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Contributing to Resourcing and Talent Planning


LO1: Be able to review and evaluate an organisations approach to talent planning 

1.1 Assess how and to what extent the organisation undertakes workforce and talent planning.  

(ev1). CDA Care’s approach to workforce and talent planning is mainly informal. Recruiting within the domiciliary care sector can be very unpredictable and due to this there are always unlimited vacancies for support workers within CDA Care. The reason for this is due to the high turnover of staff within the health and social care sector, the fact that there are always individuals in the community awaiting a care package, and high levels of sickness absence (especially during the Covid-19 pandemic). The Covid-19 pandemic has had a big impact on the recruitment of staff within CDA Care, with the number of people seeking roles in domiciliary care decreasing since the start of the pandemic. Recruitment incentives and initiatives have been introduced such as £500 refer-a-friend scheme for the month of May (ev2). Different methods of networking and recruiting utilised by CDA Care include: Facebook, Indeed, and networking with agencies and job centres. Networking with agencies has been essential during the pandemic to ensure there is a pool of available support workers to hire from the agency in case of emergencies. 

In response to the decrease in applicants for the position of support worker, CDA Care have had to look at different ways of trying to retain the staff that are already employed by offering career development opportunities and allowing flexible working. Many employees have found themselves with no childcare whilst the schools have been closed during lockdowns, therefore, to avoid the risk of losing these employees we have allowed them to be able to work under flexible working arrangements on a temporary basis. 

A ‘pandemic checklist’ which forms part of CDA Care’s pandemic policy and procedure (ev3) has been issued to the management team which has helped them identify how many staff members they need to be able to deliver their services, and the measures that need to be implemented in a situation where key staff are unavailable for work (ev4). Included with this is an action plan template for the management team to use during the pandemic. (ev5).

1.2 Analyse internal and external information relating to the organisation’s future people and skills needs and the availability of talent. 

Internal

CDA Care’s organisational goals have remained the same throughout the pandemic and it is evident that there has been a high demand for care throughout this time (Welsh Government, 2021), meaning it has been and continues to be mostly business as usual for the organisation. However, due to the social distancing guidelines that have been implemented in response to the pandemic, this has meant that certain strategies such as training and development, and recruitment, have had to be adapted. All training including induction sessions for new employees has had to be held remotely over Microsoft Teams. Interviews for new members of staff have also had to be held remotely, in-line with social distancing guidelines. 

The availability for talent during the pandemic has been challenging (Social Care Wales, 2020, recruiting staff) with the number of individuals requiring care in the community increasing, and the number of people applying for job roles in the domiciliary care sector decreasing. In addition to this, it has been difficult to retain staff during the pandemic due to many different reasons, one of those reasons being the pressure of the pandemic on organisations and their workforce. In the last six months CDA Care have recruited sixty-two new support workers, however, have also lost fifty support workers (ev6) (ev7).

CDA Care’s succession planning consists of policies such as: business planning, business performance, recruitment, development, and business continuity. The business continuity policy is reviewed on a regular basis to ensure the impact of a pandemic or emergency is minimal (ev8). 


External 

On 1st June 2020 Social Care Wales (2020) published a local labour force survey, stating that at the time there were 19,637 domiciliary care workers on the register in Wales. 64% of those hold a qualification relevant to their job role, whilst 22% of those were required to complete their qualification within three years of registering. 48% work in the private sector, whilst others were employed by local authorities, the remaining worked either for agencies or in the third sector. The average age of those workers are 44 years old, with 84% being female, and 96.5% of British ethnicity (ev9).



Covid-19 has had a big impact on resourcing and talent planning within health and social care. With organisations having to introduce social distancing measures it has been challenging to recruit new employees from other sectors due to not being able to deliver the appropriate training and induction. Recruiting within the sector has also been challenging as people have been holding off applying for new jobs due to uncertainty around the pandemic (search, 2020). 

1.3 Assess the extent to which current organisational planning activities are addressing potential needs.

According to Taylor and Woodhams (2016) there are four steps that should be followed when resourcing and talent planning: ‘forecast’ the future demand for people and skills; predict what skills the business will have; recognise the gap between the demand and the supply; create a plan to fill the gap. These four stages can be completed using different approaches: systematic – predict future needs based on past trends; managerial judgement – make decisions based on management’s experience and knowledge; ‘working back from costs’ – use the future budget to decide how many staff the organisation can afford. All employees should be offered opportunities for career development, and also training and learning opportunities. 

To be successful, resourcing strategies must be based on attracting the right people to the organisation and should focus on allowing the business to stand out from competitors. When developing a strategy, it is useful to take into account the following factors: study what competitors are doing, the organisations position in relation to the labour market, and employer branding (Taylor and Woodhams, 2016). 

Considering the best practice guidance and CDA Care’s current approach to talent planning, it is evident that a more robust strategy could be implemented within the organisation. Currently, business needs aren’t being met as they should due to the lack of available staff (support workers) however by adopting the best practice approach set out by Taylor and Woodhams (2016) and using a systematic approach to look at past trends we could better plan for the future and be more pro-active rather than just dealing with what is happening at that moment. 

(ev6, ev7, ev8).

Evidence:

Business plan policy and procedure (ev1)
£500 refer-a-friend Facebook post (ev2)
Pandemic policy and procedure (ev3)
Pandemic checklist (ev4)
Action plan template (ev5)
On the job training part 2 – leavers within the last six months (ev6)
CDA Care starter / leaver bar graph within the last six months (ev7)
On the job training part 1 – CDA Care’s succession planning (ev8)
Social Care Wales local labour workforce figures (ev9) 
Monitoring of business performance policy (ev10)
Recruitment policy (ev11)
Development appraisal policy (ev12)
Business continuity plan (ev13) 
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LO2: Be able to recommend ways to improve an organisations approach to talent planning 

2.1 Make reasoned recommendations for how the organisation can maintain an appropriate number of people with the skills required by the organisation.

When comparing CDA Care’s current approach to resourcing and talent planning to best practice and guidance, it’s evident that there are multiple areas that could be improved in order to get the most out of talent planning. Due to the approach being mainly informal, there are no policies, procedures, or strategies in place to reflect the succession planning that takes place, or no documentation to back this up. Although CDA Care’s succession planning process is briefly covered in policies such as: business planning (ev1), monitoring of business performance (ev10), recruitment (ev11), development appraisal (ev12) and business continuity (ev13), a more formal approach reflected within a succession planning policy would ensure that we are getting the most out of succession planning. Succession planning could then also be in place for management roles, as well as just at support worker level. This will benefit CDA Care by having the right talent available to fill job roles at short notice and will save time and money in the recruitment process (Williams, 2019). 

