AC 1.1
Professionalism is defined as belonging to a recognised field, guided by ethics and committed to competence, integrity, altruism, and the public good. Professionals are accountable both to those they serve and to society (PSA, 2021; Woodhams & Taylor, p.142).

The CIPD define the profession as a “strategic, evidence‑based discipline that supports good work and working lives” (CIPD, 2025). Central to this is the CIPD Profession Map (CIPD, 2024), which sets global standards for values, behaviours, and knowledge across 4 career stages, Foundation, Associate, Chartered Member and Fellow.

The Map is outcome driven, evidence‑based, and principles‑led. It promotes confident decision‑making, adaptability, and career progression, while evolving with emerging priorities. Its core values, integrity, evidence‑informed decisions, and meaningful outcomes, underpin ethical practice and build trust. Core knowledge areas include people practice, culture and behaviour, business acumen, evidence‑based practice, technology, and change. These enable professionals to design and deliver impactful strategies. Core behaviours such as ethical practice, professional courage, valuing people, and situational decision‑making ensure consistent, high‑impact performance (CIPD, 2024). 

Specialist knowledge further strengthens expertise in areas such as employee experience, talent management, learning and development, and employment law. This complements core capabilities and supports fairness, inclusion, and organisational success. Importantly, being a People Professional (PP) and CIPD member requires more than academic achievement. As outlined in the Code of Professional Conduct (CIPD, 2015; Rees & French, p.61), it demands continuous updating of knowledge, adherence to legal standards, and consistent integrity.   Woodhams and Taylor (2022) notes, professionalism means putting principles into practice to make a meaningful difference.

At Nexxobyte, rapid growth has created inconsistent management approaches and uneven standards, leaving some staff unsupported. Embedding professional values and evidence‑based HR practice will establish fairness, inclusion, and consistency, ensuring employees feel valued and engaged. Professionalism also builds trust and credibility across the workforce and with stakeholders. By aligning people strategy with business growth, applying workforce data, and collaborating with leadership, I will help create a workplace that is ethical, inclusive, and high‑performing.

I will apply Ulrich’s HR model, which highlights five key roles (Kew & Stredwick, 2016, p.473). As a Functional Expert, I will support managers in making better people‑related decisions, improving efficiency and adding value to the organisation. As a Human Capital Developer, I will enable employees to grow through training, career planning, coaching, and team development, ensuring the organisation builds future‑ready skills. Acting as an Employee Advocate, I will represent employee concerns, strengthen engagement, and ensure fairness in management practices. As a Strategic Partner, I will collaborate with line managers to align HR practices with business objectives, support change initiatives, and contribute directly to organisational performance. Finally, as an HR Leader, I will integrate processes, build departmental credibility, and model best practice so that HR delivers consistent value across the organisation.

AC 1.2 
Values and ethics are central to professional behaviour in people practice. They guide fair, respectful, and responsible actions, helping practitioners build trust, uphold integrity, and make sound decisions. The CIPD Code of Conduct promotes accountability, transparency, and ethical leadership, ensuring People Practitioners (PP) act in the best interests of individuals and organisations (CIPD, 2023). Ethics are defined as guiding principles, often formalised in a code of conduct, which help employees align their behaviour with shared standards (Waite et al., 2021). Buchanan and Huczynski (2023, p.96) describe ethics as “the code of moral principles, values and rules that govern our decisions and actions with respect to what is right and wrong, good and bad.” Taylor and Woodhams (2022, p.155) emphasise the importance of understanding how personal values are formed and distinguishing them from professional and societal values. This awareness supports ethical, inclusive, and balanced decision making in people practice.

One personal value that I hold deeply and will apply in my role at Nexxobyte is Compassion. It fosters empathy, psychological safety, and inclusive support, enabling individuals to feel valued and empowered (CIPD, 2020). I will apply this through flexible working, wellbeing initiatives, and empathetic leadership, reflecting the compassionate culture embedded in my previous role at Swansea Bay University Health Board (2025). My approach is informed by Consequentialism, which judges actions by their outcomes, and specifically by Utilitarianism, a teleological theory focused on achieving the greatest good for the greatest number (Rees & French, 2016; Taylor & Woodhams, 2022). This supports compassionate practice by prioritising initiatives that enhance collective wellbeing and organisational performance.

Another personal and ethical value I will consistently apply is Integrity. As a PP, this means doing the right thing, even when it is difficult. Integrity builds credibility and trust, which are essential for influencing leadership and driving ethical change (Machell, 2025). It involves acting with honesty, fairness, and accountability, strengthening relationships and supporting ethical decision making (Knowledge Academy, 2025). 

At Nexxobyte, integrity will be critical to restoring consistency and professionalism, especially where informal management and unequal access to L&D have caused dissatisfaction. I will develop transparent policies, ensure fair treatment, and model ethical leadership. This aligns with Deontological ethics (Kant, 1785), which emphasises moral duty and doing what is right regardless of outcomes (Waite et al., 2021). By embedding integrity into my practice, I will support Aisha’s vision for a structured, inclusive, and values-led culture.

AC 1.3 
The CIPD Profession Map identifies professional courage and influence as a core behaviour, requiring people professionals to speak up with integrity and use evidence to gain buy‑in (CIPD, 2024). At Nexxobyte, being a firm voice means communicating confidently and purposefully, particularly during change, to challenge outdated practices and promote inclusive cultures built on fairness and respect. This includes addressing managers who adopt a “serfdom” model, viewing employees as passive rather than recognising their unique strengths (Lafair, 2024).

