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Activity 1

My name is Jodie Barnett and | am studying the CIPD level 5 Diploma in Applied HR
programme with the University of Wales Trinity Saint David. This programme is part of the
Higher Apprenticeship in HRM which is signed up to with Coleg Sir Gar. This is a 2-year
programme with monthly workshops which is a supported distance learning course. Being a
student member of both institutions provides me with access to a wide range of resources
including online libraries and physical libraries at both campuses. The student hwb (figure 1)
provides me with easy access to all the programme information | need — this includes:

e Moodle - to view information on the course modules including learning plans and
essential reading guidance in preparation for class. All course submissions.

¢ Student Services — provides me with support and advice, if required, during my
studies including my health and wellbeing. There are student committees run
quarterly for students to voice matters of interest or gain clarity throughout my
programme.

e Library and learning resources — a quick way of browsing through resources
available to contribute to my studies.

Nothing to see here ' SSTUDENTY o

MYFYRWYR

(Figure 1: Source: UWTSD student hwb main page)

| attended my first session in September, and | was provided with key components of the 2-
year programme including a timetable with workshop dates, name of modules and
submission dates for assessments. | also completed an induction questionnaire which
confirm my understanding of the programme (appendix 1) and was provided with a
programme handbook containing everything | need to know about my course, college and
programme of learning. The handbook refers to the college code of conduct and what is
expected of a student who attends college including their learning and working and
behaviour.
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1. Introduction

The primary aims of this report are to explain how the CIPD HRPM professional areas and
bands define the HR profession and why the HRPM behaviours are essential to be an
effective HR professional.

2. Executive summary

To be a HR professional you should possess specialist knowledge and expertise and be able
to identify areas of development to adapt to a continuously changing HR workplace. The
CIPD Profession Map portrays what successful and effective HR people do and deliver across
every part and specialism of the profession. It sets out the required activities, knowledge
and behaviour required and what areas these can be used to help business evolve.

Being a member of the CIPD professional body is key as it sets out the standards and
behaviours its members must adhere too as outlined within the CIPD Code of Professional
Conduct. As well as this, members get full access to use the CIPD Profession Map to identify
areas of development and devise a Continuing Professional Development (CPD) plan to take
on board these development plans and keep track of progress.

3. What is a ‘Professional’

Lester (Johns & Perkins, 2016, p. 75) argues that a professional is someone who:

“makes proficient use of expert or specialist knowledge, exercises autonomous thought and
judgement, and makes a voluntary commitment to a set of principles. Such a person need
not be a member of an easily defined profession or of professional association; it is

possible to work as a professional from a set of expertise and skills that is relatively unique to
the individual”

(Johns & Perkins, 2016) refers to a professional in an occupation that portrays the following
characteristics:

e Itisbased on a body of knowledge (usually comprising theory, knowledge, and
practice) which can be taught or learned.

e Its practitioners possess appropriate expertise to which they apply their knowledge
and judgement.

e Itis underpinned by a code of conduct or ethics.

Most HR practitioners in the UK are members of the CIPD professional body which is the
only body operating in this field. The CIPD has a Code of Professional Conduct and members
are required to adhere to these standards and behaviours.



3.1 The CIPD Profession Map

It is important to understand that knowledge, skills, and behaviours are key to the role of an
HR professional and their development. The CIPD profession map links closely in diagnosing
those areas for development and the continuing professional development (CPD) plan
meets those needs. The profession map was launched in 2013 and sets out standards for HR
professionals around the world: the activities, knowledge and behaviours needed for
success (CIPD, 2015). The map has been developed with both individuals and organisations
in mind. As illustrated below, the map contains eight behaviours, ten professional areas and
four bands of professional competence that provides a vital resource for anyone working or
connected with the HR profession.

Band four

eading g

Band three
Insights,
strategy

Band two

Band one

Eight behaviours Ten professional areas | Four bands of professional competence

© CPD Profeauco Map 2015

Source: CIPD online, 2019 — The 2013 Profession Map

The CIPD launched a new profession map in 2018 which sets the international benchmark
for the people profession. It is designed to help make better decisions, drive change within
the organisation, act with confidence and help career progression. It focuses on the
knowledge and behaviours needed to create value and make an impact at the workplace by
moving to values-based decision making (CIPD, 2018).

The map has been updated to reflect how the role of the HR professional will evolve in the
coming years and places “purpose” at the centre of the map showing the importance of the
HR role in championing better work and working lives (Faragher & Webber, 2018).



3.2 The four bands of professional competence

There are high standards set out in the 2013 Profession Map and these determine what the
best HR professionals and organisations are doing. The map covers each level of a HR
profession, from band one at the beginning of a HR career working up to band four relevant
for senior HR professions. These are referred to as the four bands of professional
competence and to succeed in a career within HR, individuals would need to complete the
transitional challenges related from one band to the next in their careers.

3.3 The ten professional areas

There are ten professional areas within the map that are referred to as the capability
framework. These include two core areas that sit in the centre of the map followed by an
additional eight areas. These apply to all HR practitioners regardless of their role, level or
specialism and emphasise the importance that everyone in the profession needs to make a
contribution (Woodhams, et al., 2016). They set out what knowledge and skills the HR role
requires in order to provide specialist HR support.

3.4 The eight behaviours

The eight behaviours outline in detail how the HR professional needs to carry out their
activities and contribute to the success of the organisation. These behaviours are
fundamental and underpin good practice and ensure ethical standards are met. Each
behaviour is divided into four bands of professional competence, from entry level to
leadership. They also highlight negative behaviours known as contra indicators which a
successful HR professional would avoid (CIPD, 2019b)

The HR professional should set an example and possess leadership behaviours from being a
role model, always driven to deliver and personally credible in order to gain respect. Being
collaborative and working effectively with a variety of people including stakeholders is
essential to strong relationships. A good HR professional aims to influence people in order
to build a successful organisational culture and HR can be regarded as business partners,
which requires courage to challenge, think decisively and curiosity when contributing to
business decisions.

4. Conclusion

The 2013 Profession Map sets out comprehensively how HR adds sustained value to the
organisation and its people. The HR professional needs to develop a wide range of attributes
and the map helps illustrate which are the main skills and what areas these can be used to
help organisational growth.