Other recommendations include: 

Develop a robust resourcing and talent planning strategy 

Taylor (2014) states that organisations are more likely to be able to improve organisational performance and efficiency where there is a strategic approach in place in relation to resourcing and talent planning. A strategy should be developed based on CDA Care’s overall business strategy, and mission and values. A systematic approach should be taken and past trends within CDA Care should be analysed, the results of this can then be incorporated into the strategy. The strategy should take into account the following factors: what future talent will be required and when, where the talent can be sourced, workforce planning – how many employees will be required and what skills/qualifications they will need, and ways of retaining employees. The most effective and cost appropriate channel of recruiting should be identified and also incorporated into the strategy. Once complete, the strategy should be reviewed on a regular basis to ensure efficiency and any changes should be communicated to all staff, especially those who are responsible for the recruitment and retention of employees (Randstad, 2019).

Improve employer branding 

Employer branding has proven to be an effective strategy when resourcing and talent planning. According to Alina (2017) employer branding creates two different assets to the organisation: ‘brand associations’ which would make CDA Care attractive to potential new employees, and secondly ‘brand loyalty’ which builds a positive culture within the organisation and brand identity, leading to motivated, loyal employees. This is also sometimes referred to as ‘employee value proposition’ – what the organisation ‘stands for, requires and offers as an employer’. Having a positive employer brand will allow CDA Care to stand out from competitors and to be in a good position in the labour market. Employer brand should also form the organisational approach to people management (CIPD, employer branding, 2020). CDA Care could monitor employee brand by analysing quantitative and qualitative data, such as attrition rates, number of job applicants, survey responses, etc. CIPD state that there are four stages to developing employer brand: discover how the employer is perceived by stakeholders, decide what the employee value proposition is, implement and communicate the brand, and review and make amendments/improvements where necessary. Employer branding should be consistent with the recruitment process, job specifications, and person specifications (Randstad, 2019). 

Be aware of external labour markets 

It would be beneficial for CDA Care to be more aware of external labour markets and how it impacts on the organisation. Analysing this information will help to predict the talent that is available and will be available in the future and will also provide information on what competitors are doing. CDA should be aware of who competitors are and how attractive they are to new recruits, how many people they recruit and the pay/benefits that they offer employees. It would also be beneficial to be aware of trends such as skills, geographical areas, and qualifications, etc. Sources of this type of information include the Government website, office for national statistics and professional bodies (XpertHR, 2021). To enable resourcing and talent planning to be successful it’s important that CDA has a breadth of knowledge in the labour market. CDA should be aware of where current staff have come from and what they were doing before they came to CDA, and when employees have left, where they have moved on to (who are the employers and what location are they in). Other data that needs to be monitored include the characteristics of the working population, such as age, sectors of employment and skills/qualifications. It’s important to have a good understanding of what competitors are offering and whether any skills gaps are getting worse or better (CIPD, workforce planning practice, 2018). 

Evidence: 

Business plan policy (ev1)
Monitoring of business performance policy (ev10)
Recruitment policy (ev11)
Development appraisal policy (ev12)
Business continuity plan (ev13)
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LO3: Be able to contribute to people resourcing activities 

3.1 Identify and explain the rationale for a specific resourcing activity within the organisation. 

Recruitment and selection is a vital part of my role as HR Manager within CDA Care, without recruitment the services that we deliver wouldn’t be able to continue. It is my responsibility to ensure that recruitment and selection procedures are in line with company policy, legislation, and regulations set out by care inspectorate wales and social care wales. It’s also important that all candidates go through the relevant pre-employment checks to ensure a safe working environment for employees, and the services users that we care for in the community, in their own homes. A part of this responsibility includes ensuring all new employees successfully complete the induction training programme so that they have the correct knowledge and skills to be able to carry out their role as a support worker safely. 

3.2 Agree roles and responsibilities with other contributors to the activity. 

There are multiple people involved in the recruitment and selection process, and all have different responsibilities:

My role is to post job advertisements online (Indeed (ev14), Facebook (ev15)), ensure policies and procedures are in line with legal requirements, carry out all pre-employment checks, create personnel files, ensure candidate is compliant before handing over to line manager to commence work. We have also recently recruited a ‘recruitment administrator’ who I am currently training to take responsibility of these tasks.

The training manager has a responsibility to ensure that each candidate participates and completes the induction training programme, which covers all mandatory topics (manual handling, administration of medication, etc.) (ev16). The training manager will also monitor the behaviour of candidates throughout the training programme and will bring any concerns to my attention. 

The registered managers will screen applications that we receive online and will interview those who are suitable. Once the manager has completed the interview, they will then inform me as to who is successful and who isn’t successful, for me to complete necessary paperwork/documentation. 

3.3 Identify organisational procedures and legislative requirements which underpin the activity. 
 
It is mandatory that CDA Care’s recruitment and selection process is in line with ‘Regulation and Inspection of Social Care Wales Act 2016’ (RISCA) (ev17), as well as general employment law and national minimum standards for care. CDA Care is regulated by the professional body Care Inspectorate Wales (2021) (ev18) and Social Care Wales (2021) (ev19). Social Care Wales set out the standards for the care and support workforce, and work with the government to improve outcomes in the health and social care sector. The regulations dictate that care providers must have in place: ‘policies and procedures for recruitment, rigorous practices for recruiting and vetting staff, a management structure, systems, and processes for induction, ongoing supervision, training and development of staff’ (ev20). The Welsh Government provide statutory guidance relating to ‘The Regulated Services (service providers and responsible individuals) (Wales) Regulations 2017’ for care providers (ev21). The guidance sets out minimum requirements for pre-employment checks including a criminal record check with the Disclosure and Barring Service (2021), written references, and the correct skills and competency to carry out the role of a support worker (ev22). CDA Care’s recruitment policy (ev23) is written in accordance with employment law and legislation, and best practice guidance. 

3.4 Plan and prepare for agreed role, ensuring the availability of any materials or resources required. 

To ensure compliancy with company procedure and legislative requirements, I created a pre-employment checklist to be used my myself and the recruitment administrator at CDA Care (ev24). I have also drafted offer of employment letters (ev25), application forms (ev26), interview templates (ev27), and new starter forms (ev28) to assist with the recruitment process, and to ensure that myself and management have access to the materials/resources that we require. 

In the past I have liaised with online jobs boards such as Indeed, Monster, and Total Jobs to agree a budget on our job advertisements. After trialling different online jobs boards, we found Indeed to be the most successful, therefore this is the only jobs board that we are currently utilising. I also set up a CDA Care Facebook page to promote our employer brand and advertise job vacancies. This page has also been used to advertise recruitment incentives such as refer-a-friend (ev2) and other competitions to promote the organisation (ev29). 

3.5 Undertake agreed role in a timely and accurate manner, in line with organisational procedures and legislative requirements. 

