistically would work and have | missed any key information. As a result of no new
amendments being offered by i2i | was happy to circulate the new procedure using Yammer ateb’s social
media platform to all employees. (see Appendix 18).

Going forward | will continue to use a Gantt Chart for every procedure however, | will not specify a long
term target date for completion as this is an extended project and with daily responsibilities it would be
difficult to judge when | would want to finish. Instead, | will plan each procedure providing a target date
and only re-design one procedure at a time. | may use other methods of time management such as
brainstorming depending on the procedure and the amount of legislation that may need updating.

Seamus Doyle, Health & Safety Manager has provided a witness statement (see Appendix 19) detailing my
involvement with updating the Severe Weather Procedure.

Introduction of Yammer

The newly appointed Chief Executive is a thinker performer and he felt our ICT and communication
processes were limited and therefore introduced Yammer a social media platform to create internal and
external networks thus increasing employee involvement, participation and to give employees a voice. The
introduction of Yammer was to break down barriers’ between stakeholders (the Senior Management Team
and all employees) adding value to ateb. The Chief Executive wants ateb to perform more effectively than
others on a management front in order to create a market leader in the County to differentiate itself in
order to attract, retain, motivate and engage opposed to other organisations (Johns and Perkins, 2016).

In retrospect, the introduction of the social media platform was not fully thought through. It just appeared
one day with our ICT department installing it and telling everyone if they wish, they could use this platform
of communication. This created a divide, some employees began to use the media platform internally but
it proved ineffective as not everyone was using the media platform to discuss and launch ideas and not
everyone understood its capabilities. Only a few understood you could form internal groups to discuss hot
topics or link to external groups with outside organisations in a similar field to ateb’s. There was also much
debate of how the platform was to be used; was it a business tool only or to open communication through
the departments therefore using it similarly to Facebook.

Initiation

After much debate the HR Manager tasked my colleague and myself with presenting Yammer to encourage
communication across the various teams within the organisation. For this platform really to add value it
was necessary for both my colleague and | to influence in our roles as HR Advisors the stakeholders
(employees) that this approach will be an effective people-management and change culture to improve
engagement throughout ateb.



Kate Houston - 1403228

Planning and design

Individually we began to research Yammer. Through literature research | identified there was a wealth of
information found on the internet and through the use of tutorials such as YouTube. It explained the
importance of launching Yammer correctly and told me how best to use the social media platform within
ateb.

Execution

We decided to initially independently research and pull together our combined research by way of a
brainstorming exercise to launch our ideas together bouncing ideas from one another and encourage
problem solving and practical ideas that may exist in the design of the presentation (see Appendix 20).
Huczynski and Buchanan (1991) believe brainstorming is to be creative letting the individual inclinations
run free and it associates the quantity of ideas with the quality of ideas using this method. They state
brainstorming in groups produces unique ideas which are of better quality. Finally, once brainstorming
together was completed to pull together a PowerPoint presentation using the foundations of the content
we discussed together at the brainstorming stage.

To do this | assumed our colleagues had no knowledge of Yammer and was if it had not yet been launched.
The presentation was in our board room using the white board and a PowerPoint presentation. | felt a
PowerPoint presentation was an appropriate delivery of the content to our audience as it would appeal to
those who were visual and aural learners. My colleague and | practiced our presentation several times to
ensure it flowed and to ensure the messages we were presenting were tailored to our audience. | also
gave some thought to the tone of the presentation and wanted it to be an informal in order to encourage
two way communication to our audience. | was mindful that we would have kinaesthetic learners
watching our presentation so | wanted it to be practical and interactive therefore Yammer was
demonstrated in its live state answering questions as we went engaging open communication and
questioning. | decided that the PowerPoint presentation would be uploaded to Yammer after all
presentations had been made as a future aid (see Appendix 21).

It was noted by in large that at the presentation | may encounter negativity and difficult viewpoints
through employees who were adverse to ateb’s change of culture, using Yammer and the presentation as a
voice for expressing dissatisfaction as they perceived this change along with others as a threat. Huczynski
and Buchanan (1991) refer to ambiguity over authority as a source of conflict where employees are unsure
of the responsibility for performing tasks or duties. This was clear at ateb, employees were resistant to
change as their Line-Managers and Directors’ were not encouraging over many of the Chief Executives
change culture approaches. They were not unified with regard to the use of Yammer and were negative
and vocal about this and unwilling to sway from the organisation’s historic norms, values and practices.

Monitoring and controlling

It was therefore important to recognise that at some points through the presentation it may be best not to
aggravate the situation and | may have to ‘bite my tongue’ on occasions when dealing with difficult
dialogue. It was therefore important to demonstrate my ability to influence by presenting Yammer
positively giving real scenarios of when each department may find using Yammer applicable, encouraging
and energising employees to the long-term benefit of external networking and collaborative networking
internally.
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Yemm 2008 (as cited in Johns and Perkins, 2016, p. 84) suggests in order to be successful in influencing
others HR Professionals need to take time and consider the broader message of who it is to be conveyed
to. Therefore, my approach was to be friendly, to create a unified vision of Yammer, to build alliances and
relationships across the organisation and empower our colleagues to use the social media platform. It was
also paramount to create a requisite of knowledge on the topic of Yammer in order not to be undermined
presenting.

Sadler-Smith 2006 (as cited in Perkins, 2016, p154) recognises technology is not a solution in itself and
regardless of investment into technology should not force learners without providing appropriate support.
My objective was to rectify this error by producing an interactive presentation which detailed the benefits
of using technology within ateb and its reach to the broader community and organisations which we are
linked to. Indeed, Jeffery 2018 identifies that HR can play an important role in championing technology
observing that HR can increase its influence with this new opportunity.

Completion

This training was not compulsory therefore only a small proportion of employees attended the
presentation (see Appendix 22). This was a further factor of why | chose to upload the Yammer
presentation onto Yammer. Of those employees who did attend we discussed at the end of each session
whether their view point of Yammer and its position within ateb had changed. The majority of employees
felt when questioned that they had a better understanding, could see the business need and would go
away and set up internal groups. This was especially evident to those that were not office based who were
energised to set up sub groups of their teams to share knowledge and ask questions on their cases. |
witnessed employees who attended the presentation joining Yammer and who began to use it more
frequently. Overall, the presentation was deemed to be a success by the HR team. | have included two
brief witness statements from two employees who attended the presentation (See Appendix 23 and 24).

Evaluation concerning my value to ateb’s increased use of Yammer has not been measured formally
however, the fact that more employees are using it operationally on a daily basis illustrates it was effective
training. | plan to request feedback on a quarterly basis in order to provide a snapshot of employees
view’s on Yammer and the frequency it is used to gage whether | should promote it further. | have met
with the HR Manager and the Chief Executive to discuss Yammer and how it was initially implemented to
employees. The Chief Executive admits he did not introduce the technology correctly and will be mindful
in the future of not imposing employees to a system without training.

HR involvement with the Finance Department

In my role as HR Advisor | have responsibility for monitoring return to work interviews for both short and
long-term absences. | have to liaise with the Line-Manager and meet with the employee to ascertain
whether there are any circumstances affecting the employees’ sickness absence or pattern.

| have dealt with the Finance Department on a few occasions and the Finance Director and Finance
Manager historically prefer to deal with issues themselves rather than involving HR. HR are seen as an
interference and | have faced negativity as | am perceived as a threat. It is my job to build a relationship
with the Finance Manager to ensure when issues occur we can aid in any issues in line with our policies and
procedures.
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Armstrong and Taylor (2017) refer to compromise were neither party wins or loses therefore there is no
right or wrong approach an agreement is formalised in order to accommodate differences in order for the
real issue to be resolved. This was my main aim when dealing with the Finance Manager to highlight the
HR Team’s needs and reflect his department’s approach formalising our differences to work together in the
future.

For instance, one member of their team had been on long term sickness following a haemorrhage and
possible seizure he works in a department that has very little sickness to other departments and spends a
lot of time alone working on intensive spreadsheets and accounts. When the employee returned to work,
a return to work was conducted with the Finance Manager and no issues or work restrictions were
implemented. | advised the Finance Manager on receipt of the return to work that | would be inclined to
offer reduced hours of work and as the person did not drive and lived over half an hour away instead of
using public transport | could arrange with one of the Maintenance Team who has transport to provide lifts
as this could be accommodated. | hoped that my suggestions would be considered as when | talked with
the Finance Manager he agreed these suggestions seemed a good idea and thanked me for considering the
employee’s situation.

The return to work was returned to the Finance Manager to be repeated however, again he did not take
any of my recommendations into account therefore my advice was ignored. The employee returned to his
duties straight away with no reduction in hours.

In any other department, the employee would have been told to ease themselves back into work in the
first week or two especially as they were returning to work fairly quickly. | believe the Finance
Department’s team would not speak out to their Finance Manager or Finance Director and would carry on
as normal as this is the norm within their department. This department is controlled by the Finance
Director heavily; they only make tea at certain points in the day and would not feel comfortable to go for a
drink at any other time. The Finance Manager is micromanaged by the Finance Director and does not lead
his team without specific guidance from his Director. Thus unable to make decisions and problem solve
independently as this is clearly a department with a traditional directive management style.

As mentioned previously, the finance team have very little sickness absence compared to other
departments which is deemed a good thing however, when they have been very ill will return to work
before they are ready. At occupational health, if the employee indicates they wish to come back as before
and get straight into it the occupational health department takes account of how the employee feels but |
am unsure whether an employee from this department would ask to do reduced hours or ask for any
leniency.

After only a few months the employee suffered two close bereavements which were both sudden and
traumatic one bereavement was in fact a younger member of the employee’s family and again had time off
and was issued a doctors sick note. After a swift return to work a further return to work was completed
with the Finance Manager and nothing was recorded on the form once more. Before the employee’s
return I had spoken with the Finance Manager in order to influence a flexible approach to hours and
support such as outside counselling which is paid for by ateb. This advice was not noted on the return to
work therefore | was unsure whether this was offered and discussed with the employee.
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Furthermore, after talking to the employee | found out they had fallen however did not lose consciousness
the day before he was due to return to work. This was a very stressful time for the family and would have
put the employee under a great amount of stress. The Finance Manager and the Director were informed
by the employee but nothing was noted to HR. | explained to the employee that this was a stressful time
and said that | would be informing my manager the HR Manager and the Health & Safety Manager. |
explained another referral to occupational health should be made and further assessments would be
completed by the Health & Safety Manager due to the most recent fall at home.

My Manager agreed that the Director and Finance Manager should have disclosed this information to us. |
therefore arranged a meeting with the Finance Manager to raise my concerns over why on the return to
work it was not noted the employee fell again losing consciousness briefly the day before he returned to
work and to challenge whether he was indeed fit to return to work. | highlighted the fact of counselling
and flexibility to hours was not discussed. Armstrong and Taylor (2017), refer to bargaining in order to
compromise which can result in either side losing as well as winning points in order to reach a solution.
This now seemed the best approach to take.