Effective communication is central to my role. Pettinger (2010) highlights clarity of purpose, integrity of relationships, and consistent positivity as key elements of impactful communication. It is not only about speaking but also active listening, awareness of non‑verbal cues, and tailoring messages to different audiences. Mehrabian’s Communication Model demonstrates that tone, gestures, and body language significantly shape impact and they also emphasises that a PP hold positional power and must influence meaningfully, even when confidence is low. Waite et al. (2021)

Influence must also be ethical. French and Raven’s (1959) framework, discussed by Taylor and Woodhams (2022), helps me reflect on how to use power responsibly, whether through expertise, relationships, or credibility, Yemm (2008) stresses preparation and delivery, while Page (2022) identifies clarity, credibility, adaptability, and resilience as traits of impactful communication. Together, these reinforce why I must communicate with confidence and integrity.

Self‑awareness further strengthens communication. Tools such as the Myers‑Briggs Type Indicator (MBTI) provide insight into my personality and interaction style (Waite, et al 2021, p41)

Team dynamics further reinforce the need for confident communication.  Belbin’s 9 team role model shows that effective teams rely on complementary roles and clear communication (Bitesize, Beblin & BBC Bitezise), by employing the Co‑ordinator and Shaper roles, I can guide, motivate, and influence management. Transactional Analysis, by Eric Berne (1950), shows workplace communication is shaped by three ego states: Parent (critical/nurturing), Adult (rational/objective), and Child (rebellious/dependent). Recognising these states allows individuals to adjust their approach, reduce conflict, and build stronger relationships. (George, 2024) The Drama Triangle (Karpman, 1968) highlights how workplace conflict can trap people in unhelpful roles, Victim, Persecutor and Rescuer.  This reminds me to stay in adult-to-adult dialogue, avoiding unhelpful roles like rescuer or victim. avoiding unhelpful conflict roles and reducing misunderstandings.

If I do not communicate with a firm, informed voice, particularly during change, the consequences could be significant. For me, I risk losing credibility, being excluded from strategic decision‑making, and limiting my career progression (CIPD, 2024). For Nexxobyte, poor communication can leave staff feeling unheard and undervalued, leading to disengagement, low morale, and reduced productivity. Over time, this may result in high turnover, reputational damage, and even formal grievances or legal action (CIPD, 2025; LinkedIn, 2025).

AC 1.4 
The CIPD stresses that PP must act as role models for ethical practice, ensuring decisions are consistent, transparent, and inclusive (CIPD, 2025). I would therefore approach both situations with integrity and a commitment to equal opportunities, in line with the CIPD Code of Conduct (CIPD, 2023) and Profession Map (CIPD, 2022). Taylor and Woodhams (2022) emphasise that CIPD members must act under this code when managing ethical conflicts.

In the case of the manager favouring certain staff for L&D, I would apply the CIPD’s principles of integrity and fairness through a confidential, evidence‑based fact‑finding process, reviewing training records and employee feedback. Such behaviour undermines fairness and may breach the Equality Act 2010 if it disadvantages protected groups. The CIPD Ethics at Work report notes that unethical behaviour often arises from poor culture, weak systems, or situational pressures (CIPD, 2019), which appears relevant at Nexxobyte.

The CIPD expects constructive and fair handling of such issues (CIPD, 2022). I would raise the matter with senior leadership, presenting evidence of favouritism and its impact on morale and trust. Recommended actions would include a transparent L&D policy with objective approval criteria, inclusive leadership training, and regular audits. The Ethics at Work Guide highlights embedding ethical behaviour through clear codes, communication, and accountability (CIPD, 2024). To reinforce this, I would introduce a Counter Fraud Policy and a bi‑monthly fraud awareness bulletin (SBUHB, 2024). And counter fraud reporting lines (HDUHB, 2025) encouraging dialogue and whistleblowing.

The second issue, misuse of company resources by a former employee, is both a contractual breach and potentially criminal. In line with the Employment Rights Act 1996 (Gov.UK), I would document evidence and escalate to senior leadership, recommending legal counsel and disciplinary investigation. The CIPD Creating Ethical Workplaces highlights how poor job design and unclear boundaries can lead to ethical lapses (CIPD, 2019). I would advise clarifying expectations around personal business activity and delivering training on ethical conduct and digital responsibility. The CIPD guide on Staff Fraud and Dishonesty stresses collaboration with compliance and legal teams, stronger policies, enhanced training, and whistleblowing mechanisms to build an anti‑fraud culture (CIPD, 2025).

In both cases, I would ensure confidentiality, protect whistleblowers, and embed CIPD principles of transparency, accountability, and inclusion. This approach would strengthen trust, fairness, and resilience while reducing risks of unethical and unlawful conduct.

AC 1.5 
This manager’s comments highlight systemic challenges around workplace equality, bias, and exclusionary culture (Taylor & Woodman, 2022). Embedding EDI is not about “feel‑good” policies but about creating sustainable success for both employees and Nexxobyte. When people feel included, valued, and fairly treated, it improves wellbeing, satisfaction, and retention. For organisations, inclusion strengthens reputation, reduces conflict, boosts performance, and helps retain talent. Embedding inclusive practices therefore delivers both human and business benefits, securing Nexxobyte’s long‑term success in the competitive software sector.