Recruitment and selection responsibilities are a daily part of my role as HR manager, even though we currently have a recruitment administrator in training preparing to take over these tasks, I am still responsible for ensuring that company procedure is followed at all times and that we are compliant with law and legislation. Due to the urgency of the need for support workers within the teams, especially during the Covid-19 pandemic, it’s essential that myself and the recruitment administrator work as quickly and efficiently as possible to complete pre-employment checks for new starters to get them into work as soon as possible. To monitor this between us, I created a spreadsheet that is accessible to all relevant employees to keep track of who is at what stage in the recruitment process (ev30). Once all pre-employment checks are complete I will then email the relevant manager to inform them that the applicant is ready to start work, and will inform the manager of any further paperwork that needs to be completed with that person when they come in to collect their uniform and work equipment (ev31). 

3.6 Reflect on the effectiveness of the resourcing activity in meeting required objectives and report back to stakeholders.

Overall, the recruitment and selection procedure currently in place in CDA Care works well to ensure that vetting of new applicants is an efficient process and is completed in a timely manner. It also ensures that national minimum standards, and requirements set out by law and legislation and professional bodies (such as care inspectorate wales, etc.) are being met. The leadership team within CDA Care are satisfied that the process meets objectives and requirements (ev32). Sixty-two new support workers have been recruited within the last six months, with another twelve currently being vetted. These figures are satisfactory considering the current restrictions due to Covid-19. 

Evidence: 

£500 refer-a-friend Facebook post (ev2)
Indeed job advertisement (ev14)
Facebook job advertisement (ev15)
Induction training checklist (ev16)
RISCA (ev17)
Care Inspectorate Wales (ev18)
Social Care Wales (ev19)
Extract from regulation guidance, what providers must have in place (ev20)
Welsh Government Regulation guidance (ev21)
Legislation and guidance on fitness of staff (ev22)
Extracts from recruitment policy (ev23)
Pre-employment checklist (ev24)
Conditional offer of employment letter (ev25)
Application form (ev26)
Interview template for Support Worker (ev27)
New starter forms (ev28)
Facebook competition (ev29)
Recruitment spreadsheet (ev30)
Email to manager informing them that staff member is ready to start work (all pre-employment checks complete) (ev31) 
Email from manager to confirm effectiveness of recruitment (ev32) 
Witness testimony (ev33)
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2. Review the statistics for recent leavers within your organisation to see f there
are any trends such as reasons for leaving, business areas, demographic of
leavers. Use this information to suggest retention iniliatives to your
organisation.

I decided to review the statistics of leavers (support workers only) within the last six
‘months, and broke this down into the three different areas of the business:

Swansea | Carmarthenshire | Neath Port | Total leavers
leavers leaver Talbot
avers
December |6 7 1 T
January 3 2 5 10
February |2 3 3 9
March 5 4 1 10
April 2 4 1 7
May 1 2 [ 3

Within CDA Care, all leavers are given an exit questionnaire which allows thern to
give management an insight of their experience working at CDA and to state their
reason for leaving, if they haven't already done so in their resignation. Although we
ry to encourage as many peaple as we can to complete these, only around 50% of
leavers complete them and send them back. However, from the information we have
received from some leavers in the last six months, it is evident that the main reasons
for leaving are: progression opportunities within another company, unhappy with
unsociable hours, accepted a job with less travelling or closer to home, or the job
isn't what they expected it to be. During the months of August and September we
often see a ise in leavers due to peaple leaving to start college or universiy.

Unfortunately, in response to some of the main reasons for leaving such as
unsociable hours, and the travelling between service user's homes, there isn't a lot
that can be done about this. We o try to be as flexible and as fair as we can when it
comes to evening and weekend working but its not something that can be avoided
alltogether.

Al staff members are given the opportunity to apply for more senior ob roles when
they become vacant, with progression opportunities being one of the benefits of
working at CDA Care, however, due to the large pool of support workers in
comparison to the small number of senior positions that do become available, some
employees prefer to move on to another organisation where they are able to go
straightin at senior level, rather than waiting for an opportunity to arise at CDA.
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To improve retention, | would suggest that the interview process is reviewed to
ensure new employees coming into the organisation have a thorough understanding
of what the role of a support worker involves before they start work. The rate of pay
for mileage and travel time could also be reviewed and compared to competitors, as
many employees have found that sometimes, depending on what area they are
working in, they are spending too much money on fuel.

Employee tumover rates tend to be quite high across all domiciiary care companies
in the United Kingdom. Itis one of the bigest challenges care providers face, with
the tumover rate in social care around 31% in October 2020 (Access, 2020). Pay is
often thought of as the main factor influencing the tumover rate, as well as contracts
of employment. The majority of care providers only offer zero hour contracts to
employees, therefore to stand out from our competitors, since April we have been
offering guaranteed hours contracts to new and existing employees to see if this
improves retention rates within CDA Care. We also pay slightly above minimum
wage, which is around the same as what our competitors pay.
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1. Talk to your line manager or other relevant person to thoroughly understand
how your organisations approach to succession planning has changed. If
possible, be a part of discussions on succession planning.

CDA Care's succession planning is covered by numerous different policies including
the business plan policy, monitoring of business performance, recruitment policy,
development appraisal policy, and the business continuity policy. Part of CDA Care's
Development Appraisal Policy and Procedure is to identify individuals training and
development needs that are required to meet the organisations goals and objectives,
and also to highlight the potential for each employee to develop into future roles and
to improve within their current position. During the appraisal between the employee
and their line manager, they will discuss and make a record of the training and
development needs of the appraisee in order for them to improve the way in which
they carry out their current role, and also to allow them to work towards the
organisational goals. Poltential future development needs will also be identified
during the appraisal to enable the appraisee to ‘act up' and transition into future roles
‘within the company.

CDA Care's Business Continuity Policy and Procedure has been reviewed and
continues to be reviewed on a regular basis to ensure that the impact of any
disruption due to the Covid-19 pandemic, or any other emergency, is minimal. In
order to prepare for this, the policy takes into account what areas of the business
could be disrupted in different situations, identifying what risks CDA Care may face,
how those risks could be reduced, what is expected of employees in these
circumstances and how their roles may be affected, and how the plan should be
monitored and communicated. Throughout the Covid-19 pandemic it has been
essential that CDA continually monitor the resources that are available in relation to
staffing levels (mainly support workers) due to the high levels of sickness absence
we have experienced during outbreaks of Covid-19 within the organisation. CDA
Care have had to put measures in place where staffing levels have been affected,
and this includes offering additional training and mentoring to support workers which
has enabled them to ‘act up’ and transition into roles in other departments/areas
where necessary.

During the discussion with my line manager, it was agreed that there are ways in
‘which we can improve the succession planning procedure at CDA Care by
implementing best practices and introducing a more formal approach to identifying
and developing future successors for more senior positions rather than just at
support worker level (CIPD, 2020). Identifying future successors could further be
linked with performance reviews, business planning, and also CDA Care's learning
and development framework (HR Technologist, 2019).
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The Register of Social Care Workers in Wales (‘the Register’) was opened to domiciliary
care workers in April 2018, and from 1 April 2020 it became mandatory for workers to be
registered if working in Wales.