My goal was to get the Finance Manager to understand why it was important for this information to be
disclosed on the return to work. The Finance Manager was quick to respond the employee felt able to
return to work and he did not seek medical assistance. | negotiated that although the employee felt able
to return and wished to return as normal with no restrictions that we could have made allowances such as
explaining to the Finance Team to be mindful of the employee’s situation and to ensure that he did not
work alone for his first couple of weeks with ateb. Obviously, the employee would have to provide his
permission however, with his permission we would be looking after the employee’s wellbeing. | further
explained that if the employee had a fall in work and we did nothing then ateb could be liable. |
understood the Finance Manager wanted to control the situation but wanted him to also understand that
the Finance Director, the Finance Manager and HR have a moral duty of care to the employee. This was a
difficult discussion | stood my ground although the power in the relationship remained with the Finance
Manager (Huczynski and Buchanan, 1991) refer to power similarly to leadership when an individual has the
ability to control or influence others, in this situation | would need to demonstrate my ability to persuade.

| was mindful that my conflict style is that of compromise therefore | tried to encourage the future two-
way relationship between the HR department and his department and negotiated a trade of the employee
being referred once more for an occupational health assessment rather than telling his colleagues of his
position. | re-iterated the need to be supportive and provide these options to the employee and
encouraged the Finance Manager to have these discussions in the future and to regularly meet with the
employee and to note these meetings. | also signposted the Finance Manager to ACAS with regards to
bereavement and how best to deal with employees. The Finance Manager agreed he would do this.

| was mindful that | would have to ensure | dealt with the situation using a common sense approach in
order to reduce conflict between the Finance Manager and myself to overcome our differences to
maintain a good working relationship. Thus to avoid misunderstandings and credit the Finance Manager’s
good intentions rather than the negative impact our dialogue has. | utilised the acronym CREDIT a key
strategy to reduce conflict (Stothart, 2018) throughout the conversation.

C- Collaboration
To remember it is not a competition and to look for the common ground. Consider the Finance Manager’s
perspective.
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R-Respect
Treat the Finance Manager with respect it is important that we get along.

E-Emotions
Use a calm tone and measured body language.

D-Drives
Slow down our communication consider what is driving my behaviour however, to remain focussed.

I-Intention, Impact and Influence

There could be an influence gap between what | say, my actions and the impact this has on the Finance
Manager therefore | need to remember my emotions and think how | communicate through tone of voice,
facial expressions and body language. To ask myself whether the impact of my behaviour is having any
impact and influence to what | want to say.

T-Tomorrow
Remember | will have to continue to work with the Finance Manager in the future. Instead of looking in
the past or in present tense think what | am going to do, how | can stop this happening again.

On another interaction concerning the finance department | could see a member of their department
becoming withdrawn and she was visibly depressed. | ensured | asked on various occasions how she was
and spoke with the Finance Manager with regard to her disengagement and change in behaviour. His
response was that the employee is often like this and then she bounces back. Utilising my ability to
influence and persuade I visited the Finance Manager and spoke with him with regards to his employee
and my concerns requesting he undertake a one to one with this employee. The Finance Manager assured
me he would however, this did not happen straight away.

One day when | asked the employee of her well-being she broke down in tears. There were a few issues
but the main issue was that of her department and the feeling of isolation. Duhrr (2018) reflect the main
characteristics of conflict is the disagreement between two parties or a team. When talking and
engagement have stopped, in this instance it is personal where the lack of communication has escalated to
an environment where the party is excluded.

Finance is a small department with the majority of its staff women who sit in an open plan room. The
employee found most days she was not included in conversations and did not feel part of the team.
Normally, she would confide in her Supervisor but as her Supervisor was part of the group who socialises
with the team outside of work she did not feel she could discuss her emotions easily with her Supervisor.
Topics discussed were nights out, running and fitness classes all of which the employee did not participate
therefore she felt isolated. It went further than this; one of her colleagues would answer her direct line
whilst she was sat there. The employee noticed this happened regularly however, did not feel confident to
raise this issue. It was explained to me that the telephone would ring a maximum of three rings and if she
had not answered the call her colleague would answer the telephone and sigh, she even witnessed on a
daily basis when she spoke generally in the office the same employee eye rolling her so in the end the
employee gave up and stopped communicating with the team. In the end the team generally ignored the
employee making no effort to engage.
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Sreenivasan and Weinberger (2017) reported were leadership styles where bullying can flourish as
autocratic, top-down leadership and where ignoring or avoiding conflict occurs. They refer to costs to the
employers such as absenteeism and costs to the employee as low morale/demoralisation, loss of self-
confidence, frustration and helplessness together with mental and physical health effects. The employee
has lost self-confidence and has been suffering with her mental and physical health. Absenteeism has also
been an issue.

| offered further counselling which was declined instead | met with her regularly and encouraged by way of
persuasion to speak to the Finance Manager. To do this | explained | had to arrange a meeting with her
and her Supervisor or the Finance Manager to discuss her pattern of ilinesses and asked her if | could help
with any issues whether in or outside work. | explained that this would be a perfect opportunity to raise
her issues and that if she was not comfortable with her Supervisor being in attendance | would ask for the
Finance Manager to conduct the sickness review with us. The review was set up between the employee,
the Finance Manager and myself and at this point she again broke down and opened up to her Manager.

ACAS (2016) state HR Professional’s believe early intervention is an effective method of dealing with
conflict management and the importance of interaction in the informal stages were essential to retain staff
and in the avoidance of a future disciplinary or grievance. A major barrier to effective conflict
management was that of Manager’s confidence and competence as they feared this would have a negative
impact on their internal relationships.

There is a history of conflict that could not go ignored therefore regardless of this current employee’s
family circumstances and other issues the fact of the team’s behaviour towards the employee did need to
be tackled. The Finance Manager was aware of other instances within his department of isolation one
which involved an apprentice only last year involving the same team members. At no point have the
finance team in this room been approached regarding their conduct instead on this occasion the
apprentice was moved to another finance room. Before this incident, another employee had confided to
the HR team of isolation and being talked about and clearly felt they did not fit in. Although this matter
was investigated briefly the employee resigned and no action was taken towards the finance members
involved. | believe the Finance Manager was reluctant to challenge his team regarding their behaviour for
fear of his relationship with them.

The Finance Manager was slow to act and when he did it was only after a conversation with the Finance
Director. Again, my involvement in HR did not seemed welcomed. Using my ability to influence | advised
the Finance Manager to discuss the matter again with the employee, the Supervisor and then the team to
obtain their side of events and views being careful to stay neutral. Once this was done | advised to
evaluate what they hear against their knowledge of what was happening. Before my advice could be
actioned the employee applied for a vacancy in another department but asked the Finance Manager
whether this could be considered on a secondment basis. The Finance Manager thought this would be a
good idea however, | had to persuade the Finance Manager this was not the answer and to deal with the
situation.

After a frank discussion with the Finance Manager he did decide to speak with the Supervisor and the
employee separately to find if the situation had improved. It had not. Therefore, | introduced the idea to
the Finance Manager that the employee and her colleague could meet for a coffee on neutral premises to
understand how each other was feeling and explore each other’s perceptions to try and work out a
compromise were the situation could improve.
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The Finance Manager does not like taking advice and does not like dealing with conflict it was important
that the Finance Manager discusses the conflict once again to the Finance Supervisor reminding her that it
can sometimes be difficult to be friend with people in work especially ones that you supervise. To also
explain that sometimes it is not appropriate to be friendly with the team and if she is going to be friends
that they do not talk about their nights out or the next class they are going to in front of others in the
office.

The Finance Manager certainly did not want to have this conversation and had to be reminded but has said
he has now done so. | have asked for a file note detailing this — this is yet to be given.

As a result of my interactions with the Finance Manager | felt it was important to problem solve the root
cause to aid in future interactions. | therefore used an analytic cause tree (ACT) to delayer the problem
which combines three functional quality improvement (Ql) tools to generate a streamlined holistic
outcome (Ward and Moran, No Date). The purpose of ACT is to peel back the layers of a problem revealing
possible causes and put the QI thoughts and rationale on a conclusion section. The tool allowed me to
reveal all the possible causes for the Finance Manager’s non-cooperation, identify the root causes and
develop corrective actions. This will allow me to find out what has happened, potentially why it happened
and how | can prevent it from happening again.

It identified that the Finance Manager should attend Management Leadership training or ACAS training to
provide greater insight into managing people. HR could look at investing towards all Managers as they are
all expected to manage their teams something traditionally they have had limited experience with as HR
would govern or take the lead. A corrective action I could implement immediately would be to build an
alliance with the Manager therefore | could ask for assistance with my CIPD qualification. | could ask for
assistance broadening my professional behaviour in respect of report writing, data analysis, financial and
budgetary advice. If the Finance Manager can see | am eager to develop and | am continually learning
building on my competence and skill set he may be more inclined to work with me in the future. HR will
need to provide in-house training on building better communication channels, Manager’s skills and
competencies and greater encouragement with regards to employee engagement. Overall, these
corrective actions can be undertaken with all Manager’s ( see Appendix 25)

I have included a brief witness statement (see Appendix 26) from the Finance Manager with regard to my
involvement as a HR Advisor and my interactions with his team. This witness statement is brief and does
not recognise the depth of conversations | have had with him and managing his team. Also (see Appendix
19) a witness statement from Seamus Doyle, Health & Safety Manager with regards to my interactions with
the finance team.

Recruitment: interview process
In my capacity as a HR Advisor | deal with recruitment facilitating from advertising a vacancy, shortlisting,
interviewing, to offering the position.

At the shortlisting stage a matrix is designed and every candidate is scored by each one of the recruitment
panel consisting of the Manager of the department, the Line-Manager and a member of the HR team
against skills and attributes utilising the role profile to ascertain these qualities. To show a fair and
consistent approach is used the shortlisting or interview matrix forms part of our evidence and ensures the
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acceptable standard of applicant for every position. Standardised questions are used for all candidates at
interview in order to reduce bias.

Recently, an internal applicant applied for a vacancy in another department. They completed an
exceptional application form and obviously spent a lot of time applying. They were successfully selected
for an interview. At interview the internal candidate gave by far the best interview providing relatable
experiences to questions asked therefore the clear winner as demonstrated by the interview matrix (See
Appendix 27 - included is the interviewing Manager and my own interview matrix). The Manager however,
was reluctant to offer the position and was hesitant when discussing the employee. Schleider and Bruce
(2006) recognises that recruitment requires negotiation when there are two opposing views successful
negotiation is to end of up with all parties satisfied with the outcome.

In order to ensure the process is fair and consistent therefore | applied my negotiating skills by questioning
the Manager on the interview matrix and interviews. The Manager agreed the internal applicant was on
paper the best fit but had applied bias towards the internal applicant as in his current role was perceived
difficult to manage and was often negative.

The roles were quite different the applicant was currently a Facilities Assistant within the Maintenance
Department he was applying for a Scheme Co-ordinator in one of our schemes in the Supporting Housing
Department, a role which he had undertaken previously with another organisation. The Manager
conducting the interview was going by the advice of another Manager within the organisation therefore |
had to persuade the interviewing Manager by explaining the background without divulging the specifics of
the department’s dynamics and leadership setup. | did this by not mentioning individual employees but
related this loosely to how the interviewing Manager dealt with issues in her department previously.