Equality ensures fairness and removes barriers, so individuals have equal access to opportunities. Diversity recognises and values differences such as background, identity, skills, and perspectives. Inclusion deliberately embraces those differences to create belonging and enable people to perform at their best (CIPD, 2024). Armstrong and Taylor (2020, p.366) note that diversity is the “mix” of people, while inclusion is the act of enabling that mix to thrive. Effective EDI practice goes beyond compliance with the Equality Act 2010, embedding fairness and respect into organisational culture. The CIPD (2024) stresses adopting an intersectional approach to ensure equitable outcomes. For Nexxobyte, this would reduce complaints, improve retention, and strengthen management capability.

Motivation theories reinforce this. Maslow’s Hierarchy of Needs (1943) presents five levels of human needs in a pyramid: physiological, safety, love and belonging, esteem, and self-actualisation work was based on general studies, however the last two items on the pyramid, self-esteem and self actualisation have clear implications for motivation of professional, technical and managerial staff in organisations. Herzberg’s Motivation‑Hygiene Theory distinguishes motivators such as achievement, recognition, and growth from hygiene factors like pay and policies. Improving hygiene factors alone prevents dissatisfaction, but true engagement comes from motivators that make employees feel valued and included (Armstrong & Taylor, 2020, p.260; HR Tutorial, 2025). For Nexxobyte, this framework guides managers to improve satisfaction and performance, while recognising categories must be applied flexibly (Waite et al., 2021, p.171).

Modern research strengthens this case. Quinetta Roberson argues that organisations must move beyond simply recruiting diverse employees and instead focus on creating inclusive environments where individuals feel valued and able to contribute meaningfully (LSE, 2018). Rosalind Brewer similarly emphasises that inclusion and fairness are not just ethical values but essential business strategies that drive engagement, loyalty, and innovation (Brewer, 2020).

AC 1.6 
To begin designing a L&D Policy, I need strong skills in coaching, mentoring, facilitating, and job instruction to fulfil the responsibility of enhancing employees’ knowledge and capabilities, while guiding line managers on how to effectively conduct L&D activities within their teams (Taylor & Armstrong, 2020, p.677). Fairness and inclusivity must be central, as complaints about unfair practice often stem from unequal access. My first step would be to gather both qualitative and quantitative evidence by consulting staff across all levels through surveys, interviews, and focus groups (Taylor & Woodman, 2022). This ensures the policy reflects diverse perspectives and avoids bias (CIPD, 2023). I would also benchmark against other organisations’ policies, such as those highlighted by Anadan (2025) and examples from Public Health Wales (2024) and the Hywell Dda University Health Board (2022), to embed best practice.

The policy would set out clear entitlements, including allowable paid time for learning activities that apply equally to full, part time, and shift‑based staff (Gov.uk, 2025).  I would create a L & D budget by assessing assess business priorities/needs, engage with stakeholders and finalise training priorities, decide between Sourcing vs. Creating training, set realistic and flexible budget parameters, collaborate with key decision-makers and finalise and approve the training budget with the Board to show transparent criteria to reduce perceptions of favouritism (Mitchel, 2025) . I would use a broad range of learning formats, courses, mentoring, e‑learning, shadowing, would be included so staff with different learning styles, caring responsibilities, or accessibility needs can participate (CIPD, 2023). Evidence shows that embedding inclusivity into L&D strengthens organisational culture and wellbeing, while supporting positive working relationships by demonstrating that difference is valued and opportunities are not reserved for a select few (CIPD, 2023). To ensure fairness, 

I would also undertake an Equality Impact Assessment, identifying potential barriers for protected groups and mitigating risks before implementation (Taylor & Woodhams, 2022, p.207). Importantly, effective L&D policies must also align with organisational strategy, embed compliance, and provide clarity for employees and managers, ensuring accountability and consistency (GSDC Council, 2025).

After three months, I would evaluate whether the policy is working as intended. This would involve analysing uptake by role, grade, contract type, gender, ethnicity, and disability status to highlight whether opportunities are evenly distributed (CIPD, 2023). I would obtain feedback through anonymous surveys, listening sessions, and case studies showing how diverse staff have benefited, for example, carers accessing e‑learning or frontline staff using shadowing. I would also consult managers to identify barriers such as workload pressures or scheduling conflicts and engage the board to assess whether the training budget is delivering return on investment.

This policy demonstrates a fair, inclusive, and transparent approach to L&D, embedding EDI principles, clear entitlements, and accountability, with evaluation after three months ensuring continuous improvement and equitable outcomes.

AC 2.3 
Reflecting on my behaviour against the six Associate standards for Working Inclusively (CIPD, 2023), I combined my own reflections with feedback from two managers I have worked with for 6 years. Their responses, collated via questionnaire (Appendices A & B), were summarised against each standard in Appendix C.

Feedback highlighted clear strengths, I’m approachable, empathetic, and respectful, ensuring colleagues feel valued and supported. My ability to listen actively and build trust fosters inclusivity and psychological safety, vital in an NHS environment. I am recognised as a role model who promotes fairness and collaboration, encouraging diverse perspectives and equal opportunities, reinforced by receiving the Chairman’s Compassion Award for putting people at the heart of my practice. My own reflections confirmed these strengths, particularly in relationship building and knowledge sharing, where I use Microsoft Teams to support collaboration and mentor junior staff in effective admin management.