The Map has evolved over time and represents the needs of today’s profession in order to
sustain success. The introduction of the new 2018 Profession Map indicates that the CIPD
are focusing on ensuring that both the profession and organisation are future fit due to
changes in the ways of working as well as diversified roles.



5. Recommendations

The CIPD profession map sets out the aptitudes needed in the foreseeable future for all HR
professions regardless of their career level. The HR professional needs to be both business
and change focused and the new 2018 profession map has taken this into account. The
knowledge, skills and behaviours set out in the map are pivotal to the work of the HR
professional and their development. It is important to acknowledge that the profession map
identifies areas of development need and devising a continuing professional development
(CPD) plan to meet those needs is crucial. It is recommended that the HR profession
continues to use the new 2018 profession map, which since its launch has been explored by
more than 147,000 people on the CIPD website (CIPD, 2019c¢) and incorporate any identified
development needs into a CPD plan.
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Activity 3
1. Projects
The term project has been described by Pinto (Watson & Gallagher, 2014, p489) as follows:

“A project is a unique venture with a beginning and end, conducted by people to meet
established goals within parameters of cost, schedule, and quality”

The role of a HR professional often includes project involvement regardless of the size and
scope. It is worth acknowledging the 5 stages of project management that are important for

a well-planned project (Johns & Perkins, 2016). The sequence of steps below should be
followed:

¢ Initiation

e Planning and design

e Execution

e Monitoring and controlling
e Completion

| was required to collaborate with a project team during a review of the Primary School
Catering Service in NPTCBC which was finalised in June 2019. The aim of this project was to
review the hours of work of all the employees within the Primary School Catering service
(440 employees in total) to better meet demands and to ensure consistency throughout the
service. It also seeks to make the service more cost effective to be retained in house by
amending some of the duties of the Cooks in Charge and Breakfast Club Assistants. Many
employees within this service were on a temporary or casual contract with inconsistent
contractual hours which posed a lack of employment security. The net cost of providing the
School Meals and Breakfast Club Services in 2018-19 amounted to £1.829m.

1.1 Planning the Catering review

(Reissner, 2014) refers to the importance of thorough planning and setting timeframes as
this is vital for a successful project.

The first stage of the process involved planning and setting a step by step guide of
anticipated process requirements (appendix 2). This included timeframes for regular
consultation meetings with both employees affected and trade union representatives. This
ensures that all parties involved are regularly informed during the process and any concerns
can be raised. | was responsible for arranging 1:1 meeting for employees and notified the
trade unions of the proposed dates and times for these (appendix 3).

(Watson & Gallagher, 2014) acknowledge that organisational projects cannot be discussed
without also considering change. These projects tend to be dynamic and so change is
expected and that the project team must discuss any agree revisions to plans with their
relevant stakeholders.



Neath Port Talbot County Borough Council’s (NPTCBC) Management of Change Partnership
policy recognises that change is necessary and an inevitable part of providing an effective
and appropriate services which includes keeping employees fully informed, communicating
and consulting with employees and their trade union representatives.

1.2 Implementation of project

(MindTools, 2018) emphasises that the best approach is to make a detailed plan showing
how to implement your project.

Following completion of the planning process, management identified that the initial
proposal would be cost effective, savings of up to £50,000 being projected for 2020-21 once
the pay protection period ends and would create job security within the service.
Implementation of the project was the next step and an implementation timetable was
created identifying what tasks needed to be done and by what date. This included who the
tasks were allocated to ensuring that everyone involved knew their role within the project
(appendix 4). It was important that the tasks were completed on the date specified to avoid
delays in other tasks.

The implementation process included running a report on the current data held on
employees within the Catering service using the NPTCBC HR/Payroll vision database
(appendix 5). The data was used to collaborate with the Catering Manager in identifying
those employees who needed new contracted hours/contract types i.e. temporary to
permanent status. Adding a column of new hours next to the employee’s current hours
allowed us to identify those employees who could potentially be in a pay detriment as a
result of a reduction in hours and therefore, entitled to pay protection for a period of 12
months as stipulated within NPTCBC Management of Change in Partnership Policy. This
includes the employee’s placement on NPTCBC's prior consideration register for a period of
12 months and should they wish to apply for any vacancies during this period, they will be
given first consideration.

All identified employee changes needed to be processed prior to the Payroll deadline to
ensure that all employees received the correct pay from the implementation date on 3rd
June 2019. Contracts of Employment letters highlighting new changes were sent to all
employee’s affected. A data cleansing exercise was undertaken by the HR Workforce
Information team ensuring that all posts were changed in line with the Catering Structure.

1.3 Monitoring and evaluation of project

Monitoring project information following its implementation is important as this ensures
that all the necessary changes have been processed and employees are being paid correctly
taking into account the new contracted hours.

Following completion of the employee change process on the HR/Payroll vision database, an
updated report was run on the Catering structure which provided data currently held
against each employee. This allowed us to analyse the new data and identify any
discrepancies or errors on employee records and amend accordingly.



It was important to monitor that the changes had been processed and all employees
affected were being paid correctly. Such a task ensured employee pay satisfaction and
reduced further administrative tasks within the project team.

On completion of the review, employees were satisfied with permanent status and gaining
job security as well consistency of hours across the service. Due to so many employees
being originally on temporary and casual contracts, contracted hours varied.
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APPENDIX 2

ANTICIPATED PROCESS REQUIREMENTS (AS A GUIDE 5 — 7 MONTHS)
STEP 1

e Steer from Leader needed as to whether to progress.

e Further management meetings, as applicable, to clarify detail and whether two
separate consultations will need to take place or the consultation will need to be
delayed.

e Further consultation with Union to cover all 4 aspects above.

e Job Descriptions need to be checked in detail, to establish whether they have
changed/whether there is a need for further job evaluation.

e Letters to employees giving notice of group consultation meeting with unions
present (1 - 2 weeks’ notice of meeting)

e Ifany VR is applicable, figures will need to be requested so that these are available at
individual consultation meetings later on.