The Manager in the Maintenance Department was promoted to his role and had difficulty managing his
department as a lot of them were his friends whereas, this internal candidate was employed after his
promotion and did not have the same alliances. The internal candidate felt like an outsider within the
department and did not feel there was a fair process when awarding jobs and when he challenged this
with his Manager the relationship between both parties broke down. The Manager in question could not
deal with being challenged and with a member of his team he deemed as difficult. The Manager
interviewing for this position however, was a good manager and had successfully undertaken various
management and leadership courses and when faced with conflict dealt with the situations well. This
Manager treated employees fairly and gave everyone a chance therefore it was unlikely for the same
difficult relationship to develop.

In order to influence this situation | expressed my views without providing specifics due to confidentiality
therefore outlined briefly the Maintenance Department Manager’s weaknesses. Therefore without
highlighting the Maintenance Manager himself, gave an opposing view of leadership to that of the
interviewing Manager. | did this by explaining there are many different approaches to managing people
and some manager’s demonstrate they can deal with situations easily avoiding a toxic environment
whereas, others find the process may be difficult. | briefly summarised her own management style and the
difficult relationships she effectively dealt with to date and asked her whether she could not do so again if
required. The Manager agreed that her experiences to date combined with her academic studying would
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allow her to deal with difficult relationships and indicated both Managers could have different approaches
and it may not be an issue within her department and team in the future.

I negotiated that | would be uneasy not to reward the position to the internal candidate based on the
scoring on the interview matrix. | understood the candidate needed to be the correct fit in personality and
approach | therefore asked the Manager to think overnight of her decision and the interview scoring.

Using my ability to influence | asked the Manager to speak to the other Scheme Co-ordinators gaging their
opinions on all the candidates as each met with the candidates on the day and asked the Manager to speak
with the residents in the two schemes he would be operating. Both colleagues and residents alike formed
part of the interview on the day as there was a meet and greet part to the interview therefore | would not
be breaching confidentiality. Both colleagues and residents fed back to the interviewing Manager on each
candidate letting her know who interacted the most and felt would be the best fit to the team.

The Manager did speak with her team and the residents within the schemes. It was determined the
internal candidate was liked, he fitted with residents and team members clearly engaging with both and
had some really good ideas to incorporate into the scheme. Both residents and colleagues selected the
internal candidate as their first choice. After careful reflection the interviewing Manager reflected he was
the best candidate and would offer the position understanding the threat in the future this person may be
on times a difficult employee but felt she had the right skills and attributes to deal with such situation.
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_HR Polj_cies and Procedures List

Title =~ ° | Policyor | N | Current |Review
AR ‘ | Procedure RW* Version and | Date
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A | Alcohol and Drugs Procedure New V1, Dec 2011 | 12/13
f> | Annual Leave and Additional Leave Procedure | Rewrite | V3, May 2013 | 05/14
| Absence Management Procedure | Rewrite | V5, Feb 2013 | 02/15
R | Capabilit: Procedure New V1, Dec 2011 | 12/13
C | CRB Procedure | Rewrite | V3, July 2013 | 07/14
B y Procedure V2, Dec 2011 | 12/13
¢ | Flexible Working (Flex Time) Scheme and Procedure | Rewrite | V2, June 2012 | 06/13
C | Flexible Working Procedure New V2, Dec 2011 12/13
& | Fixed Term and Temporary Workers Procedure New V1, Dec 2011 | 12/13
C | Gifts and Hospitality Procedure | Rewrite | V2, Dec 2011 | 12/13
6 | Grievance Procedure | Rewrite | V2, Dec 2011 12/13
C | Long Service Award ' Procedure | New | V2,May 2012 | 05/14
F—— i : |
C | Positive Work Environmen |_Procedure Rewrite 12/13

= - e e e .

e e v e

e ——— ——

C | Raising Concerns at Work Pocedur Rewrite V3: July 2013 | 07/15
f Redundancy - Avoidance and Handling of Procedure | Rewrite | V2, Dec 2011 12/13
A | Severe Weather Procedure | Rewrite | V2, Dec 2011 12/13
' /14

C | Stress Management Procedure ew | V2,Jan2012 | 12/13
3

3

Updated July 2013

I acknowledge receipt of the above list of the HR Policies and Procedures. In signing
this | understand that | am responsible for ensuring knowledge of and compliance with
those relevant to my duties.

Print Name: Signature:

Date:

Please return to HR
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Appendix 19

WITNESS STATEMENT

To whoever it may concern

| have worked alongside and had interaction with Kate Houston (Human Resources) over the
past year.

Kate approached me in the last 12 months in my role as Health, Safety & Regulations
Manager and Chair of the Business Contingency meeting (having dealt with the severe
weather procedures) for clarification on points discussed. As part of those discussions Kate
was taking the lead to find out what each department requirements were and also had to
liaise with the Director of Housing, Chief Executive and myself with regards to key duties.

In order to insure she had all of the information required Kate showed very good
communication and management skills in formatting all of the information together to help
inform the procedure.

Kate has also been a very helpful resource in dealing with employee relations across the
group especially with the Finance Department. Kate consulted me regarding two employee
issues within the Finance department for advice and referral support. She was diligent,
discreet and maintained confidentiality when liaising with myself (Health, Safety &
Regulations Manager).

Kate will deal with conflict management issues, for example within the Finance Department.
Kate always deals with these cases in a professional manner and updates the relevant
managers without going into personnel details unless needed. This will involve influencing,
managing and negotiating with others within departments to deal the conflict.

She ensured and pushed line-managers to deal with any Health, Safety & Regulations issues
and at the same time self-manage her own workload to ensure that matters are not forgotten
from a Human Resources stand point.

All work is carried out to meet the needs of other employees, time scales & budgets. | agree
that Kate undertakes this in line with the company policy.

Name: Seamus Doyle

Role: Health, Safety & Regulations Manager
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Appendix 23

| recently attended a training session on Yammer presented by Kate Houston and
Joanne Thomas; HR Advisors at ateb Group.

Having never used Yammer before | found the training incredibly beneficial. Kate
was very thorough in covering the different aspects of Yammer and made it very
simple to understand. Kate interacted well with the group she was training and

made it enjoyable.

Since attending the training session | now use Yammer regularly, which | never
thought | would do.

Debbie Yates



Appendix 24

ateb

Date: 16/11/18 better livi

Solutions

TO WHOM IT MAY CONCERN

Re: YAMMER PRESENTATION

| attended a Yammer training presentation given by Kate and her colleague Jo recently.
Yammer had initially appeared on my desktop on the general basis that we could use it if
we wish, to be honest there was no direction from management and it just looked to me
like yet another email type facility.

HR offered a “get to know Yammer better” type of presentation so | thought I'd drop by
and see what it was really all about. Kate explained that it was intended to be a more
informal way of communicating information within the organisation which would break
down the barriers between management and general staff.

Prior to attending the session | admit that | didn’t use yammer at all, | would very
occasionally have a quick look but not on a regular basis. Now that | understand how to
join other groups, receive notifications of posts that I'm interested in, how to create
groups of my own and invite others to join it has become a much more useful
communication tool. In fact | have joined other Yammer groups within the same industry
sector and have found this invaluable both to view information posted by others but also
seek advice and possible solutions that other members have found successful in similar
situations.

Kate and Jo made a really good team in delivering the presentation. Kate was able to
answer mine and my co-workers questions in a way that made it easy to understand for
novice Yammer users like us, not only giving us examples of what we could do but also
some short cuts and tips that have proved invaluable.

Yours Sincerely

. \j‘l L-'.,-{'--._ L ( {{ e = {“ 4 ‘

Julie Edwards

Property Services Administrator
T: 01437 774716

E: julie.edwards@atebgroup.co.uk

Meyler House, St. Thomas’ Green, Haverfordwest, Pembrokeshire, SA61 1QP
Ty Meyler, St. Thomas' Green, Hwiffordd, Sir Benfro, SA61 1QP
% 01437 763688 X hello@atebgroup.co.uk 3 atebgroup.co.uk 0000

Mae grwp cyfyngedig ateb yn gymdeithas gofrestredig gyda'r FCA. Reg. Rhif 23308R, landlord cymdeithasol cofrestredig gyda Llywodraeth Cymru, Reg. Dim PO72
ac mae'n aelod o Gymuned Tai Cymru. ateb group limiled is a registered society with the FCA, Reg. No 2330€R, a registered social landlord with the Welsh
Government. Reg. No PO72 and is a member of Community Housing Cymru.
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Kate Houston

“

From: Gareth Williams

Sent: 30 November 2018 17:06
To: Kate Houston

Subject: RE:

Appendix 26

Kate — reference as requested:

“Kate has assisted me in my role of Finance Manager, where | am responsible for a Finance Team of nine, by
providing professional HR advice and support when required. Examples include:

1. Supporting a colleague in a Return To Work after long term sickness and engaging the services of
Occupational Health,

2. Regular sickness monitoring to identify patterns and provide support and advice for employees,

3. Arranging referrals to Counselling services as and when required.

In all aspects Kate has conducted herself in a professional manner and | am grateful for the HR support and advice
she has provided.”

Gareth Williams MBA FCCA
Finance Manager
Ateb Group Limited.
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Kate Houston - 1403228

Activity 4
Group and team dynamics and how political behaviour impacts on organisational objectives

Watson (2014) summarises groups and teams are interlinked stating individuals working together for a
common goal where there is social communication, a pattern of relationships and sharing. Differences are;
to be part of a group individuals contribute individually towards the common goal and the evaluation of
their performance is dependent on their individual contribution. To be part of a team is defined as a group
of members who have complementary skills who are committed to a common goal with collective
responsibility for the results who enter into a psychological contract with one another.

Google embarked on an initiative to build the perfect team; it reviewed their best teams to find out if they
shared interests or whether everyone was motivated by the same rewards. Google stressed that
psychological safety was critical to making the team work as well as other behaviours such as clear goals
and creating a culture of dependability (Duhigg, 2016).

HR Professionals (HRPs) must be able to work with one another as poor team work can affect an
organisation’s productivity and individual motivation therefore dynamics of group situations need to be
comprehended in order to provide a strong cohesive team (Johns and Perkins, 2016). Management should
focus on communication and group dynamics strategically to increase the effectiveness of teamwork
within organisations.

Effective teamwork is essential in hospitals, surgical teams work collaboratively with different professionals
providing safe, effective care in order to maintain high performing teams. It was noted the primary cause
of surgical error was the breakdown of communication. Training was developed that had transportable
competencies which can apply to any surgical team following the design of a training needs analysis.
Communication, mutual monitoring skills, being alert to mistakes, being able to speak up regardless of
position, standard language, and ensuring messages are accurately received together with role-plays and
simulated surgery formed the training programme (Lacerenza et al, 2018).

Mohanty and Mohanty (2018) conclude communication is important; it is intertwined with group dynamics
affecting how groups function. Therefore dynamics of group environments should be explored as these
could be affected by different factors such as the nature of individuals within a group and structure of the
group.

There are many theories on group behaviour; Tuckman’s Forming, Storming, Norming, Performing and
Adjourning (Mullins and Christy, 2013) is deemed the most influential foundation for modern thinking on
teams and teamwork (Nestor, 2013).

Mullins (2006) refers to Belbin’s Team Role Model (BTRM) Plant, Resource Investigator, Co-ordinator,
Shaper, Monitor-Evaluator, Team Worker, Implementer, Completer, and Specialist illustrating team’s roles
and dynamics.