Development areas identified by managers include broadening my experience in project management, conflict resolution, and leading larger teams, so that inclusive behaviours can be embedded at scale. I need to recognise, widen and formalise knowledge sharing through structured sessions and feedback loops, and to enhance psychological safety by modelling and normalising vulnerability and holding regular check in sessions. 

Both from feedback and reflection, I meet CIPD expectations, with clear strengths in inclusivity and collaboration, and my next step is to embed these behaviours more formally across wider organisational contexts, particularly in my new role in SBUHB.
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AC 3.1 
Two clear developments reshaping the role of the PP particularly within my new position at Swansea Bay Health Board (SBUHB) is Artificial Intelligence (AI) and Learning & Development (L&D). Both have significant implications for my ongoing personal development and ability to contribute strategically to organisational priorities.

AI is transforming HR practice beyond traditional administrative functions. Digital technology now underpins decision making, efficiency, and staff wellbeing, as evidenced in a recent pilot for Occupational Therapy within the Trust (SBUHB, 2025). CIPD (2021) emphasises that people practitioners must lead digital change ethically and inclusively, while the Welsh Government (2025) highlights transparency and fairness in AI. UK Government (2025) has further defined ten principles for safe AI adoption in public services, reinforcing the need for responsible implementation. 

For my professional development, this requires building confidence in digital innovation and analytics, recognising ethical risks such as bias, and supporting managers to use AI responsibly. I am mindful of Simms (2019) assertion that “human judgement and AI capability must complement each other,” ensuring technology enhances rather than replaces HR decision making (Armstrong & Taylor, 2020, p.155)

CIPD (2024) highlights that skills-based learning creates organisational value, with its L&D Guide stressing alignment to strategy. At SBUHB, compassionate learning supports wellbeing and retention (SBUHB, 2024), while The King’s Fund (2025) notes organisational development is centred on compassionate leadership and collaboration. Armstrong & Taylor (2022) emphasise HR’s responsibility to coach and mentor employees and guideline managers in delivering learning. For my development, this means embedding structured skills programmes, facilitating peer learning, and mentoring colleagues to build confidence and inclusivity moving from individual support to shaping organisational culture.

AC 3.2 
 Reflecting on my feedback, I can identify clear strengths in my people practice. I am recognised as approachable, empathetic, and respectful, which helps colleagues feel valued and supported. My ability to listen actively and build trust fosters inclusivity and psychological safety, both of which are essential in an NHS environment.  I am also seen as a role model who promotes fairness and collaboration, encouraging diverse perspectives and equal opportunities. My written and communication skills, willingness to share knowledge further strengthen relationships, and I have demonstrated this through mentoring junior colleagues and supporting wider teams.

I am aware of areas where I need to develop. Feedback highlighted the importance of gaining more experience in project management, conflict resolution, and leading larger teams, so that inclusive behaviours can be embedded more widely. I also recognise the need to formalise knowledge sharing through structured sessions and feedback loops, rather than relying on informal approaches. In addition, my research confirmed that building confidence in AI literacy and workforce analytics in L & D is vital to support digital transformation and strengthen my professional capability.  Going forward, my focus will be on strengthening digital confidence, embedding inclusivity formally, and enhancing my strategic influence as I continue to develop as a people professional.

AC 3.3  
The first activity will be developing my confidence in digital capability, particularly AI literacy and workforce analytics. My reflections highlight this is an area where I have emerging skills but need to build greater expertise. I plan to engage in structured learning opportunities, such as online courses and internal NHS workshops, to deepen my understanding of how AI can be applied ethically in workforce planning and recruitment. This will allow me to support managers more effectively, ensure fairness in digital processes, and position myself as a credible adviser in the context of ongoing digital transformation.
I will broaden my experience in project management and CIPD studies. I feel I need to have experience in leading larger teams as am area growth, to enable me to embed inclusive behaviours at scale rather than only within my immediate team. I intend to seek opportunities to take on responsibility for cross departmental projects such as the new perinatal service for SBUHB, shadowing senior colleagues and apply project management tools to strengthen delivery. This will help me develop leadership capability, enhance collaboration, and prepare for more strategic responsibilities in the future.

AC 3.4 
Over the past two years, I have undertaken development activities that have had a significant impact on my behaviour, performance and confidence. Two activities in particular stand out from my PADR in 2024 (Appendix B) is enrolling on the CIPD Level 5 Diploma in People Management and Shadowing and Covering a Senior Business Manager. Rather than use my PADR, which has a number of development activities, I have developed my own CPD record taken from the CIPD website which has been edited to reflect on the two activities highlighted above.
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CPD Reflection/Development Record


	Name
	Michelle Phillips
	Membership Number (CIPD)
	9116454X

	Covering Period From 
	November 2024
	To:
	November 2025


	Key Dates
	What did you do?
	Why?
	What did you learn from this?
	How have/will you use this? Any further Action?

	
April 2025
	Enrolled on the CIPD Level 5 Diploma in People Management
	To strengthen HR knowledge, ethics, and workforce planning capability, supporting senior leaders more strategically and develop in my career.