STEP 3

e Group consultation meeting to mark the start of the formal consultation —
management presents proposals as to changes, reason for changes, new job
descriptions given out, employees informed of purpose of consultation and that an
individual consultation meeting can be arranged.

STEP 4

e Formal consultation period begins — normally 4 weeks — may need to be longer
depending on numbers expected to request individual meetings (approximately 60
employees to be consulted with).

STEP 5

e Formal consultation closes after 4 weeks. Management Meeting to consider points
raised during the consultation period; then feedback to unions. (within 1 — 2 weeks)

STEP 6

e Further staff meeting (potentially) to give feedback as to final decision and any
alterations made as a result of the proposal. (1 —2 weeks’ notice of meeting)

STEP 7

e \Write to staff individually, giving 3 months’ notice of changes.
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APPENDIX 4

CATERING REVIEW TIMETABLE - IMPLEMENTATION DATE JUNE 3°° 2019

(Cooks-in-Charge, Breakfast Club Cooks, Breakfast Club Assistant, Kitchen Assistants)

- Change from temporary to permanent
- Change in hours (decrease, increase or no change)

’7 START COMPLETION ACTIVITY ALLOCATED
DATE DATE TO
Wc April 2" May 2019 1.Ensure permanent posts are available for WIT team
22" each job title in each school and
2. Make adjustments of hours, where
applicable
After May 31% May 2019 1.To arrange for an up-to-date bi query report
payroll to run on employee data before employee (to | HR Officer
Wc May ensure all changes have been captured)
270 2. To arrange to meet with Catering Manager
to validate the report
June 3@ 12" June 2019 1.To transfer employees into new posts i.e. 1. EST

Contract change and/or
Hours change
Pay protection, if applicable

2. Place on PC register as Tier 2 2. EST
3. HRO to ensure EST has correct information
and liaise with EST how to allocate the work HR Manager

(especially pay protection information — please
include in ad hoc amendment — that hours will
be protected for 12 months from June 3rd
2019 — June 2" 2020)

June 12t 14* June 2019 All amendments to be authorised —
HRO to liaise with HRM to allocate the HR Officers
authorising
After 1.Employees to be sent letters with new posts,
payroll new status, new hours, new locations HRO/HRM
closure 2.Arrange for mail merge to be done {printing
(14* June) and enveloping) — use the same validated
spreadsheet
As above To dis-establish posts wIT

L To | Docs all letters _
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2. Applying basic techniques for analysing and resolving problems

Edward de Bono created the “Six Thinking Hats” technique (Figure 1) in 1985 and it
remains a powerful technique today. It can help to look at problems from different
perspectives whether individually or in a group discussion. Each “Thinking Hat” is colour
coded and represents different styles of thinking to discuss a problem. It can help look at
problems from different perspectives with the benefit of preventing any confrontation
between people with different thinking styles. This technique can be used when
analysing and resolving problems within the workplace.

! The White Hat calls for information known or needed. ‘The facts, just the
facts.

The Yellow Hat symbolizes brightness and optimism. Under this hat you
explore the positives and probe for value and benefit.

The Black Hat is judgment - the devil's advocate ov why something may
not work. Spot the difficulties and dangers; where things might go wrong.
Probably the mast powerful and useful of the Hats but a grabiem if
overused.

you can express emotions and feelings and share fears, likes, distikes,
loves, and hates.

The Green Hat focuses on creativity; the possibilities, alternatives, and
new ideas. It's an opportunity to express new concepts and mew

J_L
!- The Red Hat signifies feelings, hunches and intuition, When using this hat

perceptions,

The Blue Hat is used to manage the thinking process. it's the controt
mechanism that ensures the Six Thinking Hats® guicelines are observed.

(Figure 1: Source: The De Bono Group — Six Thinking Hats)

My role in the Sickness Taskforce Team requires me to manage sickness absence within the
Education Directorate and duties include being able to demonstrate problems that requires
analysing and resolving with managers, employees and Trade Union representatives.

| am required to monitor absence cases and arrange meetings with employees and their
trade union representative in accordance with NPTCBC's Maximising Attendance at Work
Policy/Procedure. Arranging these meetings can sometimes present problems when trying
to arrange a date/time that potentially needs up to 4 people’s availability. | am often
required to reschedule appointments that do not always suit an absentee and/or their
representative. | am required to resolve this promptly by rescheduling and writing to the
absentee confirming the revised meeting details, whilst ensuring adherence to the
Policy/Procedure providing adequate notice of the meeting and considering the absence
process timeframe (appendix 7).



My role includes regular liaison with the Occupational Health Unit (OHU) who provide
advice following an assessment of an employee who is absent from work. Supporting an
employee to return to work following a period of absence can be pivotal to them sustaining
their attendance at work and in turn, reduces absence costs within the Council. As an
Employer, we have a duty of care to the absentee and want to ensure that any return to
work does not prolong any ailments. An absentee’s OHU report dated 19t November 2019
recommended that temporary medical redeployment be considered in respect of this long-
term absentee to assist them in returning to work in a less physically demanding role.
Following discussions with the employee’s management, | was able to analyse the OHU
recommendations and suitable alternative employment was identified and the employee’s
absence case was resolved (appendix 8).

Monitoring the early stages of an employee’s absence from work is critical and regular
contact offering support to the employee during the early stages can make a difference to
the extent of their absence. Management need to know that they play a vital role and
regular communication with their employee offering support is essential. | monitor levels of
absence and email management should their employee remain absent from work for a
period of 2 weeks (appendix 9). This triggers the manager to contact their employee and
complete a sickness absence return to work plan (appendix 9) to identify any support the
employee requires during this time, whether they require reasonable adjustments to their
role or a referral to the Council’s Occupational Health Unit. This communication strategy
supports the employee and is likely to identify a return to work date.

Should the employee be absent from work with a stress related reason, whether this is
personal or work related, as part of the Council’s Corporate Stress Policy, | will request that
management completes a stress risk assessment form with the employee to identify and
alleviate any concerns/risks (appendix 9). Again, this can identify the reason for the
employee’s absence and possible adjustments could be put in place which could see the
employee return to work sooner than planned and reduce sickness costs.
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APPENDIX 7

From: TU representative

Sent: 25 November 2019 16:58

To: Jodie Barnett <j.barnettl@npt.gov.uk>
Subject: Re: NASUWT - LB

Hi,
That's fine. | will et her know.