Due to the Covid-19 outbreak there were still several hundred workers in the process of
applying in April 2020 who were allowed more time to register. So this profile report looks at
the Register on 1 June 2020 when most workers were by then registered.

At 1June 2020, there were 19,637 domiciliary care workers on the Register.

Sixty four per cent of these workers on the Register hold a practice qualification. Twenty-
two per cent are registered having completed the induction route and they will be required
to complete a qualification within three years. Fourteen per cent are registered based on

a declaration from their manager confirming their experience and competence (known as
confirmed competence). See Section 3 for further details.

More than 99 per cent of workers who registered are in current employment, the largest
number of these (48 percent) work in the private sector and 20 percent are employed by a
local authority. Fourty-four per cent started in their current role with their employer within the
last three years, but 20 per cent have been in the same role for more than 10 years.

The profile shows us that the average age of workers is 44 years old, but there are broadly
similar numbers in each age group. The majority of workers (84 per cent) are female. The
majority of workers (96.5 per cent) are white British, Welsh or Irish and 10 per cent speak
fluent Welsh.

This data is available in more detail from section 2 onwards.




image16.png
4. Employment of domiciliary care workers

Most domiciliary care workers on the Register are in social care employment, as shown in
table 5.

Table 5 - Employment status of domiciliary care workers

Employment status Number of workers Percentage of workers
Employed in social care 19,312 98.3%

Self-employed in social care 195 1.0%

On secondment in social care 4 0.02%

Total in employment 19,51 99.4%

Not currently employed/Employment not known 126 0.6%

Total 19,637 100%

Table 6 shows that the private sector employs the largest percentage of domiciliary care
workers (48 per cent), followed by the third sector. Aimost 20 per cent of workers are
employed directly by a local authority.

Table 6 - Sectors where domiciliary care workers are employed

Sector Number of workers Percentage of workers
Private 9,371 48.0%

Third sector 6,002 30.8%

Local authority - social services 3,817 19.6%

Recruitment agency/Employmentagency 222 1.1%

Health 82 0.4%

Other 17 0.1%

Total 19,511 100%
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CDA CARE LIMITED

CDA Care Ltd, Poplar House, Tawe Business Village, Phoenix Way, Swansea, Swansea, SA7 9LA

Last Reviewed
13 Jan 21

Business impact

Reason for this review

Were changes made?

Summary:

Relevant legislation:

Underpinning
knowledge - What have
we used to ensure that
the policy is current:

Suggested action:

Equality Impact
Assessment:

S8 Last Amended 3 NextPlanned Review in 12 months, or
< 13 Jan'21 K~/ sooner as required.

II I Changes are important, but urgent implementation is not
L}

required, incorporate into your existing workflow.
MEDIUM IMPACT

Scheduled review
Yes

This policy will support with monitoring the business performance of a service and has a
number of forms to support with this process. It has been reviewed with some minor content
changes and reference added to the importance of continuing to monitor business
performance during the coronavirus pandemic. References also checked to ensure they
remain current.

+ The Regulated Services (Service Providers and Responsible Individuals) (Wales)
Regulations 2017

+ The Regulation and Inspection of Social Care (Wales) Act 2016

+ Data Protection Act 2018

+ The Regulation and Inspection of Social Care (Wales) Act 2016 (Consequential
Amendments) Regulations 2018

+ Author: Care Inspectorate Wales (CIW), (2019), Inspection framework for care home
services, secure accommodation services, residential family Ggpi, services, and
domiciliary support services. [Online] Available from:_
https://careinspectorate wales/sites/default/files/2019-07/190715-inspection-framework-
en.pdf [Accessed: 13/1/2021]

« Author: Care Inspectorate Wales (CIW), (2016), Notifying us of incidents. [Online]
Available from: https://careinspectorate.wales/180905-notifying-us-of-incidents
[Accessed: 13/1/2021]

+ Encourage sharing the policy through the use of the QCS App
+ Share 'Key Facts’ with all staff
+ Ensure relevant staff are aware of the content of the whole policy

QCS have undertaken an equality analysis during the review of this policy. This statement is
a written record that demonstrates that we have shown due regard to the need to eliminate
unlawful discrimination, advance equality of opportunity and foster good relations with
respect to the characteristics protected by equality law.
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WPR26 - Recruitment Policy and Procedure

Human Resources - Recruitment, Induction and Training

CDA CARE LIMITED
CDA Care Ltd, Poplar House, Tawe Business Village, Phoenix Way, Swansea, Swansea, SA7 9LA

1.1 To support CDA CARE LIMITED in providing a fair, consistent and effective approach to the recruitment
of all employees, in accordance with employment law and best practice.

1.2 To provide a framework for recruitment, onboarding and induction and training within CDA CARE
LIMITED. This policy should dovetail with those other named policies and procedures.

1.3 To support CDA CARE LIMITED in meeting the following Lines of Enquiry:

Theme Lines of Enquiry

Care-and-Support CS5: Safeguarding

Leadership-and-

LMO0g: Overall governance
Management

Leadership-and-

Tt LM15: Staffing

1.4 To meet the legal requirements of the regulated activities that {CDA CARE LIMITEDY} is registered to
provide:

+ Immigration and Asylum Act 2016

+ The Rehabilitation of Offenders Act 1974

+ Employment Rights Act 1996

+ Equality Act 2010

+ The Regulated Services (Service Providers and Responsible Individuals) (Wales) Regulations 2017

+ Data Protection Act 2018

+ UKGDPR

2.1 The following roles may be affected by this policy:
+ Al staff

2.2 The following Individuals may be affected by this policy:
+ Individuals

2.3 The following stakeholders may be affected by this policy:
+ Family
+ Advocates
+ Representatives
+ Commissioners
+ External health professionals
+ Local Authority
+ NHS

3.1 To recruit and retain skilled people by use of safe processes that enable CDA CARE LIMITED to
achieve and deliver its aims and values.
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WPRO1 - Development Appraisal Policy and Procedure

Human Resources - Recruitment, Induction and Training

CDA CARE LIMITED
CDA Care Ltd, Poplar House, Tawe Business Vilage, Phoenix Way, Swansea, Swansea, SA7 9LA

1.1 To ensure that CDA CARE LIMITED provides any person working at the service (including a person
allowed to work as a volunteer) with an appropriate appraisal, that assesses their performance over a
period of time and enables an opportunity for reflection and further development.

1.2 The appraisal process links closely with and of CDA CARE LIMITED. These policies may need to be
referred to when considering how to achieve best outcomes with staff support and development.