Owen (1996) completed a case study of the Red Arrows utilising BTRM over two years with two different
teams the outcome was the same and the Red Arrows successfully learnt the new display. It determined
BTRM held value but could not explain the process of maintaining a high performing team as the teams’
profile differed while performance remained.



Kate Houston - 1403228

Miller (2014) refers to Tuckman’s model stating leaders need to manage the processes at the storming
stage utilising Hersey/Blanchard Situational Leadership approach to determine how the team develops and
their own leadership style together with BTRM in order to become high performing teams and thus
avoiding getting trapped in Tuckman’s early stages. At the forming stage a leader is required to be
directive. Belbin’s shaper or co-ordinator tends to be more inclined to this. At the storming stage where
power and control are an issue the leaders style can be questioned therefore conflict can occur. Belbin’s
team worker can withdraw it if necessary to redefine goals to discuss emotions and to coach. At the
norming stage it is imperative to be supportive and a facilitator encouraging team roles to share ideas and
opinions. Organisations function by manager and supervisors exercising leadership accordingly Higgs,
2006, (as cited in Armstrong and Taylor, 2017, p.150) state leadership behaviour accounts for 50% of the
difference between change success and failure.

Political behaviour refers to behaviours including organisational politics, influence processes, power
struggles and conflict in order to gain advantage with winners and losers (Dubrin, 2009).

Rodgers (2008) recognises that formal strategies, plans and programmes do not change, it is through
informal interactions of individuals who play an influential role on the impact of power and politics on an
organisation’s outcome concerning performance and decision making. Individuals share their experiences
and perceptions and evaluate these as they go along in informal coalitions. For most parts this is done
informally throughout the organisation and managers cannot stop this or control it however, they can
influence by reframing communication, thinking culturally, acting politically, building coalitions, embracing
paradox and providing vision.

Huczynski and Buchanan, 2010, (as cited in Johns and Perkins, 2016, p. 84) highlight power-plays and
negative use of political activity which cannot be ignored. Armstrong and Taylor (2017) refer to groups
exercising power whether directly or indirectly and the use of influencing to achieve results can be
misused. HRPs will need to be effective influencers in order to convey their knowledge and expertise to
managers and supervisors. Yemm, 2008, (as citied in Johns and Perkins, 2016, p.84) believes influencers
display certain attributes to be friendly, to build alliances, have expertise and knowledge, have bargaining
skills, have vision and empowerment. Without creating an open and trusting atmosphere the influencer
may be challenged and asked difficult questions to avoid this the influencer must convey their thoughts,
listen and communicate to teams and at times bargain and compromise.

Thomas (no date) ascertains there are positive and negative political behaviours either self-driven by their
own needs and goals or shared organisational goals. Workplace politics is often viewed as toxic.
Armstrong and Taylor (2017) identify in such cases you will see individuals exhort to powers of persuasion
to legitimise their actions to their colleagues but self-interest and influencing is foremost in advancing their
career at the expense of others. Politicking can have a negative effect on an organisation and can be taken
to excess leading to feuds between emails, people or departments which is counterproductive. Dulude
(2014) cites a positive approach is to become politically savvy which relates to leadership behaviours and
qualities to become an effective leader and strengthen political skills. Therefore, to build collaborative
relationships, to think before you speak keeping composure, to put people at ease and the use of
networking demonstrate skilled interpersonal influence.
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Armstrong and Taylor (2017) ascertain knowledge is power therefore HRPs should exercise political
sensitivity and liaise with key decision makers in order to ascertain opposition or indifference before
making final decisions as those politicking are influencers within the organisation.
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Activity 5

Undertake a self-assessment against a section of the CIPD HR Professional Map, at Band 2, to identify
your professional development needs. The section should include: 2 professional areas (1 of which
should be a core area) and at least 2 behaviours.

e Select at least 3 development options to meet your development needs
e Devise a personal development plan in which you detail your development objectives and justify
development options selected.

| have undertaken a self-assessment development plan in order to future my career within HR and to
ensure development. | began by using the CIPD HR Professional Map, 2013 to ascertain my current
banding based on my knowledge set and behaviours. This was useful to understand what HR functions | do
well and those which | need further development with. Furthermore, | have used the Professional Map to
explore those professional areas | am interested in currently and which | believe will enhance my career
linking them to my organisation’s requirements to plan my developmental needs going forward.

As of November 2018, CIPD (2018) has introduced a new styled Professional Map focussing on knowledge
and behaviours and instead of referring to activities to ensure generic best practice it focusses on the
impact it has on work and values-based decision-making. The core values and purpose which drive the
professional standards remain the same but as new roles emerge and opportunities arise the new
Professional Map will ensure you are kept future-fit adapting and incorporating them. The Professional
Map was developed collaboratively with CIPD members, market leaders and industry experts with 19,000
people from across the world. The Professional Map has three new professional values, two completely
new specialist areas to learn from and fourteen core knowledge and behaviour areas.

CIPD (2018) recognised the 2013 Professional Map was antiquated as new specialisms and ways of working
have emerged and with that the role of people profession has changed. The new Professional Map will aid
in making sound decision making regardless of whether there are rules and guidance available, it will allow
you to prove your worth based on the impact you make, it will inspire new people to join the profession
with relatable news stories based on people professionals have on employees, organisations and the wider
society and focusing on ethical practice, inclusive working and the value of people. The new Professional
Map enables you to take a critical approach to the functions within your organisation allowing for
guestioning such as how good are we and are we doing enough?

Before the launch of the new Professional Map | had already began to use the 2013 Professional Map to
identify my banding in each of the professional areas and behaviours therefore | will continue for this
activity to use the 2013 Professional Map (CIPD, 2013).

Before beginning to access my knowledge, skills and behaviours in order to ascertain which band | am
operating in and at which banding and transitions | need to move to | used the online tool on the CIPD Map
to identify which areas of HR seem to be of the most interest to me. | answered various questions and the
table below assisted me in choosing which professional areas to access (CIPD, 2018), please see below.
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These areas of HR seem to
interest you the most

It was essential | accessed my knowledge, skills and behaviours in the two core professional areas namely
Insights, Strategy and Solutions and Leading HR. Once | completed the online tool for these professional
areas | used the information from above to select professional areas | am most interested in namely;
Organisation Design, Organisation Development, Learning and Development, Performance and Reward and

Employee Engagement. | answered a series of questions in all mentioned professional areas to ascertain
my banding.

The following is a snapshot of my results:-

STUDENT ASSESSMENT

Your assessment results
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My individual results were as follows:-

Core Professional areas: | Banding: Appendix
Number:

Insights, Strategy and Developing 28

Solutions

Leading HR Developing 29

Functional Professional areas:

Organisation Design Developing 30

Organisation Developing 31

Development

Learning and Developing 32

Development

Performance and Reward | Developing 33

Employee Engagement Developing 34
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Behaviours:
Curious Emerging 35
Decisive Thinker Developing 36
Skilled Influencer Developing 37
Personally Credible Developing 38
Collaborative Developing 39
Driven to Deliver Meeting 40
Expectations
Courage to Challenge Developing 41
Role Model Meeting 42
Expectations

Overall, | came out as level: developing in the majority of the professional areas and behaviours however,
my level was emerging in the behaviour Curious. In the behaviours Driven to Deliver and Role Model my
level was meeting expectations.

Utilising a development plan (see Appendix 43) | will prioritise areas for my development in one of the core
professional areas namely, Leading HR. This is based around being a role model leader through using my
own effort and assisting in supporting, developing and measuring across the organisation. It will be
essential to be supportive in an activity, to co-ordinate an activity sharing my insights and best practice
ideas with my colleagues. To implement this | will need to gage feedback from my colleagues. | am
currently updating the organisation’s procedures as | do, | am requesting feedback from the i2i Group
before circulating to all employees. This will strengthen my advice, knowledge set relating to HR policies
and procedures. | will seek approval from my Manager, | will seek solicitor’s advice and | will observe my
Manager in providing advice across the organisation.

Alongside this core area | have identified one of the additional eight functional professional areas which
again | feel need continuous professional development in the future namely, Employee Engagement. This
is an area | am most interested in and currently | am exploring well-being initiatives and the impact this has
on stress in my organisation. This area concentrates on strengthening the connection all employees have
in their work, colleagues and in the organisation. If employees are satisfied in their work they will have
greater impact on the organisations goals. To do this | want to seek colleagues’ viewpoints on employee
surveys relating to employee engagement utilising questionnaires and 1:1’s. To research how other
organisation’s gage employee engagement in order to maintain energy and confidence in the organisation
such as participation survey’s and exploring what ateb could use. To evaluate the best way forward for
ateb and be able to present my findings in an appropriate format to my Manager and the Senior
Management Team. This will be my first project utilising these skills | would aim to undertake other similar
projects in the future.

In addition, | identified two behaviours the first was Curious as my level is that of emerging and Decisive
Thinker which my level is developing.
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Curious was that of emerging therefore | need to increase my knowledge set and skills in this area. This
relies on looking outside the organisation and looking to the future. Currently, | am on a working group
looking at the future needs of ateb from work space and design of our building, agile working, terms and
conditions and flexibility for our workforce to name a few. All working groups have had difficulty to see
the bigger picture and to provide options above the norm instead providing safe recommendations. Our
Chief Executive wants us to be creative and innovative therefore to be curious and provide suggestions for
ateb’s future that are not necessarily what our competitors are doing now but to come up with
recommendations that will reflect our needs in 10-20 years to equip us to stay competitive therefore
looking beyond. In order to achieve this | will need to look at other organisations, connecting to social
media, newsletters and blogs and other research setting up working groups and trailing new initiatives,
processes or approaches going forward.

| have chosen the Decisive Thinker because this is a key behaviour | want to develop in. | want to have the
ability to analyse and understand data in order to develop options for ateb to make recommendations that
are robust defendable decisions in a timely manner. Our department is continually looking for better ways
to deliver our service and to offer our employees best service this would include requesting feedback on
our service across all our sections e.g. learning and development, employee engagement etc... | will need
to work with my Manager and my team and explore our functions and service and find alternative ways to
provide our services if warranted. To do this | would need to gather information from other organisations,
look at research already out there and request reflective feedback from ateb’s employees.

In devising the development plan for my continuous professional development | was conscious of my
learning style which | established using the Honey & Mumford questionnaire (see Appendix 13) that of
activist, pragmatist and reflector. | established | had a strong preference for activist with equal scoring of
both pragmatist and reflector which were of moderate preference. | recognised it is essential to want to
achieve high performance therefore this is my main aim. Over the coming years | wish to be able to
transition through the Profession Map moving up in the banding therefore my development actions
require that | gain experience and skill in my perceived weaknesses.

My learning style suggests | perform less well with the implementation stages therefore to rectify this |
have set timeframes in 2020 to ensure that | continually develop processes and initiatives and continually
evaluate these. A further weakness of an activist which | can empathise with is to lose interest and
become bored therefore setting an elongated timeframe will motivate me to stay on track. An activist also
is known to lack planning therefore by setting development actions in the development plan with
timeframes and target dates to said outcomes this will assist in the application of this skill.

