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Activity 1 
 Within the below personal statement I have identified and collected information relating to this HR development programme, evidence is shown within an evidence matrix with documents at the end of this activity, and screenshot examples throughout.
In 2011 I completed my level 3 CIPD Qualification and decided this year, 2020 to enrol on the CIPD Level 5 Diploma in applied Human Resources, a 2-year course studied with University of Wales Trinity St David, apprenticeship through Coleg Sir Gar, to further my HR knowledge and to assist in my career development.
Our initial induction was held on 23rd September 2020 at Carmarthen campus where we met our UWTSD Lecturer for the duration of the 2-year diploma, Julie Thomas. Julie presented all the course information we required which included a full timetable of the dates and times of our lectures (Doc.1) generally held once a month from 9.30am to 12.30pm at Carmarthen Campus.
We watched an induction video and were advised to order the following textbooks to support our learning: Human Resources Management: People and Organisations 2nd Edition and Studying Human Resource Management 2nd edition. We read our programme handbook (Doc.2) which detailed all information related to the course and the university, as well as an overview of all modules, order of delivery, credits, methods of assessments and submission dates.
We completed an induction questionnaire to ensure and confirm our understanding (Doc.3) and were advised that the course is a 90 credit qualification with a Total Qualification Time of 900 hours, which includes guided learning hours, self-study and preparation and assessment. This is all detailed in a Managing your Learning document (Doc.4) I read and understood the UWTSD Student code of conduct (Doc.5)
 We were asked to sign up as members to the CIPD – the professional body of HR and people development, and were provided with a brochure on discovering CIPD student membership. https://www.cipd.co.uk/Images/student-brochure-uk-september-2020_tcm18-63282.pdf. Once I paid the annual fee and signed up (Doc.6) I familiarised myself with the many resources available via the CIPD including reading the CIPD Code of Conduct (Doc.7) and the CIPD knowledge hub shown below:
[image: ]
I attended the CIPD student induction webinar via Eventbrite on Weds 7th October,2020 and found this useful.
We received sign in details for the university ‘Hwb’ which is where we can access everything we need whilst studying at UTWSD, screenshot below.

[image: ]

From here we can access our student email, office 365, and click on the Moodle icon, which is a learning platform whereby we can access what we need for our course. It is set out in a convenient and user-friendly way, with contact details for Julie Thomas and a tile for the course information, which by clicking on you can access all documents related to the course such as the timetable, handbook, codes of practice, CIPD information, induction video.
There is a tile for each module, by clicking on the module tile you can access all the documents, information and slides for that particular module, screenshot below:
[image: ]

From the Hwb homepage we can also access the university library https://www.uwtsd.ac.uk/library/ for additional resources, and I attended a library info skills induction via teams on 13th of October,2020 which gave a great overview on how to use this resource. Screenshot below:
[image: ]

Via Hwb we can also access IT helpdesk for support https://hwb.uwtsd.ac.uk/dashboard/help-report screenshot below:
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We were introduced to many forms of academic support for example study support and support for online and distance learners Distance Learning Guide, Academic Quality Handbook.. https://hwb.uwtsd.ac.uk/pages/academic-support, screenshot below:
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During our induction, we also met Carola Platz, our training Advisor for Coleg Sir Gar and completed our Apprenticeship learning agreement, blank copy added in Doc.8 as I am awaiting copy of signed version back. We were provided with her contact details, login details and completed the required assessments which were: WEST application of number (Doc.9). West Application of communication (Doc.10), WEST Application of Digital Literacy (Doc.11). I received level 2 result for all of these assesments. We were given a paper-based apprenticeship handbook, which included details such as work based learning programs, learning styles and learning plans, unfortunately I have no means of scanning at the moment to add this to my evidence but can produce a paper-based copy if needed. Carola will hold meetings with us via telephone call or visits to our workplace to review the course and our development and discuss any further WEST training required. Now we are fully inducted I look forward to learning and continuing my professional development with UWTSD, CIPD and Coleg Sir Gar.
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Activity 2

Report
This report covers an overview of the CIPD profession map and its areas, behaviours and bands, along with the key components of being a HR professional.
Professional Map
The CIPD Profession Map 2013 sets out standards for HR professionals: the activities, knowledge and behaviours needed for success. It can be used by individuals for CPD planning, developing specialist expertise and for organisations to identify team capability and skills needed to make change happen and develop career pathways. It is formed with ten professional areas and describes what you need to do and what you need to know for each area of the HR profession at four bands of professional competence. There are eight behaviours HR professionals need to carry out their activities, again described across four bands which define professional competence and the contributions made at every stage of the HR career.
The bands are defined by the following: Band one: supports colleagues with administration and processes. Band two: advises or manages HR related issues relating to an individual or team. Band three: leads a professional area acting as a consultant or partner and band 4 leads and manages professional areas and or the organisation. To guide professional development, there are three transition pathways which identify what professionals must do to progress from one band to another. CIPD (2015)