1.3 To support CDA CARE LIMITED in meeting the following Lines of Enquiry:

Theme Lines of Enquiry
Leadership-and-
e LM15: Staffing

1.4 To meet the legal requirements of the regulated activities that {CDA CARE LIMITED} is registered to
provide:

+ The Regulation and Inspection of Social Care (Wales) Act 2016

+ The Regulated Services (Service Providers and Responsible Individuals) (Wales) Regulations 2017

+ Employment Rights Act 1996

+ Equality Act 2010

+ Food Safety Act 1990

+ Health and Safety at Work etc. Act 1974

+ Human Rights Act 1998

+ Management of Health and Safety at Work Regulations 1999

+ The Manual Handling Operations Regulations 1992

+ Medicines Act 1968

+ Mental Capacity Act 2005

+ Mental Capacity Act Code of Practice

+ Social Services and Well-being (Wales) Act 2014

+ Reporting of Injuries, Diseases and Dangerous Occurrences Regulations 2013 (RIDDOR)

+ UK GDPR

2.1 The following roles may be affected by this policy:
o All staff

2.2 The following Individuals may be affected by this policy:
+ Individuals

2.3 The following stakeholders may be affected by this policy:
«+ Family
+ Advocates
+ Representatives
+ Commissioners
+ External health professionals
+ Local Authority
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'WABO2 - Business Continuity Policy and Procedure

COVID 18 Hub - Business Admin COVID-19.

DA CARE LIMITED
‘CDA Care Lid, Poplar House, Tawe Business Vilage, Phoenix Way, Swansea, Swansea, SA7 9LA

1.1 To ensure that CDA CARE LIMITED is able to continue the running of the service in the event of an
emergency situation or business disruption, whether it is predicted or unforeseen, to KDL the impact of
any disruption and restore the service back to its normal way of operating as swiflly as possible.

1.2 To ensure that CDA CARE LIMITED is prepared for any incident that potentially may disrupt the
service; this includes preparing for the impact of a second wave of the coronavirus pandemic, flu and
winter weather.

1.3 To support CDA CARE LIMITED in meeting the following Lines of Enqui

Theme Lines of Enquiry

Leadersiipancy LMOS: Overall governance.
Management
Leadership-and-

g ahity LM11: Quality assurance

1.4 To meet the legal requirements of the regulated acti
provide:

+ European Union (Withdrawal) Act 2018

+ Civil Contingencies Act 2004

+ Equality Act 2010

+ Health and Safety at Work etc. Act 1974

+ The Regulated Services (Service Providers and Responsible Individuals) (Wales) Regulations 2017

+ The Regulation and Inspection of Social Care (Wales) Act 2016

+ The Regulation and Inspection of Social Care (Wales) Act 2016 (Consequential Amendments)

Regulations 2018
+ Coronavirus Act 2020

21 The following roles may be affected by this policy:
. Allstaff

/es that (CDA CARE LIMITED) i registered to

2.2 The following Individuals may be affected by this policy:
+ Individuals

2.3 The following stakeholders may be affected by this policy:
+ Family

+ Advocates

+ Representatives

+ Commissioners

+ Local Authority

3. Objectives

3.1 To ensure that CDA CARE LIMITED has a tested plan in place that keeps In
safe and the business operating smoothly.

3.2 To ensure that any local and national guidance or regulatory requirements in relation to business
continuity are reflected in the plan at CDA CARE LIMITED and that action is taken, where required, to
mitigate any risks; this includes Winter rotection olan for health and sodial care 2020 1o 2021 and any,
associated government gui
3.3 To identify any risks to the business, ensure that plans are in place to reduce these risks and to test
and update the plan regularly to make sure it is up to date and works effectively.

iduals, staff and vi
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HIRING

Health Care Assistant/Support Worker

CDA Care k¥ 27 reviews
Swansea
£9.05 an hour - Full-time, Part-time, Contract, Permanent

4

CDA Care

Care Assistant - Key Worker - Swansea

£9.05 - £8.91 travel time - 26p per mile

Drivers Only

Full training provided - No previous experience required.
Regular Covid-19 testing and full PPE provided
Guaranteed hour contracts available - Full or Part time

CDA care provide each new starter with in depth training and shadowing to support you into
becoming a skilled key worker, while also supporting you to complete a QCF Level 2 in
health and social care. With CDA care we would ensure you have job security with flexible
hours during these uncertain times.

We pride ourselves on our reputation to provide consistent, reliable and proactive carers
who provide person centred care, high quality care and assistance to people in their own
homes ensuring people in our communities receive the care they deserve.

Join CDA care and receive
- Competitive rates of pay

- £500 Refer a friend bonus to share between you and your referral during the month of
May
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CDA Care posted a job.
w@Aare published by g @ - 31 March - @

Job description
*Immediate Training and Fast Track DBS checks**

Yy

Community Care Assistants wanted to support individuals in their
own home. No experience needed.

Please note: you will need your own vehicle

CDA Care are an established company based in Ammanford who
provide Home care to individual who require support in their own
homes.

We pride ourselves on our reputation to provide consistent, reliable
and proactive carers who provide person centred support, high
quality care and assistance to people in their own homes ensuring
people in our communities receive the care they deserve.

If you are a kind and caring individual who has a natural empathy for
others then we would like to hear from you.

Here at CDA Care, our ultimate aim is to provide our service users
the opportunity to maintain their independence in their own homes.
We provide full induction for new staff with ongoing training and
development opportunities.

Role & Responsibilities

As a CDA Care employee your duties will include some of the
following tasks:

Personal Care

Medication Support

Light Meal Preparation

Light Domestic Tasks .

Companionship

Manual Handling tasks (using a hoist or steady)
End of Life care

Benefits
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Regulation and Inspection of Social Care (Wales) Act 2016

Acts of the National Assembly for Wales » 2016 anaw 2 » Table of contents

v
Table of Contents  Content  Explanatory Notes )  More Resources @

(ihalVersion o Status: This is the original version (as it was originally enacted).

@ Latest available (Revised) ]

@ Original (As enacted) - Collapse all -
English :
Introductory Text
e ‘?v’e'fs':a' (Asjenacied) ] Collapse - PART 1 REGULATION OF SOCIAL CARE SERVICES
Opening Options © ° CHAPTER 1 INTRODUCTION

1. Overview of Part 1
More Resources & 2. Meaning of “regulated service”
3. Other key terms

4. General objectives

CHAPTER 2 REGISTRATION ETC. OF SERVICE PROVIDERS

Daoanitiramant tn rorictor

Plain View

Print Options




image25.png
e gk

Arolygiaeth Gofal

qom *. 0300 7900 126 n
Care Inspectorate

Wales

Home News Find a care service Providing a care service ~ Ourreports  Contact us

Home » About us

About us

We register, inspect and take action to improve the quality and safety of services
for the well-being of the people of Wales.
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About us

Our aims

Last updated: 06 July 2020

We have three main aims, which are to develop the workforce, improve
care and support and increase public confidence in care. These are
designed to complement and support the work of the Welsh
Government, the care sector and other organisations to secure the well-

being of future generations in Wales.
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1.8 Requirements on service providers as to staffing (Part 10)

The intent of Part 10 of the Regulations is to ensure that individuals are supported by appropriate numbers of staff who have the
knowledge, competence, skills and qualifications to provide the levels of care and support required to enable the individual to achieve

their personal outcomes.