As | have a moderate preference for the learning style of a pragmatist | am aware that | may lack patience
with people’s ideas and | act on ideas that | am attracted to first. Therefore in order to develop | have tried
to include actions were | hold 1:1’s and focus groups working in teams and to reflect on group decisions
and importantly my own decisions. Hopefully by including team working and group discussions | can
consider other people’s views and suggestions and when possible alternatives.

| recognised by completing the VARK assessment (see Appendix 9) which determines my preference of
learning that | am fundamentally that of an aural learner therefore recognising this | have included a lot of
interaction with different people throughout my development plan as this is a perceived strength. | have
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ensured | work collaboratively with my colleague and Manager talking through procedures, reading out key
points of the procedures, using role play to answer questions that may arise, feedback from group work
such as i2i as | appreciate this is how | remember detail rather than writing and reading.

| appreciate that as a reflector | can be indecisive consequently | have included measuring my success in my
outcomes that | prepare reports on employee engagement and present my conclusions and
recommendations to my Manager and the Senior Management Team.

| scored low on the learning style of a theorists consequently | have included areas within the plan to
research and read, to research legislation, to stay connected reading newsletters and such like therefore |
can strengthen my ability to analyse and synthesise utilising principles, theories, models and systems
thinking increasing my intellectual ability.

| also undertook Belbin’s Team Role Model questionnaire (see Appendix 14) at the beginning of my studies
therefore | have attempted to reflect on this model throughout the development plan for instance my
preference is that of a Team Worker whose strengths are diplomacy and someone who listens these are all
essential skills when dealing with groups where | need improvement is that of indecisiveness and being
easily influenced. | believe that broadening my expertise, knowledge and skills in the behaviours of
Decisive Thinker and Curious will encourage this. My second preference is that of Specialist in Belbin’s
guestionnaire the main weakness of this team role is that you fail to see the bigger picture by choosing the
behaviour Curious | am able to explore the bigger picture learning about other organisational issues.

| believe by concentrating on these areas this will provide a sound foundation on Human Resource
Management to future my career and my understanding of how to approach decisions and problem-
solving. Taylor and Woodhams (2016) refer to being able to justify your approach or decisions across
Human Resource Management to ensure your arguments are both robust and evidence-based and thus
have knowledge of the business environment which is ever changing and evolving. As | proceed with
continuous professional development | will utilise the new Professional Map 2018 to ensure my impact on
work and values-based decision-making.
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CIPD Appendix 28

TAKE A STUDENT ASSESSMENT
Your assessment results

Your Level: Developing

@ Summary

Insights, Strategy and Solutions is about developing your understanding of your organisation and its context, and using these
insights to develop strategies and solutions which meet the needs of your business in the short and long term. At your level you
typically need to use data to develop insights into the organisation and the way it works. You'll understand the external issues
affecting the organisation and its financial performance, and be able to describe the HR plan for the area you work in. You'll use
your knowledge of project management and relevant employment legislation to support the development, delivery and evaluation
of HR programmes,

How prepared am 17
What you've told us indicates that your knowledge and skills in this core area are developing. This usually applies to someone who
has a foundation in HR, but is yet to contribute significantly to sustained organisation performance at this level.

Below, we show you the areas where you're particularly strong, areas where you're competent and areas where you have skill and
knowledge gaps. If you're keen to increase your knowledge and improve your skills in Insights, Strategy and Solutions, you should
consider the courses, reading materials and practical development actions that we've recommended for you. These
recommendations reflect your individual strengths and development areas based on what you've told us in your assessment. As
your score in this area suggests you have some room to develop at your current level, we think these recommendations will be of
particular benefit to you in building the skills and experience you'll need to excel in HR.

What's it like applying Insights, Strategy and Solutions at a more senior level

In order to be able to work at the next level up within the HR profession, you typically need to network widely and use your
knowledge of HR and business trends, best practice and thought leadership to understand the organisation and its people
capability. You'll use information about the organisation’s financial performance and strategic goals to develop detailed and
costed business cases for new HR projects which identify return on investment. You'll work with the business to create and
implement HR solutions and programmes, and will be able to demonstrate the impact on the organisation using HR and business
metrics.

What are my strengths and gaps for my current level?

Where I am competent
e Developing an understanding of the organisation using information and own experience

e Supporting the administration and delivery of HR programmes and projects

e Supporting the evaluation of HR programmes and projects

My Gaps
e Using insights from data and good HR practice to spot potential trends and risks for the organisation

e Collecting, analysing on data and metrics

e Providing reports on relevant project and / or organisation information

e The organisation's performance (including basic financial performance)

e Specific external factors that impact the organisation (eg, legal, financial, market factors)
» Significant issues currently affecting the organisation

« Relevant law for own role (or where to access legal information if required)

e Principles and basic practice of project management

¢ The HR plan for your own part of the business (and how this relates to the wider business strategy)
e Development actions

e« Consider who the stakeholders are in the projects you work on, and think about what you can do in your role to best support
them.

# Review recent CIPD survey results (such as Employee Outlook or Learning and Development Survey), and identify any trends
or risks which may impact your organisation.

s Undertake some online research using the CIPD website on the principles of business and HR metrics, and how they can be
used to benefit the organisation

# Find someone in your organisation who writes project and financial reports, and ask them to share their approach with you.
Identify what learnings you can put into place for your own report writing.

s Before starting work on a project, find out from others what they think the risks and opportunities might be - particularly if
similar projects have been delivered before. Consider how you can learn from their insights, and how you can improve the way
you support programmes and projects moving forward.

e Seek feedback on the quality of your support to HR projects and programmes, and how they support the HR strategy. Where
could you improve?

e Locate the most recent annual review or report for your organisation, or find out someone who knows about the
organisation's performance, Find out what things the organisation measures its performance by (eg, turnover, profit,
production, customer satisfaction etc), Compare last year's performance with the previous three years,

e Participate in regular market / customer / product updates and understand how these affect the organisation.

s Make time in your week to read the major business and news publications and understand how these external factors can
impact your organisation.

* Find out from your HR colleagues and networks where to source relevant and up-to-date employment law - consider
websites, organisatons and publications.

¢ Spend some time shadowing an expert in project management to understand the principles and practice of project
management, and any specific approach to projects which is taken in your organisation.

e Discuss with your manager how your role contributes to the delivery of the people and organisation strategy.

@ Reading & Research

BOOK: HR practice
Martin and Whiting




BOOK. Intro 1o HRM
Leatherbarrow, Fletcher and Currie
BOOK' Studyving HRM

Taylor and Woodhams
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BOOK: L and D practce
Beevers and Rea

e Courses & Events

QUALIFICATION: Foundation Centificare in Human Resources Practice

QUALIFICATION: Foundation Certificate in Learming and Development Practice

QUALIFICATION: Foundation Diploma in Human Resources Practice

QUALIFICATION: Foundation Diploma in Leaming and Development Practice

& CIPD 2014
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TAKE A STUDENT ASSESSMENT
Your assessment results

HR

Your Level: Developing

@ Summary

Leading HR is about maximising the contribution that HR makes in your organisation by supporting, developing and leading others
across the business, and by acting as a role model. At your level you typically need to support and co-ordinate activity within
your team, and share your insights and best practice ideas with colleagues. You'll provide people advice and support to the
business, using sound HR knowledge. When required, you'll provide accurate financial data to support the team's people plans,
and record HR measures for your team. To develop your own HR expertise, you'll actively seek cut and act on feedback from
others,

How prepared am |

What you've told us indicates that your knowledge and skills in this core area are developing. This usually applies to someone who
has a solid base in HR, but is still developing their experience of leading teams and projects which deliver sustained organisation
performance at this level.

Below, we show you the areas where you're particularly strong, areas where you're competent and areas where you have skill and
knowledge gaps. If you're keen to increase your knowledge and improve your skills in Leading HR, you should consider the
courses, reading materials and practical development actions that we've recommended for you. These recommendations reflect
your individual strengths and development areas based on what you've told us in your assessment. As your score suggests you
have some room to develop in this area at your current level, we think these recommendations will be of particular benefit to you
in building the skills and experience you'll need to excel in HR.

What's it like Leading HR at a more senior level

In order to be able to work at the next level up within the HR profession, you typically need to approach HR with a commercial
mindset, advising and supporting business managers on people-related issues. When it comes to the people strategy you'll
develop budgets, objectives, milestones and metrics to support the successful delivery of integrated people plans. You'll know
how to engage and motivate others, and you'll build the capability of the HR team to keep them at the leading edge. You'll also
build your own expertise by regularly seeking out and acting on feedback.

‘What are my strengths and gaps for my current level?

Where I am compe
e Co-ordinating own activity with others in the wider HR team

My Gaps
Providing advice using sound knowledge of HR policy and practice

s Sharing ideas and best practice with others in the wider HR team

Adijusting own approach in view of others’ preferred working styles

e Seeking out and acting on feedback and develcpment opportunities to develop own HR expertise and capability

e Ensuring own cbjectives are in line with the team's and function's objectives

e Accurately recording HR measures (such as service level agreements, financial data, Key Performance Indicators etc)
e Providing accurate financial data to support HR budgeting and financial planning

e Different working styles and preferences

e The principles of effective team working

e Methods for collecting different types of data

e Methods for analysing financial and nen-financial data

e Development actions

Ensure you are familiar with your organisation’s people policies and processes, by reading through them. Identify the different
questions you might ask if you were an employee, and work through some ‘good’ answers with a colleague. Spend time
observing colleagues who give HR advice and learn from the way they talk to customers in the business.

Seek feedback from others on the quality of your support to the team’s overall HR plan. Ask specifically for feedback on areas
you could improve.

To support the way you share ideas within your team, conduct a SWOT analysis of either a) the way your team works or b)
the way a project is working, and share your thoughts and feedback with your manager / colleagues.

Identify some of your key peers and customers in your organisation who have a very different personal style to you. Reflect on
how you could change your working style to more effectively work with them. Ask your manager for guidance on how to get
the best out of people who you find difficult to work with.

e Ask a range of other people (such as your manager, a couple of your peers, a couple of your customers) for feedback on the
work you deliver and the way you deliver it. Ask for some specific examples of areas you could improve, and strengths to
build on. Ask your manager and trusted peers to offer some feedback on the extent of your HR expertise in the area you work
in, and build their feedback into your development plan.

Find out from your manager how your objectives fit into the wider team'’s and organisation’s objectives. |dentify where you can
support other members of your team so that work isn't being replicated unecessarily.

# Implement a system which can track the progress of your projects and work for the team against all the project / team
objectives, KPls, service-level agreements etc. If records don't currently exist, set up a system where you can record key HR
budget data and people data in a logical and confidential way.

* Spend time with your manager to understand how budgets are managed and forecasted in the organisation. Ask questions to
understand the types of budget data that you're likely to be asked for, and ensure you have that information to hand as and
when you're asked for input into people financial planning.

e Research different ways of supporting your team so that you're more effective in working together - you could start by
reading the principles behind Tuckman's stages of group development.
+ Research different methods of data collection and analysis online, and consider how you could adopt one or two specific

approaches in your role. Find out how other HR colleagues collate and analyse data, and the advantages and disadvantages of
doing it this way.