The behaviours within the map
The behaviours within the map are essential to being a HR professional, one who is curious could seek evolving and innovative ways to add value to the organisation. A decisive thinker could make robust defendable decisions. A professional who is personally credible could combine commercial and HR expertise to bring value to organisations. Someone who Is collaborative can work with a range of people effectively, for example line managers and employees to investigate a grievance. A skilled influencer could use this behaviour to gain line managers buy in for a new reward strategy before rolling it. Johns and Perkins (cited in Taylor and Woodham 2016 p84) state a professional who has the courage to challenge could identify and challenge unethical behaviour. A role model consistently leads by example, and a HR professional driven to deliver is determined to deliver the best results for the organisation.
Much of the behaviours above are part of being a thinking performer, a person who not only performs operationally, but who also thinks about what they are doing. Consciously seeking to find out and contribute to underlying organisational purposes. Thinking performers are more concerned with ends than means and recognise it can move both them and their organisations foreword intellectually, professionally and ethically advise Johns and Perkins (cited in Taylor and Woodham 2016 p71,72)
A new CIPD profession map was created in 2018 which focuses on the knowledge and behaviours you need to create value and make an impact at work, shifting the focus from generic best practice to values-based decision-making. CIPD (2018)

Defining professionalism
According to Johns and Perkins (2016, cited in Taylor Woodhams p75) some believe a professional is a term confined to those that are controlled by a governing body which has a formal membership structure such as the CIPD, where members must commit to upholding and maintaining the standards and behaviours set out in their Code of Professional Conduct and Professional standards document. (CIPD, 2020a), however, some argue that the term professional should be reserved for those that are members of mandatory governing bodies or licenses such as medicine. Another way of defining it is with regard to how someone conducts their work, is there a high level of quality? For example there can be professional or unprofessional librarians.

All CIPD Members 
Johns and Perkins (2016, cited in Taylor Woodhams p78) believe a key set of skills and habits that underpin effective and professional HR practice are self Management encompassing effective time management, a capacity to manage projects well, analytical and critical thinking, and a range of communication skills . They also believe that HR functions need to add commercial value and be seen doing so, an example of this is continuous improvement which focuses on performing current tasks better, faster or more cheaply. 
Ethics
Underpinning all skills and habits noted above is the importance of ethical conduct and practice. Ethics are at the heart of professionalism and the new 2018 profession map has ethical practice as a core behaviour.  Ethical practice is the application of ethical values in organisational behaviour. It applies in all aspects of organisational conduct, including corporate governance, employment practices, sales techniques, stakeholder relations, accounting practices, and issues of product and corporate responsibility. CIPD (2020b)
Stephen Taylor says that the whole of HRM is infused with ethical dilemmas and a simply rule to apply is ‘ do as you would be done by’ CIPD (2020d) CIPD (2019) states that Ethical values provide the moral compass by which we live our lives and make decisions: ‘doing the right thing because it’s the right thing to do’ and To create cultures of transparency and trust, practitioners should demonstrate strong standards of integrity when advising business leaders. CIPD (April 2020a) 
Organisations often need to make difficult decisions, and make them quickly. They also need to do this under pressure – a risk factor for unethical behaviour. Taking a principled, ethical approach to decision-making is ultimately required to ensure the best possible outcomes for all.  (CIPD,2020c)
To conclude, The CIPD Profession map captures what successful and effective HR people do and deliver across every aspect and specialism of the profession, and sets out the required underpinning skills, behaviour and knowledge. Being professional is defined by how we conduct ourselves within HR, ensuring we are professional and ethical, thinking performers, who strive to consciously contribute to an organisations objectives whilst also recognising professional and ethical responsibilities. Johns and Perkins (2016, cited in Taylor Woodhams p78)
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Activity 3

3.1. Plan implement and manage a work project
Planning and managing projects are a key part of being a HR professional, below I will discuss the 5 stages of project planning for a project I undertook to recruit a new team member in the production area at my client Dow Silicones.