Service providers have in place:

policies and procedures for recruitment;

a structure of management and staffing that supports the statement of purpose which is relevant to individual’s needs; and
a management structure, systems and processes for induction, ongoing supervision, training and development of staff.

.
« rigorous practices for recruiting and vetting staff;
.
.

Regulation 34

Staffing - overarching requirements

34.—(1) The service provider must ensure that at all times a
sufficient number of suitably qualified, trained, skilled, competent
and experienced staff are deployed to work at the service, having
regard to—

(a) the statement of purpose for the service;

(b) the care and support needs of the individuals;

(c) supporting individuals to achieve their personal outcomes;
(d) the requirements of the regulations in Parts 3 to 15.

(2) In the case of a care home service where any individual to
whom accommodation is provided has been assessed as needing
24 hour nursing care, the service provider must ensure that there is
a sufficient number of suitably qualified registered nurses deployed
to work at the service at all times.

(3) The service nrovider must be able to demonstrate the wav in

Guidance

* Service providers have a demonstrable, measurable and
systematic approach to determining the number of staff and
range of skills/qualifications required for the reliable provision of
care and support to meet individuals’ needs and support them
to achieve their personal outcomes. This considers, but is not
limited to:

o the statement of purpose;

o the assessed needs and dependency levels of
individuals;
the environment, facilities and equipment provided; and
in domiciliary support services this includes consideration
of geographical locations of individuals using the service
and staff travel time required.

o the different levels of knowledge, skills and competence
required to meet the specific needs of individuals on a
collective and individual basis. This includes the
management arrangements and the number of registered
professional and social care workers needed
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Statutory Guidance

For service providers and responsible
individuals on meeting service standard
regulations for:

Care home services

Domiciliary support services

Secure accommodation services; and
Residential family centre services

This statutory guidance relates to Parts 3
to 20 of The Regulated Services

(Service Providers and Responsible
Individuals) (Wales) Regulations 2017,
as amended
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Reguiation 35

Fitness of staff

35.—a) The service provider must not—

(a) employ a person under a contract of employment to work at
the service unless that person is fit do so;

(b) allow a volunteer to work at the service unless that person is
fit to do so;

(c) allow any other person to work at the service in a position in
which he or she may in the course of his or her duties have
regular contact with individuals who are receiving care and
support or with other persons who are vulnerable unless that
person is fit to do so.

(2) For the purposes of paragraph (1), a person is not fit to work
at the service unless—

(a) the person is of suitable integrity and good character;

(b) the person has the qualifications, skills, competence and
experience necessary for the work he or she is to perform;

(c) the person is able by reason of their health, after reasonable
adjustments are made, of properly performing the tasks
which are intrinsic to the work for which he or she is
employed or engaged;

(d) the person has provided full and satisfactory information or
documentation, as the case may be, in respect of each of
the matters specified in Part 1 of Schedule 1 and this
information or documentation is available at the service for
inspection by the service regulator;

(e) Subject to paragraph (10) of this regulation where the
person is employed by the service provider to manage the
service, the person is registered as a social care manager

with Social Care Wales;

where the person is employed by the service provider to
work in a capacity other than as a manager and in the
course of their employment the person provides care and
support to any person in connection with—

®

(i) a care home service within the meaning of Part 1 of the
Act which is provided wholly or mainly to children; or

(i) a secure accommodation service within the meaning of
Part 1 of the Act,

the person is registered as a social care worker with Social
Care Wales no later than the relevant date (see paragraph
(8) for the meanina of “the relevant date”)

| Guidance

Service providers have rigorous selection and vetting systems
in place to enable them to make a decision on the appointment
or rejection of all staff and volunteer applicants. This includes
the information set out in schedule 1 of the Regulations. This
also includes checking the veracity of references and
employment.

Where agency staff are deployed service providers ensure that
they are subject to the same checks as permanently employed
staff and have evidence to demonstrate that the checks have
been undertaken. This may include confirmation and checklists
supplied by any agency, where sufficiently reliable and robust.

Positive consideration is given to involving individuals using the
service in the recruitment of new staff.

Service providers have a process in place to check that staff
have appropriate and current registration with a professional
regulator where required or, where applicable, an accredited
voluntary register.

Having considered all the information available service
providers will determine whether the individual has the
necessary skills, qualifications and good character to undertake
the role for which they are employed/deployed.

Service providers ensure any person who is not required to
register with SCW but who will be involved in the care and
support of a service user, for example an occupational therapist
has been checked in line with the requirements set out within
regulation 35(2)(a)-(d).

55

Where staff (including volunteers) no longer meet the required
fitness criteria set out in regulation 35(2), service providers take
appropriate and timely action to ensure that individuals are not
placed at risk. For example, this may include:

o coaching and mentoring;

o providing additional training and supervision;

o the use of disciplinary procedures.

Service providers ensure staff comply with the requirements of
their professional codes of practice and, where appropriate,
providers make referrals to the relevant professional bodies for
staff whose fitness to practise is brought into question.
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WPR26 - Recruitment Policy and Procedure

Human Resources - Recrument, Induction and Training

DA CARE LIMITED
‘CDA Care Lid, Poplar House, Tawe Business Vilage, Phoenix Way, Swansea, Swansea, SA7 9LA

1.1 To support CDA CARE LIMITED in providing  fair, consistent and effective approach to the recruitment
of all employees, in accordance with employment law and best practice.

1.2 To provide a framework for recruitment, onboarding and induction and training wi
LIMITED. This policy should dovetail with those other named policies and procedures.
1.3 To support CDA CARE LIMITED in meeting the following Lines of Enquiry:

CDA CARE

Theme Lines of Enquiry
Care-and-Support CS5: Safeguarding
RCLELICHI LTS LMOS: Overal governance
Management
Leadership-and- LM15: Staffing
Management

1.4 To meet the legal requirements of the regulated activities that (CDA CARE LIMITED) is registered to
provide:

+ Immigration and Asylum Act 2016

+ The Rehabilitation of Offenders Act 1974

+ Employment Rights Act 1996

+ Equality Act 2010

+ The Regulated Services (Ser

+ Data Protection Act 2018

+ UKGDPR

2 The following roles may be affected by this policy:
. Allstaff

e Providers and Responsible In

iduals) (Wales) Regulations 2017

2.2 The following Individuals may be affected by this policy:
+ Individuals

2.3 The following stakeholders may be affected by this policy:
+ Family

+ Advocates

+ Representatives

+ Commissioners

+ External health professionals

+ Local Authority

+ NHS

3.1 To recruit and retain skilled people by use of safe processes that enable CDA CARE LIMITED to
achieve and deliver its aims and values.
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'WPR26 - Recruitment Policy and Procedure

Human Resources - Recrutment, Induction and Training

DA CARE LIMITED
‘CDA Care Lid, Poplar House, Tawe Business Vilage, Phoenix Way, Swansea, Swansea, SA7 9LA

4.Policy

441 Itis the responsibility of Registered Manager t
+ Comply with this policy and all related CDA CARE LIMITED recruitment procedures.