	I’ve gained a stronger understanding of HR practice, workplace ethics, and how people are managed within the organisation. This has helped me move beyond simply completing administrative tasks to thinking more analytically and using evidence to support the work I do. I’ve also grown in confidence with my communication skills, which means I can explain ideas more clearly and support colleagues more effectively. I’ve been able to share knowledge and mentor others in everyday tasks, encouraging fairness and inclusivity in the way we work together.
	This course has been pivotal in my HR development. I have applied my learning to workforce discussions and HR support for approximately 174 staff within S‑CAMHS. I have also supported colleagues by establishing task groups for administrative staff, helping them build confidence in using digital and AI tools.
Through my CPD in enrolling on the CIPD course, I have successfully progressed into a higher band role within a new Health Board, working as PA support at Executive level. This achievement reflects the impact of my CIPD learning and the value I bring to workforce practices.
My next steps are to continue supporting the Executive Director in her role, with a particular focus on streamlining HR processes within our team, which are antiquated and not consistent to HB practices. I will continue to support administrative groups and help develop Executive PA digital confidence by utilising the skills I am learning on my course. 
My main action is to complete the CIPD Level 5 Diploma in People Management and embed the learning into workforce planning and people practice. Longer term, I hope to apply this knowledge and experience to progress into a role within HR in the Health Board on completion.

	
September 2025 - ongoing
	Shadowed and covering a Senior Business Manager 
	To broaden organisational knowledge, apply policies more effectively, and operate at a higher level of responsibility to develop my personal development in securing a higher position within NHS Wales


	I’ve become much more confident in handling busy and sometimes complex workloads. I’ve learned how to prioritise tasks more effectively so that the most important work gets done on time, while keeping track of everything else that needs attention. This has helped me feel more organised and in control, even when the demands have been high.  
Working closely with senior leaders has also given me a clearer sense of how my role supports executive decision making. I’ve developed stronger organisational and communication skills, making sure the information I provide is accurate, clear, and useful. I’ve also improved my problem‑solving skills, finding practical solutions when challenges arise and supporting colleagues when they need guidance.
At the same time, I’ve built resilience under pressure. I’ve learned to stay calm and focused, even when things are difficult, and to take a more proactive approach rather than just reacting to situations. This shift has helped me add more value in my role, not only by completing tasks but by anticipating needs and contributing to the bigger picture.  Although, due to health issues, I still need to work on my wellbeing and take time out as I found shadowing and undertaking my own role contributing to burnout, particularly due to a difficult stage in my life


	Over the past year I’ve been able to contribute meaningfully to organisational priorities and provide consistent support to senior leadership. Stepping up during workforce gaps was challenging, but it gave me the opportunity to demonstrate resilience and commitment to the service. I was proud to be recognised with the Chairman’s Award for Compassion, which reflected not only the effort I put in but also the values I try to bring into my work every day.
Progressing into my new Band 6 role as Executive PA to the Executive Director of Nursing and Patient Experience has been a significant milestone in my career. This transition has required me to operate at a higher level of responsibility, supporting executive decision making and engaging more strategically in workforce discussions. It has also allowed me to build on my previous experience, applying organisational policies and procedures more effectively and developing a stronger voice in high‑level meetings.
Through this progression, I’ve refined my organisational, communication, and problem‑solving skills, and I’ve gained confidence in managing complex workloads while maintaining professionalism under pressure. I feel I’ve moved from being primarily reactive to taking a more proactive and strategic approach, anticipating needs and contributing to wider organisational goals.
Looking ahead, my next steps are to continue shadowing senior managers to broaden my understanding of business management, expand my strategic input, and focus on maintaining my wellbeing to sustain performance. I want to build on the progress I’ve made, ensuring that I continue to grow in confidence and capability while balancing the demands of the role with self‑care.

	Review Date: November 2025
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		Standard

		Associate Level requirements

		Feedback from Assistant Director

		Feedback from direct line manager 



		

		

		Strengths

		Development Area

		Strengths

		Development Area



		Inclusivity

		Get to know people as individuals so you can work together more effectively 

		Welcoming, respectful, supportive; includes all people in tasks/projects.

		Gain more project management experience.

		Actively listens with empathy, promotes equal opportunities, collaborative, role model.

		Continue sharing best practices and champion inclusivity.



		Valuing Diversity

		Actively seek and listen to diverse views and opinions

		Respectful, fair, empathetic.

		Experience in large project management.

		Respects people, ensures input is considered, fair and mindful, leads by example.

		Gather feedback to identify gaps, share learning more widely.



		Building relationships

		Build purposeful working relationships with and collaborate with wider colleagues

		Good communicator, supportive, friendly, willing to go the extra mile.  

Achieved Chairman’s award for Compassion in going above and beyond helping other staff during periods of sickness, undertaking own role as well as other without no complaints.  

		Have more responsibility and management experience

		Approachable, supportive, strong listener, excellent at building trust.

		Continue current approach, expand relationships further.



		Sharing Knowledge 

		Readily share your knowledge and expertise with others to solve problems

		Responsive, articulate, supportive, willing to assist.

		Gain further experience managing larger teams and responsibilities.

		Proactive, communicates well, always willing to help.

		Use structured channels (Teams, knowledge-sharing sessions).



		Conflict Resolution 

		Support others to resolve conflict and build trust before issues escalate

		Calm, mature, fair approach; believed to be equal and balanced.