Initiation
The agency staff team consisted of 72 production operatives, during December 2019 one production operative was successful in gaining a place on the companies engineering apprenticeship program and therefore I was approached to recruit a replacement.
Planning and Design
My first step was to hold a meeting with my clients HR and Production Operations Manager, they explained that the current staff member would move into their new role on 1st April and that they would like this person to train up the recruit before leaving, for a minimum of 2 weeks, therefore we agreed we needed to place the advert mid January to allow time for shortlisting, interviews, assessments, background checks and notice periods. I created a Gantt chart with the timeline (Doc 3.1.1) and a Work Breakdown Structure (Doc 3.1.2) which defined who would be involved in each step, what process we would follow and how we would communicate, we discussed their expectations and that they would like 4 candidates shortlisted by me and CVs emailed over for interview. Depending on the successful applicants notice period there would be sufficient time for 2-4 weeks training prior to the current employee leaving.  We discussed any risks that might arise in a list format (doc 3.1.3) and how we could avoid or resolve these.
Execution
I set a meeting in the HR and Production Operations Managers calendar the same day and we defined the role and wrote a job description and personal specification. I advertised the role and set the closing date for 2 weeks later. When the advert closed, I reviewed the 32 applications and scored them against the specification, shortlisting those with the 4 highest scores. I sent copies of the CVs to the HR and production operations manager and booked interviews for them on the agreed date and time. After completing the interviews, the operations manager emailed me feedback, the scoring sheets and who they wanted to offer the role to, and at what salary. I contacted the successful applicant to offer the position pending checks and began completing background checks, along with booking a medical with our occupational health department. Once these were complete, I advised the successful applicant and agreed a start date considering their notice period of two weeks. I contacted the Operations and HR manager to confirm the start date. I wrote to the unsuccessful applicants.
Monitoring and Controlling
As we deemed applicant response a risk I monitored the response and quality of the job applications and called my client to update them. I ensured the timelines on the Gantt chart were adhered to ensure we met our deadline and used the WBS to check next steps and estimated time these would take.
Completion
We completed the project and met the goal, recruiting a replacement production operative with a start date 4 weeks prior to the current person leaving, allowing enough time for training. We held a closure meeting to discuss the project and check the client was happy with the service, which they were. Due to being on maternity leave I do not have access to emails or diaries to use these as evidence so have added an email from my manager confirming the detail of this project (Doc 3.1.4)

3.2 Apply basic techniques for analysing and resolving problems.
In February 2020 we had an issue whereby productivity levels were 9% lower than previous months, with the production area producing less product than was required to meet customer orders.  I assembled a team consisting of the manager of the production area, a production line leader, and a production operative, as well as the production administrator the be the facilitator. We used the 5 why’s problem solving technique (Doc 3.2.1) to define the problem. From this we discovered the cause was no training, and therefore created a training plan. We then monitored the training was solving the problem by checking output of product after the production operatives were trained, which did increase productivity back to the levels needed to meet customer demand.

3.3 Apply different methods for influencing, persuading and negotiating with others.
Due to COVID19 there was a need for social distancing within the production area, requiring staff members to change their shift patterns to allow more working hours. To discuss this with the staff members I arranged a teams meeting individually, I listened to HRB Ideacast on Mastering the Art of Persuasion and Negotiating virtually podcasts and followed the advice provided by ensuring my camera was switched on, showed my human side by starting with an initial social chat then outlining what we needed to discuss in this meeting, empathizing with the change needed and circumstances. I then gave 3 different options for the shift pattern, all of which would work for the organisation, to make staff feel like they were in control of the change and empowering them to make the decision. I used the Thomas-Kilmann model to ensure I was compromising, being both assertive and cooperative. I explained the reason for the need for change and the benefits to them – minimising risk of catching the virus from others in the workplace and a recognition bonus of £500 after 3 months, when the shift would return to normal. I was positive and constructive and aimed to create a win win outcome. To prepare myself for the influencing, negotiating and persuading I created a document, based on the advice written by Johns and Perkins cited in Taylor and Woodhams 2016,p85. ( Doc 3.3.1)
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Activity 4 