+ Ensure thatall necsssary pre-employment checks are carried outincuding, where applicable,
temporary, sscondment and agency staf
+ Maintain and update knowledge in relaton to ecruitment and procedures
+ Ensure that recruitment is applied fairly to all
+ ek advice ifinformation cor’ .
employment offer No Spacing
+ Ensure that any member of staff rsponsibl forthe recrutment of thers has the appropriate skils,
experisnce and knowledge to undertak tis role competently
42 The interview stage of he recruitment process at CDA CARE LIMITED wil assess the applicant
against agreed standards and the Interview wil be documented. Specfic atiention wll be given to avoiding
discrimination of any kind. The recruitment framework wil be achieved through valuss-based recrutment,
as per the philosophy of care at CDA CARE LIMITED
43 Recruitment will bs caried out by use of the sulte f records for CDA CARE LIMITED. Thess templates
are availabl for Registersd Manager to access fo al lements of the recrtment process to ensure
consistency and qualy.
4.4 GDA GARE LIMITED will have dus regard and compllance with data protection legisation i relaion to
the archiving and retention of candidate appliation forms and associated documentation.
45 GDA GARE LIMITED staff who are responible for any aspect of fecruitment wil have an awareness
and current knowlscige of the impact o the EU settlament scheme on immigraton and the
Workforse. Resources are available witin the Further Reading section of this policy.

fthe process which may impact on the
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Ll
CDA Care

Name: Team:
Date of interview:

Contracted Hours:

TASK
After interview
Reference 1 (previous employer) | Sent: Received:
Reference 2 Sent: Received:
DBS Submitted: Received:
Risk assessment (if needed): Complete:
Conditional offer letter Sent:

Final offer letter

Proof of identity including recent photograph

Reason for leaving any previous employment working with
vulnerable adults/children

Evidence of relevant qualifications

Documentary of registration with Social Care Wales

Full employment history including month and year (written
explanation of any gaps)

Evidence of satisfactory linguistic ability — signed interview
form/notes

Signed contract

Details of registration with or membership of any professional body

1D Badge

New starter pack, handbook, code of practice, job description

Mobile phone policy

'Add mobile phone number to spreadsheet

Send payroll info to finance (bank details form & P45 or P46 form)

Add onto people planner

Notes:
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CDA Care

NAME

*Sustaining Independence’

ADDRESS
ADDRESS
ADDRESS

DATE

Dear NAME,

We are delighted to confirm you have been successful with your recent interview, and we formally endorse our offer to
you in the capacity of Support Worker. This offer is subject to our receiving each of the following:-

Two satisfactory references, one of which must be from your former employer.

A completed Medical Questionnaire (Please note in this respect that if we aren’t satisfied with the content of this
Questionnaire then we reserve the right to request a Medical Report from a Doctor of our choosing).

Criminal record check by the Disclosure and Barring Service (DBS).

Satisfactory completion of our induction training programme.

When we are in receipt of the necessary documentation, we will contact you immediately so as to agree a mutually
convenient start date.

Key benefits of your employment:

Rate of Pay £0000|/ Hour

Mileage Allowance

Extensive induction programme and ongoing training

28 Days Holidays, this figure will be pro rata for part time employees
Auto Enrolment Pension Scheme

YYVYVY

If you are currently in employment we suggest you do not tender your resignation until we contact you to confirm we
are satisfied with the above checks. We can then agree on a date to start your induction training.

I would like to take this opportunity to congratulate you on your successful interview and look forward to meeting with
you further in due course.

Yours Sincerely
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Application for Employment

CDA Care

PERSONAL DETAILS
Forename(s): Middle name(s):

Surname: Date of Birth:

Home address:

Email address: NI number:

Home telephone: Mobile telephone:

EDUCATION AND TRAINING

Subject Level/Qualification Year

Name of Training Course Course Provider/Qualification Year

Are you currently studying for any qualifications? If yes please give details:

Are you registered with Social Care Wales? Yes [l No [

What languages are you fluently spoken in?

Where did you see this vacancy advertised?

Do you hold a current driving licence? Yes [ No I
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[

CANDIDATE INTERVIEW GRID

[candidate Name: Email:
Contracted Hours: Area of Work:
Work Notice: Apply for Ref:
INTERVIEW QUESTIONS

1. What is your understanding of the role of a Support Worker and what
attracted you to the role of a Support Worker2

2. Do you have any experience in care either personally or professionally?

3. How would you describe yourself2
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CDA Care

Please ensure you complete all parts of the following forms:

Employment history

Employee’s driving for work declaration

Medical Questionnaire

Vaccination offer and declination form

The working time regulations

Acknowledgement of handbook and code of practice
Job Description

Personal Information and Next of Kin

Payroll Information and Bank Details

P46 form
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Interview Contracted Training start
date hours Name DBS Certificate  |Reference 1 Reference 2 date Notes
has two current employers - awaiting
reference from primary school. Carys
chased this up 08/03 (@swansea-
edunet.gov.uk) - received. Updated via
15/02/2021|22.5 Received 02/03 Received 18/02 |Received 22/02 22/02/2021| email 08/03
23/02 - tried ringing no answer. ready to
15/02/2021|22.5 Received 03/03 Received 18/02 |Received 08/03 08/03/2021 | go but cannot get hold of her.
18/02 - had a minor op will need to start
10/02/2021|16 Received 03/03 Received 14/02  [Received 02/03 08/03/2021|in March
has two current jobs - waiting on
employer ref from @swansea.ac.uk. Carys
05/01/2021(30 Received 09/02 Received 17/02 _ [Received 17/02 11/01/2021| chased this up 08/03 - received.
16/02/2021|16 Received 17/03 Received 25/02  |Received 25/02 22/02/2021
18/02/2021|37.5 Received 04/03 Received 22/02  |Received 19/02 06/04/2021
12/03/2021(16 Received 25/03 Received 07/04 |Received 26/03 29/03/2021  on pp and QCS. Forms sent to payroll.
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From: Carys Francis
Sent: 10 March 2021 14:53
To! <

Subject: F

uk>; CEESTTTRe: <Gty @ cdacare.co.uk>

*Ready to go when DBS is back®
These are the documents that F@l will need to complete:

- signed contract (both pages and tick box)
- Starter pack

- IDbadge (send me a copy for the file)

- Mobile phone policy

Many Thanks
Carys

From: Carys Francis
Sent: 10 March 2021 14:42

T - Q— @ cdacare.co.uk>; @RI QRS o cdacare.co.uk>
Subject: S

Hiboth,

@@l 055 should be back very soon, they are printing his certificate.