Thanks,

From: Jodie Barnett <j.barnettl@npt.gov.uk>
Sent: Monday, November 25, 2019 3:04:52 PM
To: TU representative

Subject: RE: NASUWT - LB

Hi,
TIME on DATE at VENUE.

Are you able to notify the employee of the new date/time?

Kind regards

Jodie Barnett

Assistant HR Officer / Swyddog Adnoddau Dynol Cynorthwyol
ELLL sickness taskforce
Neath Port Talbot County Borough Council/ Cyngor Bwrdeistref Sirol Castell-nedd Port Talbot Tel/ Ffén: 01639 763563

We welcome correspondence in Welsh and will deal with Welsh and English correspondence to the same standards and
timescales.

Croesewir gohebiaeth yn y Gymraeg a byddwn yn ymdrin 8 gohebiaeth Gymraeg a Saesneg i’'r un safonau ac amserlenni.

If you would like to use Weish when dealing with the Council please click here
Os hoffech ddefnyddio'r Gymraeg wrth ddelio 8'r Cyngor os gwelwch yn dda cliciwch yma

©

SHimub J SWITC W

SAYE I

DARPARU GWASANAETHAU GWELL AR-LEIN | OELIVERING BETTER SERVICES ONLINE

DEWCH 9|_ El ®e
ARLBN NPT Dol arwy Dacw L D-gital oy Chols
CNPT ¥ (MU | s R8T T s ( ) A ]
This email and any files transmitted with it are confidential and intended solely for the use of the individual or entity to
whom they are addressed. If you have received this email in error, please notify the sender immediately. Please note also

that there is no guarantee that this email or any attachment is virus free or has not been intercepted or amended.

Mae'r e-bost hwn ac unrhyw ffeiliau a drosglwyddir gydag ef yn gyfrinachol ac at ddefnydd yr unigolyn neu'r corffy
cyfeiriwyd hwy atynt yn unig. Os ydych wedi derbyn yr e-bost hwn mewn camgymeriad, dylech hysbysu'r person a
anfonodd yr e-bost ar unwaith. Hefyd, sylwer nad oes unrhyw sicrwydd nad yw'r e-bost hwn neu unrhyw ymgysylltiad yn
rhydd o firws ac nad yw chwaith wedi'i ryng-gipio na'i newid.



From: TU representative

Sent: 25 November 2019 13:52

To: Jodie Barnett <j.barnettl@npt.gov.uk>
Subject: RE: NASUWT - LB

Hi,

Any time on the Friday would be fine for me.
Thanks,

TU representative

From: Jodie Barnett <j.barnett1@npt.gov.uk>
Sent: 25 November 2019 13:48

To: TU representative
Subject: RE: NASUWT

Hi,
| will be representing HR at this meeting. | will check with the employee’s manager her availability
for DATE.

Is there any particular timeframe that you are free?

Kind regards

Jodie Barnett

Assistant HR Officer / Swyddog Adnoddau Dynol Cynorthwyol
ELLL sickness taskforce

Neath Port Talbot County Borough Council/ Cyngor Bwrdeistref Sirol Castell-nedd Port Talbot Tel/ Ffon: 01639 763563
We welcome correspondence in Welsh and will deal with Welsh and English correspondence to the same standards and
timescales.

Croesewir gohebiaeth yn y Gymraeg a byddwn yn ymdrin 4 gohebiaeth Gymraeg a Saesneg i’'r un safonau ac amserlenni.

If you would like to use Welsh when dealing with the Council please click here
Os hoffech ddefnyddio'r Gymraeg wrth ddelio a'r Cyngor os gwelwch yn dda cliciwch yma
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DARPARU GWASANAETHAU GWELL AR-LEIN | DELIVERING BETTER SERVICES ONLINE

DEWCH 9‘ El ®e,
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This email and any files transmitted with it are confidential and intended solely for the use of the individual or entity to
whom they are addressed. If you have received this email in error, please notify the sender immediately. Please note also
that there is no guarantee that this email or any attachment is virus free or has not been intercepted or amended.

Mae'r e-bost hwn ac unrhyw ffeiliau a drosglwyddir gydag ef yn gyfrinachol ac at ddefnydd yr unigolyn neu'r corff y
cyfeiriwyd hwy atynt yn unig. Os ydych wedi derbyn yr e-bost hwn mewn camgymeriad, dylech hysbysu'r person a
anfonodd yr e-bost ar unwaith. Hefyd, sylwer nad oes unrhyw sicrwydd nad yw'r e-bost hwn neu unrhyw ymgysylltiad yn
rhydd o firws ac nad yw chwaith wedi'l ryng-gipio na'l newid.



From: TU representative

Sent: 25 November 2019 13:20

To: Jodie Barnett <j.barnett1@npt.gov.uk>
Subject: NASUWT - LB

Hi Jodie,

EMPLOYEE NAME (JOB TITLE) has asked me to attend a Stage 1 Absence meeting with them at
VENUE at TIME on DATE.

Is there any chance this could be on DATE, as | have facility time for Union duties.

Thanks,

Negotiating Secretary
NASUWT The Teachers’ Union



APPENDIX 8

Jodie Barnett

Subject: EMPLOYEE NAME Post Title - Payroll number

From: Jodie Barmett <|.barnettl @npt.gov.uk>

Sent: 05 December 2019 09:3%

To: OHU

Cc: Manager’s name

Subject: EMPLOYEE NAME Post Title — Payroll number

Hi

Further to your medical report dated 19™ Navember, 2019 where you suggested that EMPLOYEE NAME would
benefit from a temporary medical redeployment please see the attached.

Management have looked into supporting @il back into work by providing him with a phased return whereby he
would work at VENUE as a POST TITLE working up to 2 days a week and building up to 5 days by eventually working

up to 3 days at VENUE as a POST TITLE until March, 2019 and then hopefully EMPLOYEE NAME will be well enough
to return to their substantive role.