Greenberg and Baron (1997) define teams as a group whose members have complimentary skills and are committed to a common purpose or set of performance goals which they hold themselves mutually accountable. In this report I will discuss team concept and dynamics as well as political behaviours and the impact these can have on organisations.
Teams can be made up of very diverse individuals with differences in age, gender, nationality, culture, knowledge, skills, views and agendas. This can be the strength of the team or can also cause irritation, conflict and confusion. Watson (2014,p210)
Group dynamics describes the effects of these roles and behaviours on other group members, and on the group as a whole and the term was coined by Lewin (1940) Mindtools.
Groups and teams go through five developmental stages, according to Tuckman (1965) Forming, the initial team development where everyone is finding their place and working together. Storming, where members begin to see themselves as part of the team and begin challenging their purpose and roles, conflict and confrontation is likely as it can be emotionally charged. Norming - where members establish independence and settle into cooperation and collaborating. Performing, whereby the team is working together well, productive, and efficient and finally adjourning, where the team splits.
Research completed by Google on dynamics of effective teams showed psychological safety at the forefront, with team members of effective teams feeling safe to be venerable and take risks, having structure and clarity with clear roles, plans and goals and team members feeling their work has meaning, matters and creates change.
During Covid19 crisis, the NHS found that making a clear team purpose, valuing everyone's contribution, and regularly planning and reviewing aided with effective team working, in contrast they found competition and conflict within teams disastrous.
Belbin (1981, 2007) lists nine behaviours fitting into three team roles that define a successful team. Each team needs access to each of the nine behaviours to become a productive team. Some team members will take on multiple behaviours and not all the behaviours will be used at the same time. These are task related roles, incorporating roles such as the shaper whose strengths are challenging, dynamic and driven, but weaknesses are that they often offend people's feelings. The implementer who turns ideas into actions but can be inflexible and the completer finisher who is reluctant to delegate but is accurate and prevents error. Team or social related roles include the team worker who can be indecisive but is cooperative and averts friction, the coordinator who promotes participative decision making and the resource investigator who develops contacts but can be over optimistic. The final set is individual or thinking related team role which includes the specialist who can supply specialist information, but this can be on a narrow subject, monitor evaluator who can be analytical but lack the ability to inspire others and plant who can be creative imaginative and solve problems but can ignore incidentals.
Within our organisation I am part of the diversity and inclusion team, we work together on an ongoing basis to research, develop and implement ways to be more inclusive and diverse.
Research shows that political behaviour can have both negative and positive impacts on an organisation. Political skills can be used as an advantage to achieve and complete organisational goals. However, Horn (2009) defines it as taking a particular view or position with the intention of personally gaining from it, and that it is important to be aware of political agendas but avoid being part of them. Armstrong (2016) states people acting politically get things done by lobbying decision makers, doing deals, withholding information as knowledge is power and go behind peoples backs to hatch plans, sew things up before meetings and influence weaker people.
According to Mintzberg (1983), Acting Politically is just another influencing process along with norms, formal authority and expertise. Thus it’s important for leaders to understand the forms it can take and how to use it for the well-being of the organization.
Horn (2009) believes that each person within a team be seen to be behaving as one of the following roles.  Allies, who align with the majority of team members, support the team objectives, can be relied on and work to their full potential. Bedfellows who's values or beliefs do not align with the team but who disguise this to be accepted and align with other team members. Fence sitters who remain neutral and do not provide much/if any support to team goals. Opponents who can be a problem as they are open critics which provokes more discussion and reflection, which is unhelpful past the norming stage and Adversaries who try to sabotage the team and disguise themselves as allies or bedfellows. 
Jarret (2017) explains that Organizational politics refers to a variety of activities associated with the use of influence tactics to improve personal or organizational interests. Examples of this are a manager using their position over others to exert pressure to get something done or employees building informal coalitions, which Rodgers (2007) states that everyone takes part in and that engaging constructively with the political nature of an organisation is central to leadership by helping people make sense of events and building coalitions of support for organisationally beneficial changes.
During this year there was a lot of uncertainty within our organisation, with Covid19 and employees wondering how it would effect their jobs and the organisation, this created various informal coalitions to form, to discuss what changes could happen, and speculation on job role changes or losses and negative impacts until our organisation communicated a clear plan. Once the plan was communicated this was still discussed in the informal coalitions, however in a more positive way aimed at working together to achieve the goal communicated.
To conclude, this report has discussed how various factors can influence team dynamics, and how teams develop successfully. Political behaviour is naturally occurring within organisations but should be kept to a minimum, if kept to minimum and managed well it can be used to help achieve organisational goals.

References
Armstrong, M.  (2016) Armstrongs Handbook of management and leadership for HR Developing Effective People Skills for Better Leadership and Management.
Horn, R (2009) The business skills handbook 
Jarret, M. (2017) The 4 types of organisational politics. Harvard Business review. Available here: https://hbr.org/2017/04/the-4-types-of-organizational-politics?autocomplete=true
Mindtools Improving Group Dynamics available here: https://www.mindtools.com/pages/article/improving-group-dynamics.htm
Mintzberg, H. (1983) Power in and around organisations
Rework. Identify dynamics of effective teams. Available here: https://rework.withgoogle.com/guides/understanding-team-effectiveness/steps/identify-dynamics-of-effective-teams/
Rodgers C (2017) Informal Coalitions. Organisations and People 
Watson, Gillian & Reissner, Stephanie (2014) Developing skills for business leadership.
Chartered Institute of Personnel and Development 2014
West, M (2020) Teamworking, the key components of effective team working during the Covid19 crisis within the NHS. Available here: https://people.nhs.uk/teamworking/the-key-components-of-effective-teamworking-during-the-covid-19-crisis/

Activity 5 
Self assessment of HR Capabilities and personal development plan
Introduction
For this activity I will undertake a self-assessment against the CIPD 2013 Profession Map at band 2 level. From the information this assessment produces I will look at development opportunities and produce a personal development plan, focusing on two professional areas, including one core area and two behaviours that require development and create a learning plan.