		Would be advantageous for Michelle to have experience in conflict/disciplinary situations, negotiation, compromise.

		Builds trust, handles sensitive situations with discretion, empathetic, fair.

		Encourage joint problem-solving, reflect and learn from past conflicts.



		Psychology Safety

		Encourage others to recognise when they need help, to admit mistakes, and share concerns and ideas

		Encourages staff to feel safe, respectful, empathetic

		Needs experience in large-scale management.

		Shows respect and empathy, people feel comfortable approaching her, leads by example.



		She needs to ensure regular check-ins, share own challenges to normalise openness and she keeps things very much to herself to avoid upset to others
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Appendix A



PERFORMANCE APPRAISAL DEVELOPMENT REVIEW



CORE PADR





		My Details / My Appraiser’s Details



		

My Name:

		

Michelle Phillips

		

My Job Title:

		PA to Assistant Director, MH&LD





		

Department:

		S-CAMHS, MH&LD 



		

County:

		Carmarthenshire 



		



Review Period Start Date:

		

10/08/2023

		



Review Period End Date

		10/08/2024





		

Appraiser Name::

		

Angela Lodwick 

		

Appraiser Job Title

		

Assistant Director 



		

Date:

		

6th November 24

		

My Pay Number:

		

28707922



		

		

		

		





		Personal Review of Objectives– to be completed by the appraisee during the discussion



		a) What has gone well for me this year?



		· Business Management Development - Actively involved in meetings and task-and-finish groups with the Business Manager (BM), receiving mentoring to broaden business management knowledge. Shadowed the BM in extracting data for reports (e.g., ESR, Datix), which has enhanced my understanding of key areas within my remit. Continued to develop new skills, particularly in IT and Health Board systems.

· Ministerial Engagement - Coordinated Ministerial visits, ensuring smooth organisation and professional representation of the service.

· Management Support - Provided consistent and positive support to management, contributing to effective leadership and service delivery.

· Learning and Development - Completed Health Board learning modules in Project Management, intermediate and advanced Microsoft 365 packages, and PADR training, strengthening both technical and leadership capability.

· Digital Champion Role - Continued to provide support as a Digital Champion, attending workshops and meetings to promote digital adoption and best practice across the service.

· Welsh Language Champion - Acted as Champion for the Welsh Language within S-CAMHS, distributing information on Welsh Language Standards and encouraging use of the Welsh Language in the workplace.

· Audit and Inspection Support - Assisted the Associate Director (AD), Service Delivery Manager (SDM), and BM with consultation reviews, HIEW inspections, and NHS Executive audits, including collation of required information. Attended AMAT training to support the transition to the new Health Board audit system.

· Datix Oversight - Met weekly with the S-CAMHS Service Delivery Manager to update Datix incidents and concerns, assisting with re-assignments to reduce the number of open incidents on the AD dashboard.

· Administrative and Mentoring Support - Continued to support administrative functions and mentored staff in minute-taking and general office duties, strengthening team capability.

· HR Support - Undertook HR enquiries using Health Board policies and procedures, managed HR filing under the AD remit in S-CAMHS, and assisted with documentation requiring panel approval in the absence of the BM.

· Workload Management - Made a positive impact in catching up on outstanding work and maintaining progress on tasks, demonstrating resilience and commitment.

· Compliments System Promotion- Successfully encouraged service-wide use of the Health Board Compliments system. Developed easy-to-use guides for the CIVICA system and extracted data to produce up-to-date reports and graphs.

· Secretariat Responsibilities- Continued to act as Secretariat for a number of high-level meetings, ensuring Terms of Reference are updated and submitted to QAPD.

· Service Development Contributions - Worked with the AD to establish the Mid & West Wales Suicide and Self-Harm Sub-Group, providing secretariat support. Developed a broad understanding of Quality, Safety, and Experience (QSE) requirements, contributing to bi-monthly S-CAMHS QSEG meetings.

· Acting Business Manager Responsibilities - Supported the BM during periods of long-term sickness, stepping up to cover aspects of the role despite challenges. Successfully managed responsibilities and was recognised with the Chairman’s Award for Compassion.

· Service Communication - Regularly updated Viva Engage with service achievements, ensuring visibility and recognition of team successes. 



		b) What could have gone better for me this year?



		The service has grown exponentially and while the complexity of tasks remains manageable, the sheer volume of work has at times been challenging. I have continued to prioritise effectively and undertaken tasks to the best of my ability. This was particularly evident when I supported the Neurodevelopment and IPTS service as Business Manager during a period of long-term sickness absence of the previous Business Manager and a gap in recruitment, which added to the workload pressures.

Last year, I fell behind on some tasks; however, I made a determined effort to catch up and have succeeded. More recently, increased workload and workforce pressures have impacted my PA role, and I have at times felt reactive rather than proactive. Despite this, I remain committed to my responsibilities and continue to deliver to the best of my ability.

I am happy in my current role and have identified key strengths and areas for development. I have requested involvement in tasks outside my core duties to broaden my experience and enjoy the variation of new challenges. However, the volume of work and staffing pressures have occasionally limited the time I can devote to developing these skills to the standard I aspire to. This has been compounded by personal circumstances, including supporting my husband and son through significant life changing health issues. Despite these challenges, I have taken minimal time away from work and remained dedicated to my role, though I acknowledge this has at times had an impact on my performance.