Please could you take a look at the duties and advise me if this is a suitable Temporary Medical Redeployment?

| want to relay that there are some concerns that EMPLOYEE NAME is not well enough to return to work so please
can you also advise that you believe he will be fit to return to these duties?

Kind regards

Jodie Barnett

Assistant HR Officer / Swyddog Adnoddau Dynol Cynorthwyol

ELLL sickness taskforce

Neath Port Talbot County Borough Coundil/ Cyngor Bwrdetstref Sirol Casteli-nedd Port Talbot Tel/ Fdn: 01639 763563

Wewekomecormpondu\ceinWelshandwillMuMWelmmmwmnammﬁwmmmmu
Croese\\dr'oi'\ebium»/nvovmae;adenwym&hlphebhemcvmne‘amﬁunufuuuxmmm

If you would Hke to use Wetsh when dealing with the Council please dlick here
Os hoffech ddefnyddio’r Gymraeg wrth ddetio 4'r Cyngor 0s gwebwch yn dda cliciwch yma
VN



APPENDIX 9

Jodie Barnett

Subject: Sickness  Employee name, payroN numbers

Attachments; Slckness Absence Return 1o work Plandoc, HSE Stress Risk assessreent do<
Cotpolate Stiess_CP1702 (3).doc, Blank Stress Risk Assessment 08082016 2.doc

from: jodic Barnett

Sent: 10 October 2019 09:22
To: MANAGER EMAIL ADORESS
Subject: Sickness - Employee name, payroll number

Name of Manage:,
The sickness database Is showing that EMPLOYEE NAMC has been absent since FIRST DAY OF ABSENCE due to a
stress related absence 10 Iine with the (ong teem sickness sbsence procedure (f an employee ix Iikety to be off more

than 28 days then an informal return 10 work plan and a stress risk sssevsment (if work related) will need to be
carried out a3 300N as possible

Please can you send ma a cogy of the Skckneis Return to work plan and Stress Risk Assessment Lo me once
compieted snd signed.

Thank you

Jodie Bernett

ALuniant 18 Oifer / Saryddog Sdnaddau Dyl Cynurthwyal
Mwat® Mast Tallad Coutty Borough Councll! Cyragnr Bwtdewstvn! Yol Cavtudl-nedid Part Talkot Tal? HAn Q1B ¥ SRS

W waitorme corraspondence In Wakh and will desl with Walsh and Inglish cosrespondance to the same tandards and trmeicsims
Crossews gohsbaseth yn y Gymraag 8 byddwa yn ymdrin § gohetlseth Qymrasg s Yasineg 'y un satoRs Bc armasvianm

W you would Iy t0 uss Welsh when deaing with the Council plesss Ciich hars
0n hoffech sdefryodia'r Gyrvaag with ddebo 87 Cyngor o gwelweh yn dde CECIWLHL e
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Neath Port Talbot County Borough Council —
Sickness Absence Return to Work Plan.

This form is to be completed with the absent employee to establish the details and timescales of a

return to work.

ﬁ

Employee Name: Payroll No:
Section: Contracted Hours:
Location: Manager:

Job Title:

RETURN TO WORK ARRANGEMENTS:

First date of absence:

Reason for absence

Ask the employee how they are feeling, ask them to describe the reason for the absence. What
symptoms are preventing the employee from attending work?

Return to Work Date

Discuss an approximate or actual return date to allow you to

consider issues such as cover arrangements, employee contact

arrangements, OHU services, workplace adjustments

Arrange a contact strategy

If not already done, explain that regular contact will be made to keep in touch with the
employee during the absence. How often will you make contact with the employee? Who will
make contact? What method will be used, i.e. telephone, email, text?

Duties or tasks to be undertaken
Describe the specific duties and tasks of the role. Include any physical requirements €.g.
lifting, twisting, bending, sitting etc.

Specific duties or tasks to be avoided




———ij

Describe the specific duties and tasks to be avoided or restricted and whether this is
reasonable in their substantive role.

Workplace supports, aids or modifications to be provided
Describe workplace supports, aids or modifications, e.g. rest breaks, special tools, equipment,
training, duties undertaken with a colleague etc that could be provided temporarily.

Medical advice

If you are unable to identify the duties, restrictions and adjustments consider if advice from
OHU is appropriate? If OHU advice has been received, describe the details of the restrictions
identified (if any), employee’s Fit Note or any other medical information provided. (See
referral guidance for more details) What date or period(s) do these restrictions apply? If a
phased return is identified, then the employee should return to full duties after a maximum
period of 6 weeks, however this can be extended in some circumstances (See Rehabilitation
Policy for further details)

Procedural information
Please ensure that the employee is informed of the procedural details and are aware of how it
will progress if they remain absent

Start Date:

Review Date:

Review Date:

Review Date:

Review Date:

Review Date:

Notes/Additional Information

Employee Signature:

‘ Manager Signature:




Corporate Health and Safety Section

Stress Risk Assessment Form

Neath Port Talbot
Castell-nedd Port Talbot

County Borough Counsil Cyngur Biwrdeistrel Sirol

Employees Contractor

Other .........

Public

. Pupil

Service User







4
Relationships
5
Role
6
Change
Reviews Key
Review Date : Likelihood Severity 5 5Y
Reviewed by: 1 very unlikely 1 nuisance - 4 8
2 unlikely . =2
Review Date : 2 minor = 3 9
3 likely 3 medical treatment _g
Reviewed by: 8 2 6Y 8 10Y
4 very likely 4 major £
; )
Review Date 5 certainty 5 fatal é 1
Reviewed by: 0 1 2 3 4 5
Review Date : Severity of Injury
Reviewed by: Low Risk ‘ l lHigh Risk
Conclusions from initial assessment Yes No
Is specialist advi ired f t
P alist advice required from Safety Employee: Signature Date
Officer, etc?
Does the employee need to be referred to .
Manager: Signature Date

the Occupational Health Unit?

Re-assessment date:




Re-assessment information

Date

Employee additional information

Re-assessment - Action

Re-assessment — Safety Officers Comments

Conclusions from re-assessment Yes No
s specialist advice required from Safet
P ¢ 4 ¥ Employee: Signature Date
Officer, etc?
Does the employee need to be referred to .
Manager: Signature Date

the Occupational Health Unit?