[image: ]

Findings
According to the CIPD, Continuing Professional Development (CPD) is a combination of approaches, ideas and techniques that will help you manage your own learning and growth. CIPD provide an online tool called my CIPD Map which I used to undertake my self assessment, which I have pasted a copy of above.  From the self-assessment, it identified the areas that I was exceeding or emerging at Band 2 and I will focus on some of the areas where greater development was needed, here are the areas and behaviours:

Professional Areas
Leading HR (Core)
Employee Relations
Behaviours
Driven to Deliver 
Courage to challenge 

Within my role managing Human Resources for 100 agency workers for a manufacturing client, it is important that I can professionally lead HR activities and manage employee relations. Being driven to deliver, to my employees and client is an important behaviour for my role, I constantly need to work on this to ensure our agency is continually selected over others for providing a better service. I sometimes lack confidence in my courage to challenge others, particularly if they are my client but feel from developing my skills in this area, I can improve on this. I am currently on maternity leave due to return in June 2021 so it would be of great benefit to me to develop in these areas prior to returning to my role. 
Prior to completing my development plan, I used the ‘my learning styles questionnaire’ (Doc 5.1) to identify my learning style, and within the plan ensured the resources were varied including books, factsheets, podcasts and discussions.
When writing my personal development plan (Doc 5.2), I used the six steps to successful personal development planning, which were as follows:
1) Personal Skills audit and identifying learning needs
 I considered the approaches that could be used to identify my development needs, which included the situational approach – thinking about where I am now and where I want to be in future. The feedback approach, identifying areas for development during my annual appraisal with my manager and completed a CIPD’s My Map to identify my strengths and improvement opportunities.
2) Setting objectives
Based on the my map results I used SMART objectives to ensure my learning plan was specific, could be measured, was achievable and realistic, and set timelines.
3) Selecting Opportunities
Due to being on maternity leave currently, many of my actions rely on self-study and therefore it is key that I understand my use of time and factor in actions that need to be completed in the workplace for when I return to work.
4) Actions
I kept a time log for a week and assessed where I waste or have spare time available to learn to identify where I can fit time to study and included in my PDP what I wanted or needed to learn, how I would learn this, what resources or support I would need, what my success criteria would be, and dates for review and completion.
5) Implementation and Progress
Through studying my CIPD Level 5 I have the support of my lecturers and fellow students who are able to mentor, offer support and monitor my progress.
6) Assessment
This final phase is the assessment of learning that will be carried out as I work my way through the development. Plan.
Conclusion
Having completed the PDP at Band 2, I believe the self-assessment was an accurate picture of my current performance levels, and as I work my way through the development plan I will continue to add and develop the other areas identified within the assessment. When I return to work from maternity leave it will enable me to add more work-based learning too.
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Your result: Level 2 Date completed: 29 Sep 2020

The results show that you were assessed in Communication (English) at Level 2. Total time taken: 2 hrs, 22 minutes
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‘The CIPD Level 5 Diploma in Applied Human Resources, is  Higher Apprenticeship
qualiication in HR Management. s equivalent o the second year of a universty degree
in the UK.

“The Higher Apprenticeship wil enable apprentices to develop knowledge and skils in
human resource management, whil being employed and earming a salary.
Employers will have a chance to expand thelr human resource function and better
‘support thei most valuable assat: their people

“The apprenticeship takes two years o complete with apprentices dividing their tme
botween:

+ undertaking their role
+ being taught on-the-fob (e.g. being trined by a manager)
+ being taught off-the-job (e.g. atiending UWTSD)

On successful complotion of the CIPD' Level 5 Diploma n Applied Human
Resources candidates are entiled fo use the designation AssocCIPD afer their
name,

CIPD professional membership i recognised globally by employers and could help
increase eaming potential. The apprenticeship wilensuro th student receives on the
job raining whist studying o they wil acquire the relevant experience and
Knowiedge at the same time; something not all sudents are fortunate encugh o gai.

SUPPORT DURING YOUR STUDIES

A member of academic staffwil be identied at the beginning of the academic yearto act
s apoint o irst contactor supporissues. Further supportcan also beacce sed through
the Student Senvices dopartment.

CIPD MODERATOR

AL taught Programmes of Study which lead 1o a CIPD qualficaton ar examined by a
CIPD appointed moderator. The principal purposes of the extermal moderator system are.
o ensure that:

« the standard of each award is maintained at the appropriate level:
+ the standands of student performance are comparable with standards on
simdar pogrammes o sbjects I oer UK nsiudons it whic theyare
ar;
« the processes for assessment and the determination of awards are sound
and faity conducted.

‘Students may request a copy of the previous year's Moderators Report for ther
programme of study by contacting the Programme Manager.

The current CIPD Moderator forthis Programme of Study is:
Pamela Wilams

Please note that students are not pemmited to make direct contact wth the CIPD
Moderator.
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Self-Assessment: Results

To assess your preferred communication style, transfer the scores you have given to each statement

tothe boxes below.
‘Then total each column downwards.
Look at the column where your score is the highest.

This s the communication style you use most of the time.
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5Whys

Problem
Production output down 9% on previous 6 months
Why?

Product not being made quickly enough

Why?

Production staff are not using the machinery provided quickly enough to produce the output
needed to meet customer orders.