0 Reading & Research

BOOK: HR practice
Martin and Whiting




BOOK: Intro to HRM
Leatherbarrow, Fletcher and Currie

BOOK. Swudying HRM
Taylor and Woodhams
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BOOK' L and D practice
Beevers and Andrew

@ Courses & Events

QUALIFICATION: Foundation Centificate in Human Resources Practices

QUALIFICATION: Foundation Certificate in Leaming and Development Practices

QUALIFICATION: Foundation Diploma in Human Resources Practices

QUALIFICATION Foundation Diploma i Leaming and Development Pracnices

@ CIPD 2014
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TAKE A STUDENT ASSESSMENT
Your assessment results

Your Level: Developing

@ Summary

When you work in Organisation Design you're configuring the structures, capabilities, systems and processes to align the
organisation to its strategy and goals. At your level you typically need to provide data and information that can be used to build
an understanding of the organisation’s structures and processes. You'll support the design, implementation and evaluation of
Organisation Design changes. You'll support the change process by working with employees and managers affected by the
changes.

How prepared am |
What you've told us indicates that your knowledge and skills in this area are developing. This usually applies to someone with a
solid base in HR, with limited exposure to Organisation Design at this level.

Below, we show you the areas where you're particularly strong, areas where you're competent and areas where you have skill and
knowledge gaps. If you're keen to increase your knowledge and improve your skills in Organisation Design, you should consider
the courses, reading materials and practical development actions that we’ve recommended for you. These recommendations
reflect your individual strengths and development areas based on what you've told us in your assessment. As your score suggests
you have some room to develop at your current level, we think these recommendations will be of particular benefit to you in
building the skills and experience you'll need to excel at your level,

What's it like working within Crgamsation Des 1 a more senior level?

In order to be able to work at the next level up within Organisation Design, you typically need to be able to grasp and explain an
organisation’s culture, structures and process, and to understand how different levels and departments interact with each other.
You'll be focused more at the individual and team level where you'll work with colleagues in HR and managers to carry out
Organisation Design ideas, which will include managing all the associated impacts and risks.

What are my strengths and gaps for my current level

Where I am competent
e Providing accurate data and records on organisational structure, accountabilities and spans of control

« Giving feedback to managers on behalf of those affected by the new design

My Gaps
+ Helping managers and employees to see the rationale behind organisation structure changes

e Supporting the planning and implementation of structural change

e Enablers or blockers to change in your organisation

Approaches to engaging and communicating with employees and managers about planned change

The principles of job levelling

e The principles of job evaluation

e Development actions

Consider the data and information that's available in your organisation regarding structure, accountabilities and spans of
control. Are there any gaps in the data available? What else would be useful to know if you needed to assess the
organisation's current design? Discuss your findings with your manager.

When new organisation design changes are happening, take the opportunity to sit in on briefings to fully understand the
changes, Create a list of Frequently Asked Questions (FAQs) to refer to when dealing with queries from the business.

Ask to join a cross-functional working group to gain more knowledge of the organisation's structure and how it works.

Find out what further information the business would like from you when there are organisation changes happening. Share any
feedback on organisation design issues with your colleagues so you can learn from each other.

Make a list of the blockers and enablers of change in your organisation (this could be people, processes, the culture etc).
Share it with your manager and talk through how you could overcome the blockers, and use the enablers to be more effective
in your role.

Ask your manager and other HR colleagues from other teams how they engage the business in change activity. Ask managers
and staff in the organisation how they like to be engaged, and what types of communication they like to receive when going
through change.

Undertake research on job levelling using the CIPD website and other online HR resources. Speak to your manager or others in
the organisation design team to understand how its applied in your organisation.

Consider becoming trained in job evaluation, and speak to others in the HR team who undertake job evaluation to understand
the fundamental principles.

@ Reading & Research

BOOK: Developing People and Organisations
Stewart and Rogers

BOOK: Human Resource Practice
Malcolm and Whiting

BOOK Introduction to HRM
Leatherbarrow, Fletcher, Currie

FACTSHEET Orgamisation Design

CIPD
@ Courses & Events
QUALIFICATION CIPD Intermediate Award in Orgamisation Design and Development
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TAKE A STUDENT ASSESSMENT
Your assessment results

msation development

Your Level: Developing

@ Summary

When you work in Organisation Development, you're taking a systems based approach to aligning the organisation’s strategy,
culture, people and processes to enable it to run as effectively as possible in pursuit of its goals. You'll be involved in diagnosing
and defining what change is needed and how this alignment can be achieved. At your level you typically need to collect data
about the business structure, people capabilities, systems, process and culture to be used by Organisation Development
celleagues. You'll support the design, implementation and evaluation of organisational development initiatives, while also
supporting employees and managers in the implementation of change.

How prepared am 17
What you've told us indicates that your knowledge and skills in this area are developing. This would be typical of someone with a
solid base in HR, with limited exposure to Organisation Development at this level.

Below, we show you the areas where you're particularly strong, areas where you're competent and areas where you have skill and
knowledge gaps. If you're keen to increase your knowledge and improve your skills in Organisation Development, you should
consider the courses, reading materials and practical development actions that we've recommended for you, These
recommendations reflect your individual strengths and development areas based on what you've told us in your assessment. As
your score suggests you have some room to develop at your current level, we think these recommendations will be of particular
benefit to you in building the skills and experience you'll need to excel at your level.

What's 1t hke working within Orgamisation Developrient at a more senior level?

In order to be able to work at the next level up within Organisation Development, you typically need to be able to work with
managers on making changes to business structure, people capabilities, systems, process and culture - in order to meet business
needs at local level. You'll be focused more at the individual and team level, helping to come up with - and deliver - Organisation
Development ideas, while supporting and coaching managers in the implementation of the change.

What are my strengths and gaps for my current level?

Where | am competent
e Gathering data from individuals, managers and teams to help assess capability and skills requirements
e Supporting OD specialists in delivering change management activities

e Providing advice and supporting employees and managers during change

My Gaps
Providing accurate, relevant and timely information relating to the organisation in its current and desired future state (for
example, about structures, systems, culture, skills, resources etc.)

Providing input to the design of organisation development activities

Basic OD theory (eg drivers of team and organisation performance, group dynamics, systems theory)

e OD diagnostic tools and frameworks (eg engagement surveys, assessment tools, cultural diagnostics)

Enablers or blockers to change in an organisation

e Development actions

Consider the data available within your organisation to assess teams and individuals. Can you identify any gaps in the data
available? Discuss your findings with your manager.

Find out what information your organisation creates that details the structures {org charts), systems (systems maps), culture
(outcomes of engagement or culture surveys) etc. Make a note of how to obtain / keep up to date the relevant information.

# Shadow an OD specialist at 2 scoping meeting (where the issue is defined through a process of entering and contracting) or
an initial diagnosis meeting.

e Consider a change programme that you've recently been involved in. What lessons can you learn from the programme and the
feedback from the business?

e Develop a Frequently Asked Questions (FAQs) document to respond to queries related to the change. Refine this with your
team so that it can be published and shared with affected individuals to help with transparency in the change process.

# Read up on one area of Organisational Development theory that interests you (for example, drivers of team and organisation
performance, group dynamics, systems theory),

e Find out what diagnostic tools and frameworks are being used to assess your own organisation’s capabilities and why they are
appropriate for your organisation needs (e.g. engagement surveys, assessment tools, cultural diagnostics).

e Speak to an Organisation Development specialist within or outside of your organisation to appreciate the kind of support
managers and employees require during a typical change programme.

@ Reading & Research

BOOK: Developing People and Organisations
Stewart and Rogers

BOOK: Human Resource Practice
Malcolm and Whiting

BOOK Introduction to HRM
by Leatherbarrow, Fletcher, Currie

FACTSHEET: Organis

CiPD
@ Courses & Events
QUALIFICATION. CIPD Intermediate Award in Organisation Design and Development
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TAKE A STUDENT ASSESSMENT
Your assessment results

L

arning and development

Your Level: Developing

@ Summary

When you work in Learning and Development you're creating a learning culture, ensuring that learning opportunities are both
relevant and effective, to increase the capability and knowledge of peaple and of the organisation as a whole. At your level you
typically need to manage all of the administration processes relating to L&D, and support the delivery of learning interventions.
You'll need to help employees understand their development needs, alerting them and their managers to opportunities
appropriate to their personal development plans.

How prepared am [7

What you've told us indicates that your knowledge and skills in this area are developing. This would be typical of someone with a
solid base in HR, with limited exposure to Learning and Development at this level.

Below, we show you the areas where you're particularly strong, areas where you're competent and areas where you have skill and
knowledge gaps. If you're keen to increase your knowledge and improve your skills in Learning and Development, you should
consider the courses, reading materials and practical development actions that we've recommended for you. These
recommendations reflect your individual strengths and development areas based on what you've told us in your assessment. As
your score suggests you have some room to develop at your current level, we think these recommendations will be of particular
benefit to you in building the skills and experience you'll need to excel at your level.

What's it Iike working within Learning and Development at a more senior level?

In order to be able to work at the next level up within Learning and Development, you typically need to advise, coach and
motivate managers on the importance of learning at work. You'll lead the design of learning programmes and facilitate or deliver
content at learning events. You'll manage learning programmes, support career management processes, and evaluate the success
of learning initiatives that are in place.

What are my strengths and gaps for my current level?

Where I am competent
» Investigating and researching different options for learning interventions for employees and managers

Maintaining accurate records of training and learning, making use of appropriate technology (eg, personal development
plans, delegates for training events)

* Supporting the delivery of learning and training events and programmes (eg, joining instructions, training materials,
evaluation)

Alerting individuals when development opportunities arise in line with their development needs
» How to undertake training needs analysis

e Adult learning theories
My Gaps

» Supporting the design of learning programmes and initiatives

e Different methods for delivering training / learning interventions

e Development actions

Research how online technology and social media is impacting the design and delivery of learning and development
interventions including e-learning, online forums and discussions, gamification and MOOCs. Identify the relative benefits and
risks of these methods. Share your learning and any potential opportunities for your organisation with colleagues.

Find out how other organisations manage and maintain their L&D data. What do they use it for? Are there any areas where
your organisation could do better?

* Do some online research on different learning and development methodologies (you could use the CIPD website or discussion
forums), Identify the key elements to be considered when designing L&D interventions.

# Talk to an L&D specialist in your organisation to understand how the different stages of the learning and development cycle
are implemented, and the processes and tools that underpin them (including training needs analysis, learning design, learning
delivery and learning evaluation).

e Analyse an area of data relating to learning and development looking for specific trends (for example, access to learning, take-
up of courses, delivery method, cost or evaluation) and share the results with your colleagues.

Research traditional adult learning theories including learning styles and the importance of workplace and informal learning
methods (see 70:20:10 model) and compare these with new insights emerging from neuroscience and cognitive research.
Identify the advantages and drawbacks of a variety of learning delivery methods and how these appeal to different employees.

Research different approaches to learning and development in a range of organisations using the CIPD website and other
online HR resources. Share ideas which may benefit your organisation with a L&D manager.