Re-assessment date:




3. Applying methods for influencing, persuading and negotiating with others

The HR professionals role includes having the ability to successfully influence others,

whether it is implementing some sort of change, purchasing a new process or someone’s
way of thinking.

Yemm (Johns & Perkins, 2016) claims that effectual influencers should possess the following
characteristics:

o friendliness

e empowerment

e vision

e the ability to build alliances
e expertise and knowledge

e bargaining skill.

Possessing the above characteristics will not only avoid the HR professionals’ position being
undermined by a line manager asking difficult questions but will gain the trust of others by
relaying their appropriate knowledge and expertise when required. The ability to

compromise and reach agreements in difficult situations is key for the HR professional when
striking a bargain.

Negotiation also plays an important part in the role of the HR professional as it helps to
reach a common understanding or viewpoint or make a pact for a course of action. Such
skills help all professionals to resolve situations where there is conflict between individuals

or different groups. Establishing the best result when negotiating is known as the “win-win”
situation.

Dealing with managers, Trade Union representatives and their members (employee) is
something | deal with on a regular basis. Exploring options and providing an employee who
is absent from work with the best possible outcome should they be unable to return to work
is an important representation of the employer. Many decisions made on an employees
employment will need to take into consideration any legal implications and consistency
when making these decisions.

| covered a colleague’ case which required a thorough assessment due to concerns raised
from the employees manager, who felt that the employees ongoing health concerns were
making them incapable of fulfilling their duties. After initial negotiations between myself,
the employee and their manager, it was felt that as a duty of care, the employee would be
referred to the Occupational Health Physician for an assessment.

Following a detailed Occupational Health report in respect of the employee, a meeting was
arranged with the employee, their Trade Union Representative, the employees manager
and myself to discuss the report in detail. The report highlighted that the employee is not fit
to fulfil their current role and that medical redeployment should be explored. The employee
was adamant that they did not want to relinquish their current role which they had been
undertaking for many years. The employee was informed that taking into account current
health concerns and the physical demands of the current role, she be persuaded to
reconsider her decision to avoid worsening their health conditions and this influenced them



in changing their decision and agreed to explore further options including the
recommendation for medical redeployment.

No suitable alternative employment was found for this employee and a further assessment
with the Occupational Health deemed the employee incapable of fulfilling any role due to
health concerns and the employee was granted ill health retirement with full pension. |
emailed my HR colleague updating them on this case and the subsequent outcome
(appendix 10).
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APPENDIX 10

From: Jodie Barnett

Sent: 27 November 2019 11:44

To: Carly Thomas <c.thomasl@npt.gov.uk>
Subject: RE: Absence

Hi Carly,

Just wanted to update you on this case following the employee’s initial approach to her manager on

1% September. For info, the relevant manager approached me shortly aftera discussion with you for
advice on how to proceed.

The manager queried what the position would be in light of the employee advising they felt they
were incapable of fulfilling their duties. As such, | provided advice on the sickness absence process
should the employee report as sickness absent, with this | outlined general process, timeframes and
associated sickness costs. As | was aware that management were looking to manage this in a cost
efficient way | also advised on the potential for a referral to be made to the Occupational Health
Department to explore alternative options such as medical redeployment and ill health retirement
(depending on the employee’s fitness to work in her substantive and/or alternative roles).

An appointment was made for the employee to attend the Occupational Health Department on 26t
September 2019, an extract from the report reads ‘The employee has managed to maintain her
attendance in recent months, but she is clearly struggling. Certain elements of her job have
impacted on her back problems, particularly those involving bending and manual handling as such
she does not feel that she is able to perform to the expected standard’ (they have advised that the
employee is permanently incapable of carrying out her current role and that permanent Medical
Redeployment should be considered at this time). Following which | then met with the manager and
ran through the medical redeployment process explaining that the employee would be placed on the

Prior Consideration register where opportunity for application for vacant posts would be issued on a
fortnightly basis.

Myself and the manager met with the employee and her trade union representative to discuss her
Occupational Health report and explained the Medical Redeployment process with her. 1 placed her
on the prior consideration register for a period of 10 weeks and issued her with notice of
termination of her employment on DATE with the effective date of termination being 4t December
2019 in line with the policy should alternative employment not be successfully secured.

| have met the employee on various occasions during the process with the relevant manager to offer
support and assistance with identifying and applying for available posts. She confirmed that she is in
receipt of the fortnightly bulletins to identify any vacancies she may be interested in within the
Authority and will notify me accordingly.

As the medical redeployment process was reaching an end the employee attended a review
appointment with Occupational Health on 11" November 2019 whereby following receipt of medical
notes from her GP, the Occupational Health Physician has advised that medical redeployment is no
longer appropriate as the employee is not considered to be fit for work for any role. An extract from
the report reads ‘She is unlikely to cope in any role that involves physically demanding tasks or in a
sedentary based role due to her back symptoms. As such | am of the view that permanent medical
redeployment is not appropriate to this case and would suggest that we now proceed to ill health
retirement in view of her ongoing reduced level of functioning’.



The report confirms that the employee is captured under the Equality Act 2010 and as such we have
a legal requirement to make any reasonable adjustments during this process. | have since met with
the employee and her representative again on 17t November to discuss her Occupational Health
report following her appointment with them on 11" November 2019 and | have arranged an
appointment with an Independent Physician for an independent ill health retirement assessment on
31 December 2019 as her period of notice is due to come to end on 4" December 2019.

I will update you further following the employee’s assessment on 4% December 2019.
Kind regards

Jodie Barnett

Assistant HR Officer / Swyddog Adnoddau Dynol Cynorthwyol
ELLL sickness taskforce

Neath Port Talbot County Borough Council/ Cyngor Bwrdeistref Sirol Castell-nedd Port Talbot Tel/ Ffén: 01639 763563
We welcome correspondence in Welsh and will deal with Welsh and English correspondence to the same standards and
timescales.

Croesewir gohebiaeth yn y Gymraeg a byddwn yn ymdrin & gohebiaeth Gymraeg a Saesneg i'r un safonau ac amserlenni.