Why?

One machine was replaced end of January due to breakdown of old machine and production staff
are finding it more difficult to use

Why?
Production staff were not given any training on the new machine and were expected to self teach
Why?

No training plan was put in place as this was a last
being unfixable

inute change due to old machine braking and

Counter Measure: Training plan put in place to train all operators on how to use new
machine. Once trained this should then enable them to increase production to the previous levels
and meet customer demand.
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How to manage your learning:
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129 September 2018
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‘The CIPD Level 5 Diploma in Applied Human Resources, is  Higher Apprenticeship
qualiication in HR Management. s equivalent o the second year of a universty degree
in the UK.

“The Higher Apprenticeship wil enable apprentices to develop knowledge and skils in
human resource management, whil being employed and earming a salary.
Employers will have a chance to expand thelr human resource function and better
‘support thei most valuable assat: their people

“The apprenticeship takes two years o complete with apprentices dividing their tme
botween:

+ undertaking their role
+ being taught on-the-fob (e.g. being trined by a manager)
+ being taught off-the-job (e.g. atiending UWTSD)

On successful complotion of the CIPD' Level 5 Diploma n Applied Human
Resources candidates are entiled fo use the designation AssocCIPD afer their
name,

CIPD professional membership i recognised globally by employers and could help
increase eaming potential. The apprenticeship wilensuro th student receives on the
job raining whist studying o they wil acquire the relevant experience and
Knowiedge at the same time; something not all sudents are fortunate encugh o gai.

SUPPORT DURING YOUR STUDIES

A member of academic staffwil be identied at the beginning of the academic yearto act
s apoint o irst contactor supporissues. Further supportcan also beacce sed through
the Student Senvices dopartment.

CIPD MODERATOR

AL taught Programmes of Study which lead 1o a CIPD qualficaton ar examined by a
CIPD appointed moderator. The principal purposes of the extermal moderator system are.
o ensure that:

« the standard of each award is maintained at the appropriate level:
+ the standands of student performance are comparable with standards on
simdar pogrammes o sbjects I oer UK nsiudons it whic theyare
ar;
« the processes for assessment and the determination of awards are sound
and faity conducted.

‘Students may request a copy of the previous year's Moderators Report for ther
programme of study by contacting the Programme Manager.

The current CIPD Moderator forthis Programme of Study is:
Pamela Wilams

Please note that students are not pemmited to make direct contact wth the CIPD
Moderator.
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To: jessicareesevans@me.com >
Welcome to your CIPD membership

Dear Jessica Rees-Evans

Thank you for joining the professional body for
HR and people development and welcome to
your CIPD membership. The CIPD is here to help
you achieve your full potential in HR and L&D.

Your receipt of payment is attached to this email.
Questions?

If you have any questions about your
membership, please contact our customer
service team on +44 (0)20 8612 6208 or email
membershipenquiry@cipd.co.uk

Kind regards

Victoria Winkler
Head of Membership and Qualifications, CIPD

CIPD

NEW
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Induction Questionnaire
Diploma in Applied Human Resources Septerber 2018,

Question Answer
1 When, where and atwhat me | Monthly on Wednescay
wil the course wil be mornings at Carmarthen
delivered? campus of UWTSD. We have
ben provided with a tmetable
of specifcdates.
2 How many modules form part | 16 Modules
of the programme?
3 What arethe term cates for | 234 September 202010 70
this year? Jaly 2021,
D What s Moodle? Moode s 3 learning platform
B Whatis duroam? Eduroam ks a sacure, world-

wide roaming access sanvco
doveloped fo he interational
rosearch and education
communty.

B Whatis Turnitin? Helps o prevent plagiarism and
enables s o submit
completed asignments

7 Doyou know whenyousre | It provided inthe modile
required tohand inwork? | information

s What s the core textfo this | Studying Human Resource
programme? Management 24 edition and

Human Resource Management;
People and Organisations 2+
diton both by Stephen Taylor
and Carol Woodhams.

B Do you know how to access the | Yes
library catalogue?

m Doyouknow whotogotoif | Yes
you have a question/concern
about the course?

n What s the name of the Colegsir Gar
Training Adviser?

n Wht is the name of the course | Juie Thomas
lecturer?

n. Willyou be expected o e
complete work outside
lessons?.