As | am off tomorrow and Friday | will send you over his documents today in case his DBS comes back when | am off @SSRS able to check this on the DBS portal). He hasn't declared any convictions so it
should come back green on the portal, if it shows as red it means there’s something on there and he will need a risk assessment before he can start.

1 will get the documents ready for him now and send them over to you.
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From: -

Sent: 19 May 2021 11:49
To: Carys Francis <Carys.Francis@cdacare.co.uk>
Subject: RE:

Hi Carys
Following on from our discussion | can confirm that the current procedure for recruitment works well especially
as there have been so many restrictions due to Covid. Employees are recruited in a timely manner and | am

always kept up-to-date with how many employees | have waiting to start and at what stage in the recruitment
process they are.
Regards

Registered ’anager

CDA Care

Poplar House, Tawe Business Village, Phoenix Way, Enterprise Park, Swansea SA7 9LA
Head Office / Out of hours: 01792 952483

Emai: G &@cdacare co uk

Web: www.cdacare.co.uk
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From: GEse gt

Sent: 19 May 2021 15:43

To: Carys Francis <Carys.Francis@cdacare.co.uk>
Cc:

Subject:

To whom it may concern,

Carys’s role in the recruitment procedure is to ensure that new applicants are moved through the pre-
employment checks efficiently and promptly. It is also Carys’s responsibility to ensure that all employees are
compliant with law before they start work. Carys works alongside the training manager, recruitment
administrator, and registered managers to ensure a smooth recruitment process.

During the Covid-19 pandemic Carys has ensured that the impact on the recruitment process is minimal and that
the management team are always kept up to date as to how many people they have waiting to start within their
teams. The vetting process of new staff is very thorough and can be very time consuming however Carys always
ensures that this procedure goes smoothly for all involved and understands the importance of this.

=

Responsible Individual

CDA Care

Poplar House, Tawe Business Village, Phoenix Way, Enterprise Park, Swansea SA7 9LA
Head Office / Out of hours: 01792 952483

Email: QEiJRss @ cdacare co.uk

Web: www.cdacare.co.uk
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Unit Unit title Assessment | Evidence description Evidence | Assessor
code criteria no. reference | initials
number

11,21 Recruitment policy 11

11,21 Development appraisal policy 12

11,21 Business continuity plan 13

3.2 Indeed job advertisement 14

3.2 Facebook advertisement 15

3.2 Induction training checklist 16

3.3 RISCA 17

3.3 Care Inspectorate Wales 18

3.3 Social Care Wales 19

3.3 Extract from regulation guidance, what providers 20

must have in place

Candidate declaration:

* | confirm that the work/evidence presented for assessment is my own unaided work.

* | have read the assessment regulations and understand that if | am found to have ‘copied’ from published work without acknowledgement, or from other candidate’s work, this may be

regarded as plagiarism which is an offence against the assessment regulations and leads to failure in the relevant unit and formal disciplinary action.

* | agree to this work being subjected to scrutiny by textual analysis software if required.
* lunderstand that my work may be used for future academic/quality assurance purposes in accordance with the provisions of the Data Protection Act 1998.
* lunderstand that the work/evidence submitted for assessment may not be returned to me and that | have retained a copy for my records.

* lunderstand that until such time as the assessment grade has been ratified through internal and external quality assurance processes it is not final.

Signature:

C Francis

Date:

21/05/2021

CIPD
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CIPD Candidate evidence matrix (EXAMPLE)

(CEM1)

Candidate name: Garys Francis

CIPD Membership/registration No.:

55382687
Qualification title: CIPD Diploma in Applied Human Resources Unique Learner No. (ULN):
1904626
Unit | Unit title Assessment | Evidence description Evidence | Assessor IV initials if
code criteria no. reference | initials sampled
number
5ART | Contributing to resourcing and 11,1.2,21 Business plan policy and procedure 1
P talent planning in the organisation
11,34 £500 refer-a-friend Facebook post 2
1.1 Pandemic policy and procedure 3
11 Pandemic checklist 4
1.1 Pandemic action plan template 5
12,13 On the job training part 2 — starters / leavers in the | 6
last six months
12,13 CDA Care starter / leaver bar graph within last six | 7
months
12,11,13 On the job training part 1 — CDA Care’s 8
succession planning
12 Social care wales local labour workforce figures 9
11,241 Monitoring of business performance policy 10

Candidate declaration:

* | confirm that the work/evidence presented for assessment is my own unaided work.

* | have read the assessment regulations and understand that if | am found to have ‘copied’ from published work without acknowledgement, or from other candidate’s work, this may be
regarded as plagiarism which is an offence against the assessment regulations and leads to failure in the relevant unit and formal disciplinary action.

* | agree to this work being subjected to scrutiny by textual analysis software if required.

* lunderstand that my work may be used for future academic/quality assurance purposes in accordance with the provisions of the Data Protection Act 1998.

* lunderstand that the work/evidence submitted for assessment may not be returned to me and that | have retained a copy for my records.

* lunderstand that until such time as the assessment grade has been ratified through internal and external quality assurance processes it is not final.

Signature: C Francis

Date:

21/05/2021

CIPD




image3.png
Unit | Unit title Assessment | Evidence description Evidence | Assessor IV initials if
code criteria no. reference | initials sampled
number

3.3 Welsh Government regulation guidance 21

3.3 Legislation and guidance on fitness of staff 22

3.3 Extracts from recruitment policy 23

34 Pre-employment checklist 24

34 Conditional offer of employment letter 25

34 Application form 26

34 Interview template for Support Worker 27

3.4 New starter forms 28

34 Facebook competition 29

3.5 Recruitment spreadsheet 30

Candidate declaration:

* | confirm that the work/evidence presented for assessment is my own unaided work.

* | have read the assessment regulations and understand that if | am found to have ‘copied’ from published work without acknowledgement, or from other candidate’s work, this may be

regarded as plagiarism which is an offence against the assessment regulations and leads to failure in the relevant unit and formal disciplinary action.

* | agree to this work being subjected to scrutiny by textual analysis software if required.

* | understand that my work may be used for future academic/quality assurance purposes in accordance with the provisions of the Data Protection Act 1998.
* lunderstand that the work/evidence submitted for assessment may not be returned to me and that | have retained a copy for my records.

* lunderstand that until such time as the assessment grade has been ratified through internal and external quality assurance processes it is not final.

Signature: C Francis

Date:

21/05/2021

Cc

CIPD