If you would like to use Welsh when dealing with the Council please click here
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This email and any files transmitted with it are confidential and intended solely for the use of the individual or entity to
whom they are addressed. |f you have received this email in error, please notify the sender immediately. Please note also
that there is no guarantee that this email or any attachment is virus free or has not been intercepted or amended.

Mae'r e-bost hwn ac unrhyw ffeiliau a drosglwyddir gydag ef yn gyfrinachol ac at ddefnydd yr unigolyn neu'r corffy
cyfeiriwyd hwy atynt yn unig. Os ydych wedi derbyn yr e-bost hwn mewn camgymeriad, dylech hysbysu'r person a
anfonodd yr e-bost ar unwaith, Hefyd, sylwer nad oes unrhyw sicrwydd nad yw'r e-bost hwn neu unrhyw ymgysylltiad yn
rhydd o firws ac nad yw chwaith wedi'i ryng-gipio na'i newid.

From: Carly Thomas <c.thomas1@npt.gov.uk>
Sent: 21 October 2019 16:27

To: Jodie Barnett <j.barnettl@npt.gov.uk>
Subject: Absence

Hello Jodie,

As discussed in previous meetings, | have a few cases which | do not have the capacity to advise on

at this moment in time. With regards to the employee discussed earlier, as agreed details are as
follows:

e The employee approached management 1%t September 2019 advising that she did not feel
she was capable of carrying out the role



e The employee raised awareness of a back complaint which she felt rendered her incapable
of satisfying role requirements

e Itis unknown whether the employee is captured under the Equality Act

e Sickness absence management for this employee would result in at least 6 months
occupational sick pay

Management have asked for advice with regards to absence management, practical considerations

with regards to financial aspects and advice on any appropriate policies/procedures that could assist
in the interim.

Could you please use the details provided previously and come back to me with your thoughts and
advice so | can review this and pass this onto the relevant manager.

Best Regards
Carly Thomas

HR Officer/ Swyddog HR
Neath Port Talbot County Borough Council/ Cyngor Bwrdeistref sirol Castell-nedd Port Talbot Tel/ Ffon: 01639 686770

We welcome correspondence in Welsh and will deal with Welsh and English correspondence to the same standards and
timescales.

Croesewir gohebiaeth yn y Gymraeg a byddwn yn ymdrin a gohebiaeth Gymraeg a Saesneg i'r un safonau ac amserlenni.

If you would like to use Welsh when dealing with the Council please click here
Os hoffech ddefnyddio'r Gymraeg wrth ddelio &'t Cyngor 0s gwelwch yn dda cliciweh yma
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1. Introduction

The primary aims of this report are to explain the concept of group dynamics and why the
HR professional needs team skills and explain political behaviours and how it can impact on
the achievement of organisational objectives.

2. Executive summary

It is important that organisation’s develop teams that can work effectively to meet the
needs of the service and objectives. Adopting well established models, such as the Tuckman
(1965) development of stages contributes to building a successful team and identify any
problems at the same time.

Political behaviours are inevitable in organisations and it is important that managers are
aware of their role in containing such behaviours.

3. Group dynamics

Kurt Lewin, a Social Psychologist and change management expert created the term “group
dynamics” in the 1940s. People who work in a group often take on distinct roles and
behaviours and the term “group dynamics” describes the way in which a group of people
interact with one another (MindTools, 2018).

(Johns & Perkins, 2016) argues that teamworking is an important part in organisational life
and HR professionals must be able to work effectively with colleagues, as well as individuals
and groups outside of the HR function. Poor teamworking can lead to serious losses in both
business productivity and individual motivation.

(Watson, 2015) refers to organisations requiring teams that are fluid and functional and
possess the necessary skills that enable them to adapt to changing business needs. The
Tuckman model 1965 is commonly known for communicating how a team will develop. The
model reflects that teams develop through five stages known as Forming, Storming,
Norming, Performing and an additional stage Adjourning (Table 1):

First stage to introduce group members, understand the
Forming structure and purpose of the team and understand one
anothers differences.

Discuss roles and duties, clarify how information is
Storming shared, identify informal leader should no leader be
appointed. Conflict and confrontation likely at this stage.
Group members settle to cooperate and collaborate with
Norming one another, understanding of individual contributions
and competition is discouraged.




Group is now fully functional, all have clear

Performing understanding of common goal and how information will
be shared. Collectively responsible.

Original objectives achieved, group separates or another
Adjourning is formed for new objectives and the process rebegins.

Table 1: Source: Developing Skills for Business Leadership textbook

HR Professionals should possess effective team-work skills as part of their role as these

should contribute to strengthening the culture and achieving an efficient organisation. CIPD
research highlights that today’s workforce is more diverse than ever and understanding the
different skills to apply to different cultures is vital to sustainable organisation performance.

It is known that employees performance better, communicate better and are more creative
when engaged (MacLeod & Clarke, 2009). In turn this also minimises conflict within the

team, but it is vital that HR professionals have the skills necessary to manage conflict should
it arise.

| have been fortunate to have worked in a number of successful teams during my career.
However, | have also been part of a team that was involved in a restructure that
subsequently led to the amalgamation of the Council’s HR Services. This resulted in a high
increase in staff to form one HR Service and during a period of transition, this impacted on
communication. Employees were unaware of elements of their roles and responsibilities
and this caused confusion with workloads between a number of colleagues. It was a difficult
period of time in my career which led to my first experience of feeling demotivated.

4. Political behaviours

Workplace politics refers to the differences between people at work and opinions. Conflict
of interests are often regarded the same. It’s all about human communications and
relationships and those who master office politics tend to perform better. It is worth
pointing out that many will be affected by office politics at some point in their careers.

(Owen, 2009) provides guidance on effective management which includes a theory on
political management.

4.1 Positive impact

(Jarrett, 2017) argues that studies show that individuals with political skills do better in
gaining more personal power and tend to have a bigger impact on organisational outcomes.
It is acknowledged that although politics can be perceived as a destructive force, when used
effectively it can help meet objectives especially during organisational change.

(Holbeche, 2003) indicates that HR, using “good politics” is essential to making change
happen and requires influential skills rather than direct authority. In order to deliver change,
HR professionals will face potential confrontation and developing a constructive political
view should be part of the role.