. Doyounced tobeamember | Yes

of the CPD?
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WBS No: Task Description | Est Hours Who Resources /
Comments
7 Defining the role | 1 hour Jessica Rees-
Evans, Vicky Cole
& Dominic Lamb

2 Wiiting the job | 1 hour 30 Jessica Rees-
description, pay | minutes Evans Vicky Cole
scale and person & Dominic Lamb
specification

3 ‘Advertising the | 1 hour Jessica Rees- | Zweek advert
iob Evans

7 Reviewingand | 10-16 hours Jessica Rees- | Jesslosenda
shortisting depending on Evans shortist of 4 CVs
applications number of to Dominic Lamb

applications (first week in
Feb)

5 Completing Zhours Dominic Lamb | Jess (o Book
interviews and meeting room for
assessments interviews &

arrange. Dominic
to provide Jess
with feedback on
interviews and
who to offer /
what salary via
email

G Completing Zhours Jessica Rees-
background Evans
checks —
referencing and
DBS check

7 Completing Thour Gecupational Jess o book this
Medical health

department
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Risk Management plan
Title of the risk: low applicant response

Detail of the risk and why it exists: Low or lack of applications to the job advert resulting in
operations manager not having 4 candidates to interview

Aplan of how the risk can be avoided o resolved: Jess to check advert response every 2-
3 days to review number of applicants and quality. Advert to go live on all major job
boards.
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Academic Support

As a UNTSD student you'll be able to access a wealth of academic support to help you, from useful guides to show you how to access our services, to one-to-one careers support to help you reach your career
goals.

You'll also be able to contribute to the development of your course through surveys, and no matter where you're based or what course you're studying you'llfind useful guides and resources here.

covip-19
Assessments & Exams Study Support Guide to Regulations  Guide to Library Services
Surveys & Feedback Postgraduate Research  Online & Distance Learners Careers Essentials
Do-lt Profiler
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INTRODUCTION

“This handbook provides you with information about your Programme of Study for the
‘academic year 2020721, Module descriptors are presented in the accompanying Module
Directory document.

Bocause of the ongoing Covid-19 situation, the Universty has mado a number of changes
for the 2020/21 academic year, 0. n relation o how you can access facilties on our
‘campuses, and how your programme will be delivered.

“The University willoperate atiered system regarding access o its physical facities which
is led by Govemment and Public Health advice. The University's current status and the
framewerk can be viewed here: 1is.//uwisd.ac,ukicorNayINUS, Please make sure that
you read the Student Bulletin for essental updales as a change n status may affect how
Your programme is delvered.

AS a resul of these circumstances, most programmes wil be delivered through blended
online and in-person delivery. You can be reassured that our blended approach to
learning and teaching wil ensure a seamless transiton from onine delivery o face-to-
face as fuure circumstances dictate ensuring that you are able to complte your studies.
“This approach wil work {0 ensure that f you are shielding or sell-solaing you wil st be
able 10 access your studes. If you have any specic needs arising from the current
circumstances, we ask that you make Student Services and your programme team aware
50 that we can work {0 support you.

‘Additionally, a number of changes have been made across the curicukum fo ensure that
youcan successfully complote your studies. These changes take into accountthe lessons.
earnt since the advent of the coronavirus. This should ensure that there are no changes
0 the assessment fomat that you are infomed about at the start of the module. Al
assessments now have been considered through the Universty's formal review
processes as to how they can be delivered in al modes of delvery.

“The Universit has enhanced itsguidance on contact hours and nowincludes some of the
active learming activiles that take place within an oniine environment which wil give You
more flxibiltyin how you can engage with your studes.

“The University has mado overy effort 1o make the informaton as ful and as accurate as
possble, but you shoukd note that minor changes n the organisation of modules.
botween the planning stage and the actual teaching are nevitable. We shal ty to keep
‘any such changes to.a minimum, and you wil receive advance waming in the event of
‘any aiteration.

FEEDBACK

Feodback on your programme of study and modules is welcome and important and wil
help us 1o improve and enhance your leaming experience. You can give feedback n a
number of ways: through the student representative or your programme ofstudy, though
module evakuaton questionnaires, through informal meetings with your personal tutor,
toaching staff, or Programme Manager, through focus groups to gain feedback from
students on partcular issues, or through the Students’ Union. If there are issues, then it
is mportant that you share these with us 5o that we can address them. We would aiso be
rateful f you would let us know about any changes that you think might be helul if
introduced into future handbooks. Your opinion fsvalued.
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Courage to challenge

How to stand by
opinions and
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occasions.

Reflect / Meeting
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of mine with a key
stakeholder and be
able to produce
evidence on this
opinion if questioned.

“August 2021
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Timetable = CIPD Diplomain Appiied Human Resources = Cohorts 3 and 4.

‘Cohort 3started Apri 2020
‘Cohort 4 start September 2020
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3.3.1 Preparation for negotiation

Goal: Aim of the negotiation is for the agency workforce to agree to a change in shift pattern to
facilitate social distancing in the production area

Trades: 3 shift options available, short term change for maximurm of 3 months while the
organisation arranges to move machinery into other areas of the manufacturing plant to enable
social distancing this way instead. We will offer employees a £500 recognition bonus at the end of
the three months if this is agreed to.

Alternatives: are there any alternatives if an agreement can not be reached? Unfortunately not
due to the need to protect the workforce by social distancing in this manufacturing client.