I have also experienced a recent exacerbation of health issues but again have taken very limited time off. While this has further impacted my work, I have prioritised essential tasks and continued to demonstrate conscientiousness and commitment.

The move to a new location earlier this year initially felt isolating and difficult, but this has improved considerably. I now feel happier with the transition, due to the support and camaraderie of the team members within Tudor.













		Objective Setting 



		What are my SERVICE objectives for the next year?



		· Continue to Assist the AD, SDM & BM in the admin involved in their Service Objectives to a high standard.

Continue to gain more knowledge of the service and it core business and how this is delivered in meeting service Welsh Government, HB and Service targets.

Continue to provide comprehensive secretariat cover for high level meetings both internally and externally.

Adapt to changes within the service and work creatively where required, particularly during these financial difficult times for the HB and Service.





		What are my TEAM objectives for the next year?



		Assist the AD and management team.



Continue to provide support to work colleagues where possible, learning new skills to assist where appropriate/required.

Working collaboratively with team members for the best of the service and its staff, developing strong working relationships



Continue to work with PA/admin colleagues to cover duties at Tudor House



Maintaining communication streams are clear and concise.



Encourage wellbeing. 











		What are my PERSONAL objectives for the next year (Max 8 objectives)? Use SMART Guidance (Appendix 3). How do they relate to the Organisational Values? (click here Hywel Dda University Health Board |  Values - Introduction for further guidance)



		[image: ]

Working together to be the best we can be.



		[image: ]

Striving to Develop & deliver excellent services

		[image: ]

Putting People at the heart of everything we do







		Core Objectives



		Objectives

		Expected outcome/measure of achievement

		Target date

		Support/action by Manager/others

		Progress Review date



		1.Complete mandatory training

		100% compliance on ESR

		Ongoing 

		

		



		2. Engage with & complete yearly PADR 

		ESR data compliance

		September 25

		

		



		3. Ensure compliance with the Welsh Language Standards and promote and facilitate the use of the Welsh Language in the workplace

		WLS compliance

Welsh Language Champion for MH&LD

		Ongoing 

		

		



		Personal Objectives



		4. To continue to update all HR files for sickness, leave change forms etc. are updated electronically 

Update historical filing in paper notes & to continue tiding up shared drive

		

		February 25

		

		



		5. Enrol and under the 18 months Level 5 Diploma in CIPD People Management 



		

		April 25

		

		November 25



		6.  Enrol on IT courses available to assist with PA role and further development

		 

		Ongoing 

		

		



		7. Continue to promote the HB compliment system within the service

		

		Ongoing 

		

		



		8Provide Secretariat support and shadow major projects for the Service Delivery Manger with the CAMHS Written Documents (development and review)

		

		Ongoing

		

		



		9. Continue with weekly meetings with Service Manager to ensure Datix are not overdue 

		

		Ongoing 

		

		



		10.

Shadow a Senior Business Manager to broaden understanding of organisational policies and procedures, enabling more effective application within the service and progress my own development. 



		

		Ongoing

		

		



		

		

		

		

		









		Personal Development Plan



		Identify below the learning & development needs required to fulfil/maintain your personal objectives



		Development to meet objectives (click here for Hywel Dda e-Prospectus) Refer to Appendix 5



		

Support service priorities and compliance - Undertake additional tasks in the best interests of the service, including ensuring adherence to the Welsh Language Act. Actively encourage and remind service users of their rights, helping where required.

Gain strategic management insight - Shadow a Senior Business Manager to broaden understanding of organisational policies and procedures, enabling more effective application within the service.

Enhance executive communication skills - Develop confidence and capability in presenting to senior executives, ensuring clear, professional, and impactful communication.

Promote positive feedback culture - Continue to encourage participation in the CIVICA compliments system, maintaining familiarity with system updates and supporting colleagues in its use.

Advance HR and workforce management expertise - Enrol on and complete the CIPD Level 5 Diploma in People Management to strengthen knowledge and skills in workforce planning and HR support. Apply learning to assist the Associate Director in managing approximately 174 staff within the remit of S-CAMHS.

Contribute strategically to recruitment and workforce discussions – Build on previous experience of managing HR files by supporting recruitment and induction of service leads. Contribute more strategically to workforce planning through active involvement in high-level executive meetings.

Develop digital capability and IT systems -Undertake further online IT courses to enhance technical skills and create service-specific digital resources (e.g., SWAY video user guides). Continue attending Digital Champion workshops to embed best practice and support colleagues in digital adoption.

Strengthen administrative and governance skills - Complete an online course in minute-taking to improve accuracy and efficiency in recording formal meetings. Ensure all Terms of Reference (TOR) are reviewed, updated, and approved annually to maintain governance standards.







		Nursing Midwifery Council (NMC) Revalidation



		[bookmark: Check6][bookmark: Check7]Are you on the NMC register?                                                       Yes    |_|       No    |_|



If ‘yes’ please refer to Appendix 1









		NMC Standards for Education 2018: Practice Supervisor / Practice Assessor (Nursing & Midwifery Staff only)



		

Please refer to Appendix 2









		Clinical Supervision – A guidance plan for nurses in Hywel Dda University Health Board



		

Please refer to Appendix 3









		General Comments



		What are my career aspirations for the next 12 months?