@ Reading & Research

BOOK: Developing People and Organisations
Stewart and Rogers

FACTSHEET: Helping people leam
CIPD
FACTSHEET: Identifving leaming and development needs
CiPD
FACTSHEET: Leaming and development strategy
CIPD
FACTSHEET: Leaming methods
CIPD
@ Courses & Events
QUALIFICATION Foundatuon Diploma in Learnin; d Development Practice




QUALIFICATION Foundation Certificate in Leaming and Development Practice
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TAKE A STUDENT ASSESSMENT
Your assessment results

Performance and ard

Your Level: Developing

@ Summary

When you work in Performance and Reward you're delivering pay and benefit or reward programmes that recognise key
employee capabilities (skills, behaviours, performance and experience) while at the same time, keeping them fair, market-relevant
and cost-effective - with the aim of establishing an organisation culture of high achievement. At your level you typically need to
provide data and input around job sizing, market surveys, diversity analysis, pay reviews, union negotiations, remuneration
committee requests and tailored reward and senior leadership pay reviews. As part of this, you'll support employees and
managers on issues around reward and salaries,

How prepared am 17

What you've told us indicates that your knowledge and skills in this area are developing. This usually applies to someone who has
just started out in HR or has not yet had much exposure to Performance and Reward at this level,

Below, we show you the areas where you're particularly strong, areas where you're competent and areas where you have skill and
knowledge gaps. If you're keen to increase your knowledge and improve your skills in Performance and Reward, you should
consider the courses, reading materials and practical development actions that we've recommended for you. These
recommendations refiect your individual strengths and development areas based on what you've told us in your assessment. As
your score suggests you have some room to develop at your current level, we think these recommendations will be of particular
benefit to you in building the skills and experience you'll need to excel at your level.

What's 1t like working within Performance and Reward at a more semior level?

In order to be able to work at the next level up within Performance and Reward, you typically need to work with managers to
understand the reward requirements for their teams. You'll develop pay and reward recommendations and implement them locally.
You'll need to conduct pay and reward reviews which may include specific policies for key individuals, executives, and expatriates,
You'll be expected to make sure practices are in line with legal requirements,

What are my strengths and gaps for my current level?
Where | am competem
s Supporting the implementation of performance and reward activities (eg, pay reviews, job sizing, new recognition
programmes)
My Gaps

The key issues around executive remuneration

Collating and analysing data to support reward activities (eg, for job evaluation, pay reviews, total reward packages)

Undertaking research for non-standard or tailored reward packages

Identifying where there may be anomalies in reward or salary packages in terms of legislation

Feeding back responses from managers and employees on reward matters

The different elements of a reward package

Methods for evaluating pay and reward practice

e Development actions

Identify the sources of reward data within your organisation and think about how you can collate this to show trends and
inter-relationships.

e Agree a role or group of roles that your organisation cites as having special reward requirements, Research how other
organisations (including equivalent or competitor organisations) create reward packages for these roles. Understand how this
differs to the package offered by your organisation,

Research employment legislation around reward and pay (including the Equal Pay Act) using the CIPD, ACAS and other
relevant websites.

* Analyse an area of data relating to reward looking for specific trends or patterns (for example, in relation to market pay, equal
pay, bonus allocation, total reward or job evaluation) and share your findings with your colleagues.

* Read your organisation’s performance and reward policies and create an FAQ document to help you answer manager and
employee reward queries.

* Talk to a reward specialist in your organisation to understand the different elements of reward including job evaluation, fixed
pay, variable pay, employee benefits and total reward and their purpose and impact in attracting, motivating and retaining
talent.

¢ Read your organisation’s published annual statement and pay particular attention to the information relating to executive pay
(if it has one). Find out if there has been a history of shareholder or decision maker disagreements around executive
remuneration.

e Spend time with a colleague to understand how your organisation evaluates the effectiveness of its elements of reward.

@ Reading & Research

BOOK. Human Resource Practice
Martin & Witing

BOOK. Intro to HRM
Leatherbarrow, Fletcher and Currie

FACTSHEET: Performance appraisal
FACTSHEET Reward and Pay

CIPD

FACTSHEET Sirategic Reward and Total Reward

CIPD

@ Courses & Events

COURSE: Practical performance managemeni-supporting good pracrice
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TAKE A STUDENT ASSESSMENT
Your assessment results

Employvee engagement

Your Level: Developing

@ Summary

When you work in Employee Engagement you're working to strengthen the connection that all employees feel with their work,
their colleagues and with the organisation, increasing the level of contribution they make by improving the fulfilment they get from
their work, At your level you typically need to gather and analyse engagement data from employee surveys and other data
sources. From this, you'll create reports and presentations on engagement levels, and will support the rollout of engagement
initiatives. You'll also be involved in developing communications around brand, values and behaviours.

How prepared am 17
What you've told us indicates that your knowledge and skills in this area are developing. This would be typical of someone with a
solid base in HR, with limited exposure to Employee Engagement at this level.

Below, we show you the areas where you're particularly strong, areas where you're competent and areas where you have skill and
knowledge gaps. If you're keen to increase your knowledge and improve your skills in Employee Engagement, you should consider
the courses, reading materials and practical development actions that we've recommended for you. These recommendations
reflect your individual strengths and development areas based on what you've told us in your assessment. As your score suggests
you have some room to develop at your current level, we think these recommendations will be of particular benefit to you in
building the skills and experience you'll need to excel at your level.

What's it ke working within Emplovee Engagement at a mere semor level?

In order to be able to work at the next level up within Employee Engagement, you typically need to help the organisation research
and identify the key drivers for employee engagement and support the implementation of engagement plans at a local level. You'll
work with managers and their staff to improve engagement by enabling employees to increase their contribution to the
organisation,

What are my strengths and gaps for my current level?

Where I am competent
# Encouraging employees to get involved in resolving engagement issues
o Administering the roll out of regular employee engagement initiatives

o The main factors which influence people’s behaviour at work

My Gaps
e Assisting in designing and conducting surveys and other employee research

Collating data regarding employee engagement from a variety of sources (such as employee surveys, benchmarking data,
focus groups etc)

Analysing employee engagement data using a variety of techniques
e Designing and developing reports and presentations to feed back employee engagement data

Different research methods

e Development actions

# Ask colleagues how you can support with the design and delivery of employee surveys for your organisation. Learn from
observing how they design different, specific pieces of research.

Support the roll out of employee research (such as an employee survey followed up with focus groups) for your organisation
to measure the level of engagement in the organisation and key reasons behind this.

e Choose a specific area of interest within the survey data to analyse. Compare results across time, between employee
segments/locations/functions and with benchmark data to identify key trends.

e Develop reports that demonstrate the connection between employee engagement performance data (retention, absenteeism,
productivity, and so on) with organisational performance as measured by sales, customer service, etc.

Develop processes to generate ideas and solutions to address issues identified in employee engagement surveys, Encourage
participation from a broad cross-section of the organisation.

e Continuously discuss progress with employees regarding issues that have been acted on to maintain energy and confidence
that the organisation is listening.

# Become an expert in your employer brand. Study its orientation, development process and track its effectiveness in attracting
and retaining key talent.

Investigate how organisations research and measure employee engagement (usually via employee surveys, focus groups and
benchmarking data). Read about best practice in this area and share your learning with colleagues.

@ Reading & Research

FACTSHEET Employee engagement
clPD
FACTSHEET Employer brand
CIPD

@ Courses & Events

@ CIPD 2014
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TAKE A STUDENT ASSESSMENT
Your assessment results

Cui

Your Level: Emerging

@ Summary

When you're displaying curiosity, you're future-focused, inquisitive and open-minded, seeking out evolving and innovative ways to
add value to the organisation.

How prepared am 17
What you've told us indicates that your behaviour in this area is emerging. This usually applies to someone who is yet to
demonstrate and / or develop their competence at the expected level in this area,

Below, we show you the areas where you're particularly strong, areas where you're competent, and areas where there are gaps in
the way you demonstrate curiosity. If you're keen to develop your curiosity, you should consider the courses, reading materials
and practical development actions that we've recommended for you. These recommendations reflect your individual strengths and
development areas based on what you've told us in your assessment, As your score suggests you have some room to develop at
your current level, we think they'lf be of particular benefit to you in building the skills and experience you'll need to excel in your
role.

What are my strengths and gaps for my current level

My Gaps
e Analysing information and testing out ideas with others
e Finding out about the connections between wider organisational issues and own role
s Being inquisitive: looking below the surface to understand the causes of problems

e Being open to trying new ideas, even if they're not always successful
e Development actions

e Discuss with your manager or a senior stakeholder the current key issues for the organisation and how your role connects or
impacts these,

e Search for online newsletters, forums and blogs that are relevant toe your role or organisation sector. Sign up to receive
updates, and set aside time to read and learn from them.

e Select an HR issue / subject (either within or outside your specialist area) and set aside time each week to find relevant
articles and reports. Read them and share points of interest and ideas with colleagues, possibly by forming a discussion group.

Discuss the possibility of trying out or trialling a new HR idea or process improvement with your manager.

@ Reading & Research

BOOK Research methods in human resource management
Anderson

BOOK
Horn

1e business skills handbook
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TAKE A STUDENT ASSESSMENT
Your assessment results

Decisive Thinker

Your Level: Developing

@ Summary

When you're displaying decisive thinking, you're demonstrating the ability to analyse and understand data and information quickly.
You're using information, insights and knowledge in a structured way to identify options, make recommendations and make
robust, defendable decisions.

How prepared am 17
What you've told us indicates that your behaviour in this area is developing. This usually applies to someone who is demonstrating
some of the behaviours expected at this level, but is yet to demonstrate and develop their competence more broadly in this area.

Below, we show you the areas where you're particularly strong, areas where you're competent, and areas where there are qaps in
the way you demonstrate decisive thinking. If you're keen to develop your decisive thinking, you should consider the courses,
reading materials and practical development actions that we've recommended for you. These recommendations reflect your
individual strengths and development areas based on what you've told us in your assessment. As your score suggests you have
some room to develop at your current level, we think they'll be of particular benefit to you in building the skills and experience
you'll need to excel in your role.

What are my strengths and gaps for my current level?
My Gaps
* Assessing the value of information and data before using it to make decisions
= Ensuring that details and facts are correct and complete before drawing conclusions
* Using previous experience, standard procedures and common sense to make decisions

* Collecting and interpreting relevant data to support decision making

e Development actions

Investigate the range of information and data used in the HR function, for what purpose it is used, how it is analysed and
reported by speaking to colleagues and, if relevant, HR information specialists,

Ask for feedback on the way you collate, analyse and present data or information. Specifically seek out areas where you can
improve your level of detailed thinking, and the impact it has on your work.

Reflect on a challenging decision you have made at work. Consider all the information you drew upon to reach your decision,
and how much each contributed to the success of the decision. Consider what additional information could have been useful,

9 Reading & Research

SURVEY REPORT: HR Outlook: Winter 2012-13: views of our profession
ciPD

@ Courses & Events

COURSE: An introduction to HR information (I day)

© CIPD 2014
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TAKE A STUDENT ASSESSMENT
Your assessment results

Skilled Influencer

Your Level: Developing

@ Summary

When you're displaying skilled influencing, you're demonstrating the ability to influence others, and to gain the necessary
commitment and support from a range of stakeholders to achieve the organisation’s goals.