4.2 Negative impact

According to (Holbeche, 2003) and the Roffrey Park’s 2003 Management Agenda survey,
office politics can damage organisational performance. Negative politics, such as lack of

trust and back-stabbing, can cause compliant behaviour as well as prevent employees from
performing well.

5. Conclusion

It is important to understand that positive dynamics contributes to a team’s overall
performance and in turn, meet the organisational objectives. Tuckman’s model 1965

provides guidance on the development stages of building a team ensuring that all members
work to the same common goal.

It is clear that there are positive and negative impacts on political behaviour within the
workplace and these behaviours may not necessarily disrupt organisational success. If
implemented and managed appropriately, politics in the workplace can trigger competition
that benefits the organisation in the long-term. Employees are more likely to work to the
best of their ability if they can see an individual benefit.

6. Recommendations

An organisation with cultural values that are clearly defined and well-communicated will
support recruitment and retention of employees with the same values. Professionals that
effectively communicate, respected and apply an unbiased approach will contribute to
positive politics and minimise conflict. Conflict is unavoidable in the workplace, and it is
important that management know how to address such situations. The ability to recognise,
understand the reason and identify a resolution are skills that prove effective in conflict
resolution. Not managing this can have an adverse effect on the organisation.

It is recommended that the use of the Tuckman model 1965 is adopted to contribute in
developing a successful team required to meet the organisation’s objectives. Political
management can be difficult to manage and implementing Jo Owen’s theory on effective
management should be used as a guidance.
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Activity 5

Self-assessment on the CIPD Profession Map

| undertook a self-assessment against of the CIPD Profession Map to assess my current
knowledge and experience and identify further development needs. | undertook my self-
assessment on the following sections of the Profession Map:

e 1 Core Area — Insights, strategy and solutions

e 3 Professional Areas — Service, delivery and information, employee relations and
employee engagement

e 2 HR Behaviours — collaborative and courage to challenge

My self-assessment shows that | am currently demonstrating skills and experience expected
at a Technician level (appendix 11). It illustrates that | have sound knowledge and
experience in the HR field and has highlighted areas for development based on the chosen
sections of the Profession Map.

Insights, strategy and solutions means that individuals should develop their understanding
of the organisation and its context and using these insights to develop strategies and
solutions which meet the needs of the business in the short and long term. My self-
assessment indicates that my knowledge and skills in this core area are emerging and my
strength is being able to support the administration and delivery of HR programmes and
projects. | am competent in collecting and analysing data and | have an understanding of the
HR business plan which relates to Neath Port Talbot County Borough Council’s wider
business strategy known as the Single Integrated Plan 2013-2023.

Employee relations is an area | am gaining further experience in since my change of role
within the HR Section. Based on my self-assessment, my knowledge and skills within this
area are developing with some room for development. | am able to maintain accurate and
up-to-date documentation, information and records in line with legal requirements and
provide advice and guidance on policies and procedures. | have gained experience in
managing long term sickness absence and adhere to the General Data Protection
Regulations (GDPR) when handling and transporting employees sensitive and personal
information.

My gaps in this area include knowledge of current employment law and working with
managers and employees to ensure they are adhering to the organisation’s values and
behaviours in everyday practice. | have identified my areas of development which will
include shadowing various colleagues at meetings where they will be advising on employee
relation issues and ask my manager if | can be considered to attend any future Employment
Law seminars through the workplace. | would like to broaden my knowledge on various
policies and procedures within this field including the Council’s Disciplinary Policy and
Procedure and | have been put forward to attend the ACAS Disciplinary Investigation
training (appendix 13) in June 2020.

Collaborative is a behaviour that | am developing according to my self-assessment. | am
able to establish constructive and collaborative relationships with colleagues and ensure
that | support colleagues to assist with resolving issues constructively. My gaps in this area



include regular communication with my colleagues to keep them up to date with relevant
work information.

HR professionals are required to communicate clearly, effectively and professionally always.
It’s a set of skills that all must learn and repeatedly seek to improve as it is a key element of
the role (Johns & Perkins, 2016)

| requested that a colleague complete a communication effectiveness questionnaire on me
to help identify areas where my communication skills could be improved (appendix 14).

Another area | am developing in is courage to challenge. | am confident to ask questions
and seek clarification to more fully understand an issue, however, gaps identified include
taking into account a range of different viewpoints and developing skills that can help me to
challenge and influence management on decisions, when needed. | am attending a CIPD
course event on Leadership and Influencing Management in Swansea on 25% March 2020
(appendix 15).

Continuing Professional Development (CPD) plan

(Woodhams, et al., 2016) argues that Continuing Professional Development (CPD) can be
defined in many ways but all have the same outcome — identifying ongoing learning and
improvement in the specific professional requirements of an individual’s role. CPD is
designed to improve specialist knowledge, ensuring adherence to legislative and regulatory
process and general awareness of development needs.

Continuing Professional Development (CPD) is a combination of approaches, ideas and
techniques that will help manage own learning and growth.

The CIPD is committed to supporting its members in their professional growth journey and
the CPD plan sets out how to do this. They operate an outputs-based CPD policy which
focuses their approach on outcomes and results and capturing useful experiences and
assessing the practical benefits of what is learnt.

It is important to undertake CPD as a means of developing professional competence on an
individual basis and identifying how to keep track of progress. It is becoming ever more
important within organisations as the business world is continuously changing and for this
reason, those who do not engage with continual learning and improvement will find their
skills and knowledge will quickly run out of date.

(CIPD, 2018) CPD cycle provides a clear structure for what great CPD looks like. CPD is about
positioning learning in the context of evolving as a professional and applying your learningin
the workplace (Figure 1).



Identify
and Plan

Figure 1: Source: CPD cycle, CIPD website.

I have devised a personal development plan (appendix 12) where | have identified my
development needs in line with my self-assessment undertaken against the CIPD Profession
Map. | have outlined what | want/need to learn, how | will achieve this, what resources or
support | will need and target date for completion.

| will update my personal development plan as | continue to identify areas for development
and update any targets completed. This is a good way of keeping track of my progress
during my CIPD qualification.
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APPENDIX 14
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