Relationships: What history do the parties have? | have a good relationship with the agency staff,
having worked with them since | started this role 6 years ago, | recruited many of them and have
built long standing trust.

Expected outcomes: For agency workers to agree to the change in shifts.
Consequences:

For the employees — If they are unable to / will not agree to the change in shift pattern, this

lar agency assignment Is no longer suitable due to the need for them to adapt to working
hese shift options, Adecco can look for alternative work for the employee at another
not requiring these shift patterns. If they do agree it will ensure they have a safe working
environment in line with government guidance.

For the employer — If the agency employees do not agree, we could loose staff and therefore be
unable to meet orders / customer demand / loose business. I they do agree we can meet
customer demand safely, with employees working safely in line with government guidance.

Winning outcome: Implement the shift pattern and ensure the safety and welfare of the
production workforce.

Loosing outcome: Can not ensure the health safety of the workforce due to the current
circumstances. If this is not agreed it can also lead to delays to production, loss of customers, loss
of profit.





image22.png
‘GPD iploma in Appled Huran Resources
Mansging vour Learning

The CIPD Diploma in Applied Human Resourcesis 2 0 credit qualfction with a Total Qualification
Time (TQ) f 900 hours. The TQT s the number of hours t i esimated that a candidate will ake to
complete  qualfication fromstart o finish and incudes guided learing hours,sefstudy,
preparation and assessment (CIPD, 2017)

‘Guided learning hours ncludes off and on the ob learnre.

Oftthejob learning s charactersed by ormalor planned taught sessions workshops)delvered by
quaified traiing staf plus specified acvtes i your earning lan;

‘Onthe.job learning hours ae those which enabl the spprentice to demonstrate practicljob-
relatedskills and to practce and apply these in the context of the ob. This type of learning will take
place in the workplace and i also specified in your learing plan

(Welsh Government, 2017)

Selttudy (alo refered to s self-diected learningin CIPD documentation) - tis s adeitonal
reading/other earning 2 chosen by you, o expand your knowledge and enable you to complete the
‘assessments. Reading lss are provided for each module to help you with ths

The table below shows how esch mocule s structured i terms of crcits, guided learing hours and
seldircted learing.

Module Credits ‘Guided Learning Hours  Selfdirected Learing.
Usinga Research |4 » »

Approach n Human

Resources

Developing s o )

Professionsl ractce in
Human Resources

Understanding the | 4 » »
Contemporary HR

Function

Understanding the | 4 » »
Business Context of HR

Undersanding, O E )
Employment Law.

Undersanding the | 4 » »

Management of
Employment Reations

Understanding the Link | & » »
between Individul

and Organisatonal
Performance
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O 20 Dec 2020, a 17:20, Vieky Colo <Vicky.Cole@adoceo.co.uk> wrota:
Hallo Jess

No protiem, at al. Please take this emallas confrmation.

Thanks

Kind rogards

Vicky

Vicky Colo
Account Director

Adocco Corporate

‘Adecco Group UK & Ireland
M +44 (0) 7850 150 547

E vicky.cole@adscco.co.uk
<image001 jpg>

‘ww adecco.co.uk

The Adscco Group comprises of Adecco, Adia, Ajlon, Badenoch & Clark, General Assembly, Lee Hecht Harrison, Modis, Office Angels, Penna, Pontoon, Roavin and Spring

From: Jessicareesavans@me.com
‘Sont: 20 December 2020 08:53
To: vicky.cole@adecco.co.uk

‘Subject: Project - recruting a new production operative

I
Hivicky

Hope your well As part of my current uni assignment please can you review the following project completed prior to my maternity eave (between Jan and March lastyear and reply via email o confirn tis took place.
Planning and Managing projects are a key part of being a HR professional, below | will discuss the 5 stages of project planning for a project | undertook o recruit a new team member n the production area at my client Dow Siicones.

Initation
The agency staf team consisted of 72 producton operatives, during December 2019 one production operative was successfulin gaining a place on the companies enginsering apprenticeship program and therefore | was approached (o recrut a replacement.

Planning and Design
My first step was to hold a moeting with my clents HR Manager and the operations manager responsible for the area recruiing, they explained that the current saff member would move into their new rols on 15t April and that they would like this person to train up the recruit before
eaving, for a minimum of 2 woeks, therefore we agroed we needsd t place the advert mic January to allow time for shortistng, ntsrviews, assessments, background checks and notce periods. | created a Gannt chart withthe timeline (Doc 3.1.1) and a work breakdown structure (Doc.
31.2) which defined who would ba involved i each step, what process we would follow and how we would communicate, we discussed HR and operations managers expeciations and that they would i 4 candidates shortsted and CV's emailed over for interview. Depending on

the successful applicants notice period there would be sufficient time for 2-4 weeks fraining prior to the current employee leaving. We discussed any risks that might arise in a list format (doc 3.1.3) and how we could avoid or resolve these.