How prepared am 17

What you've told us indicates that your behaviour in this area is developing. This usually applies to someone who is demonstrating
some of the behaviours expected at this level, but is yet to demonstrate and develop their competence more broadly in this area,

Below, we show you the areas where you're particularly strong, areas where you're competent, and areas where there are gaps in
the way you demonstrate skilled influencing. If you're keen to develop your influencing skills, you should consider the courses,
reading materials and practical development actions that we've recommended for you. These recommendaticns reflect your
individual strengths and development areas based on what you've told us in your assessment. As your score suggests you have
some room to develop at your current level, we think they'll be of particular benefit to you in building the skills and experience
you'll need to excel in your role.

What are my strengths and gaps for my current level?

Where I am competent
e Identifying the key messages, the right audience and the right communication channels in any given situation

My Gaps
s Using logical persuasion, backed by evidence to support opinions and proposals

¢ Comparing and contrasting different options to see their advantages and disadvantages

* Understanding differences between own and others’ working style, approach and beliefs
e Development actions

* Reflect on the Jast time you influenced somebody at work. Consider what was effective about your approach and what could
be improved. Think about how you used information and evidence to present your case. Apply your learning to future
situations,

* Look for different ways to present your case when you're wanting someone to agree to what you're asking. Consider the
cdiiflerent perspectives the person might take, and make sure you have responses which cover off all likely angles of the
ISCUssion.

e Review a communication plan for a project or intervention and identify the key messages, key audiences and reasons for the
choice and combination of communication channels,

Seek feedback from your manager and colleagues about how they see your working style and differences between your style
and the rest of the team. Consider how these differences can be advantageous to you.

@ Reading & Research

FACTSHEET. Writing a persuasive business report
CiPD
RESEARCH Using the head and heart ar work: a business case for soft skills
ClPD
@ Courses & Events
COURSE: Effective negonaton skills

@ CIPD 2014
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TAKE A STUDENT ASSESSMENT
Your assessment results

Personally

Your Level: Developing

@ Summary

When you're displaying personal credibility, you're building and delivering professionalism by combining commercial and HR
expertise to bring value to the organisation, your stakeholders and peers.

How prepared am 7

What you've told us indicates that your behaviour in this area is developing. This usually applies to someone who is demonstrating
some of the behaviours expected at this level, but is yet to demonstrate and develop their competence more broadly in this area.

Below, we show you the areas where you're particularly strong, areas where you're competent, and areas where there are gaps in
the way you demonstrate personal credibility. If you're keen to develop your personal credibility, you should consider the courses,
reading materials and practical development actions that we've recommended for you. These recommendations reflect your
individual strengths and development areas based on what you've told us in your assessment. As your score suggests you have
some room to develop at your current level, we think they'll be of particular benefit to you in building the skills and experience
you'll need to excel in your role.

What are my strengths and gaps for my current level?

Where I am competent
* Showing enthusiasm to broaden own experience, knowledge and skills

« Willingly passes on own skills and knowledge to others

e Offering sound, sensible and impartial advice

My Gaps
e Seeking feedback and developing own expertise to add the greatest value in the organisation

e Development actions

« Conduct a skills audit of your experience, knowledge and skills against the work you need to deliver in the next year. Work
with your manager to create an action plan to develop any gaps over the next 6-12 months.

# Discuss with your manager where you would like to take your role in the next 12-18 months (or what you would have liked to
have achieved). Use this to identify areas where you may need to develop your knowledge, skills and expertise and create an
appropriate action plan.

e Set up regular times to share your own skills and ideas with others, and for them to do the same with you.

e Observe individuals whom you and others percieve as reliable experts or ‘go to' individuals for advice and guidance. Discuss
past examples with them to understand their throught process and approach,

@ Reading & Research

BOOK: HR practice
Martin and Whiting, CIPD

@ Courses & Events

COURSE Understanding orgamsations and the role of HR
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TAKE A STUDENT ASSESSMENT
Your assessment results

Collaborative

Your Level: Developing

@ Summary

When you're demonstrating collaboration, you're working effectively and inclusively with a range of people, both within and
outside the organisation.

How prepared am I?7
What you've told us indicates that your behaviour in this area is developing. This usually applies to someone who is demonstrating
some of the behaviours expected at this level, but is yet to demonstrate and develop their competence more broadly in this area.

Below, we show you the areas where you're particularly strong, areas where you're competent, and areas where there are gaps in
the way you demonstrate collaboration. If you're keen to develop your collaboration skills, you should consider the courses,
reading materials and practical development actions that we've recommended for you. These recommendations reflect your
individual strengths and development areas based on what you've told us in your assessment. As your score suggests you have
some room to develop at your current level, we think they'll be of particular benefit to you in building the skills and experience
you'll need to excel in your role.

What are my strengths and gaps for my cuirent level?

Where I am competent
e Showing sensitivity and respect for others’ feelings, cultures and beliefs
s Establishing constructive and collaborative relationships with colleagues

e Keeping colleagues up to date with information relevant te their work

My Gaps
e Seeking constructive solutions to disagreements as they occur

0 Development actions

e Reflect on a disagreement that you have had with someone at work (possibly with a coach or mentor). Review what happened
by imagining that you are a third party observer of any communications and interactions. Consider how your approach could
have been more collaborative and constructive and how you could have adopted a ‘win-win' approach.

# Reflect on and seek feedback from colleagues on how you contribute to the team, the role you play and the strengths you
bring. You might also find it helpful to refer to Belbin's Team Role theory. Consider how you can make best use of your
strengths to support your team.

Map out the current internal network you have within your organisation and the strength of these relationships. Identify mutual
interests or priorities that you can use as a way to form new relationships.

@ Reading & Research

FACTSHEET: The role of line managers in HR
CIPD

@ Courses & Events
COURSE. Essential imerpersonal skills

@ CIPD 2014
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TAKE A STUDENT ASSESSMENT
Your assessment results

Driven to Deliver

Your Level: Meeting Expectations

@ Summary

When you're displaying a drive to deliver, you're demonstrating determination, resourcefulness and purpose to deliver the best
results for the organisation.

How prepared am 17
What you've told us indicates that your behaviour in this area is meeting expectations. This usually applies to someone who is
demonstrating many of the behaviours expected at this level.

Below, we show you the areas where you're particularly strong, areas where you're competent, and areas where there are gaps in
the way you demonstrate a drive to deliver. If you're keen to develop your drive to deliver, you should consider the courses,
reading materials and practical development actions that we've recommended for you. These recommendations reflect your
individual strengths and development areas based on what you've told us in your assessment,

What are my strengths an

saps for my current level
My strengths
e Keeping track of own progress, completing work to deadlines or informing others when targets can't be met

e Consistently delivering what is expected, meeting or exceeding agreed standards

My Gaps
e Demoenstrating a desire to take action and deliver

® |dentifying the steps to achieve agreed tasks and objectives in the immediate and short term
e Development actions

e Display your goals / objectives in a highly visible place at work (eg, pinned next to your desk or screen) so that you are
constantly reminded of what is important for you to focus on.

e Discuss your goals with your manager for the next six months. Plan the process / steps that you will need toe go through to

achieve each objective. Ensure that you include timesframes, deadlines and who you will need to involve. How will you measure
the success of these?

G Reading & Research

RESEARCH: Business savvy: giving HR the edge
CIPD

RESEARCH: HR and its role in innovation
CIPD

@ Courses & Events

COURSE: Time and self-manaj

ment
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TAKE A STUDENT ASSESSMENT
Your assessment results

Your Level: Developing

@ Summary

When you're displaying courage to challenge, you're demonstrating the confidence to speak up skilfully and challenge others, even
when confronted with resistance or unfamiliar circumstances.

How prepared am 17
What you've told us indicates that your behaviour in this area is developing. This usually applies to someone who is demonstrating
some of the behaviours expected at this level, but is yet to demonstrate and develop their competence more broadly in this area.

Below, we show you the areas where you're particularly strong, areas where you're competent, and areas where there are gaps in
the way you demonstrate courage to challenge. If you're keen to develop your courage to challenge, you should consider the
courses, reading materials and practical development actions that we've recommended for you. These recommendations reflect
your individual strengths and development areas based on what you've told us in your assessment. As your score suggests you
have some room to develop at your current level, we think they'll be of particular benefit to you in building the skills and
experience you'll need to excel in your role.

What are my strengths and gaps for my current level?

My Gaps
« Standing by opinions and proposals in the face of difficult questions, providing supporting evidence as needed

e Taking into account a range of different viewpoints
s Asking questions to clarify or more fully understand an issue
e Seeking out relevant information, ideas and advice to help move discussions forward

Q Development actions

Reflect on the success of ideas and recommendations you have put forward, Discuss with your manager the reasons your
challenge was unsuccessful / successful, what information you used and what you could change for future occasions.

Seek out several different points of view on a proposal or project, and test out your own perspective with peers before
presenting it to your key stakeholders or the person you need to challenge. How can you adapt your approach to challenge
more constructively?

Observe your manager or other individual within a meeting environment. Take note of the questions they ask of tothers in
order to gain a full understanding of the issue being discussed. Consider how you can use similar questions when you're next
having that type of conversation.

.

Reflect on the success of ideas and recommendations you have put forward. Discuss with your manager the reasons your
challenge was unsuccessful/successful, what information you used and what you could change for future occasions.

0 Reading & Research

SURVEY REPORT: Leadership and the management of conflicr at work
CIPD

@ Courses & Events

COURSE: Essential interpersonal skills

© CiPD 2014



C'PD Appendix 42

TAKE A STUDENT ASSESSMENT
Your assessment results

Role Maodel

Your Level: Meeting Expectations

@ Summary

When you're acting as a role model, you are consistently leading by example. You're acting with integrity, impartiality and
independence, balancing personal, organisational and legal parameters.

How prepared am 17
What you've told us indicates that your behaviour in this area is meeting expectations. This usually applies tc someone who is
demonstrating many of the behaviours expected at this level.

Below, we show you the areas where you're particularly strong, areas where you're competent, and areas where there are gaps in
the way you demonstrate role modelling. If you're keen to develop yourself as a role model, you should consider the courses,
reading materials and practical development actions that we've recommended for you. These recommendations reflect your
individual strengths and development areas based on what you've told us in your assessment.

What are my strengths and gaps for my current level?

Where I am competent
+ Consistently acting according to organisation and legal principles and agreed processes
# Delivering in line with agreed expectations and promises
#* Accepting responsibility, and taking action to remedy any mistakes

» Dealing with personal data and information in a professional manner and in line with relevant legislation

e Development actions

Consider how comfortably the organisation's values sit with your own and where there are possible points of contension. Talk
through any difficult areas with your manager so that you can work within the frame of organisational values at all times.

e Spend time learning more about the work of your colleagues and other HR teams. Consider how the your own work impacts
theirs, and where you can find any synergies or opportunities to support them further.

« Discuss with your manager ways in which you can build self-review processes into your work to recognise mistakes made any
any learning that can be applied.

e Champion and review HR processes to ensure that all sensitive data is managed in accordance to the Data Protection Act,
Identify any areas of non-compliance and discuss them with your manager.

9 Reading & Research
RESEARCH: The changimg HR function’ the key questions
ciPD

@ Courses & Events

COURSE: Supporting change in organisations

CONFERENCE: HR Busmess Parmer Conference & Workshop

COURSE: An introduction to HR information

© CIPD 2014
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