		To meet my development objectives and attain an advanced position within the NHS



		Summary (To be completed by Appraiser)



		Provide a summary of your overall assessment of the individual’s performance during the review period, including any areas requiring improvement.



		Michelle is a highly valued and very committed member of the SCAMHS Family and demonstrates a high level of competence and experience within her role. She is always willing to assist staff and goes the extra mile to support not only managers but any staff member that approaches her. It has been a pleasure to see how Michelle has grown into her role as Personal Assistant and her competence in IT and systems has been invaluable to me in my role. Michelle’s report writing is above and beyond, her attention to and professionalism in articulate detail to evidence and research impress me.  Her repots are of the standard of a band 7 or above.  Her evidence of wider reading and literature is evident. Michelle has, despite many health and personal challenges always been conscientious and committed to ensuring business continuity however sometimes she needs to take time to reflect and look after herself a bit  more.  I am happy to support Michelle to further advance her skills within work as the Digital Champion, project planning and shadowing senior managers to develop and I am very supportive in undertaking additional training in the Level 5 Diploma as this I know a role she would like to develop further . Thank you for your support. 



		Pay Progression (To be completed by Appraiser)



		Step 1

Is this PADR a pay affecting progression appraisal?     Yes |_|       No |_|   (if yes go to Step 2 below)

(See the All Wales Pay Progression Policy)

Step 2

Has the appraise achieved their objectives for the previous year and met the standards of the pay progression policy, see below?



		1

		Appraisee has achieved their objectives

		Yes

		|_|

		No

		|_|



		2.

		The appraisal process has been completed within the last 12 months and outcomes are in line with the organisation’s standards

		Yes

		|_|

		No

		|_|



		3.

		The appraise has achieved 100% compliance for mandatory training  

		Yes

		|_|

		No

		|_|



		4.

		There is no formal capability process in place for the appraisee

		Agree

		|_|

		Disagree

		|_|



		5.

		There is no formal disciplinary sanction live on the appraisee’s record

		Agree

		|_|

		Disagree

		|_|



		6.

		The appraiser must complete the Pay Affecting Progression Appraisal on ESR (See ESR MSS41 online training)



		Completed

		|_|



		

		

		

		











		I am committing to this by signing : Michelle Phillips

		Date: November 24



		My appraiser agrees by signing : Angela Lodwick

		Date: November 24



		Date of Next Review: November 25
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Sheet1

		Id		Start time		Completion time		Email		Name		Standard 1: Inclusivity - How effectively does Michelle get to know people as individuals to work together more effectively.		 What do you see as Michelle’s strengths in fostering inclusivity?		What areas could Michelle develop further to improve inclusivity?
		Standard 2 - Valuing Diversity - How well does Michelle actively seek and listen to diverse views and opinions?  .		What strengths do you notice in Michelle’s approach to valuing diversity?
		What areas for development could enhance Michelle’s ability to value diversity?		Standard 3 - Building Relationships-  How effectively does Michelle build purposeful working relationships and collaborate with wider colleagues?
.Statement 1		What strengths stand out in Michelle’s relationship-building?
		What areas could Michelle focus on to strengthen her relationship-building skills?		Standard 4 Sharing Knowledge - How readily does Michelle share her knowledge and expertise with others to solve problems?
.Statement 1		What strengths do you notice in Michelle’s knowledge-sharing?
		What areas could Michelle develop to enhance knowledge-sharing?

		Standard 5 Conflict Resolution -  How effectively does Michelle support others to resolve conflict and build trust before issues escalate?.Statement 1		What strengths do you see in Michelle’s conflict resolution approach?
		What areas for development could strengthen Michelle’s conflict resolution skills
		Standard 6 - Psychological Safety -  How well does Michelle encourage others to recognise when they need help, admit mistakes, and share concerns and ideas?
.Statement 1		Standard 6 - Psychological Safety -  How well does Michelle encourage others to recognise when they need help, admit mistakes, and share concerns and ideas?
.Statement 2		What strengths do you notice in Michelle’s promotion of psychological safety?		What areas could Michelle develop further to enhance psychological safety?



		1		11/16/25 17:46		11/16/25 18:02		anonymous				Very effectively		My observations of Michelle's strengths are that she includes all people in the projects or tasks she is undertaking ,takes time to communicate with them and supports them to access facilities by being welcoming and respectful.		Gaining more experience in project management 		Extremely well		respectful fair and emphatetic 		Experience in undertaking large project management 		Very effectively		Good communication , supportive  freindly and willing to go the extra mile to assist people 		Having more responsibility and  management expereince		Always		Responsive ,articulate  always willing to assist others and takes time to be  supportive 		Experience in managing larger teams and  responsibility for  management tasks		Neither effectively nor ineffectively		I have not been able to assess this in practice  but i beleive she would be fair and  equal in her approach , she is calm and mature in her approach 		Experience in  supporting staff through conflict /disciplinary situations ,acting the role of negotiating an outcome through collaboration and compromise 		Well		Well		she encourages staff to feel safe and this in turn allows them to explore areas of conflict etc 		Experience in large scale management 

		2		11/17/25 9:02		11/17/25 9:30		anonymous				Very effectively		Michelle actively listens with empathy, ensuring that all everyone feels valued and respected. She likes to work collaboratively. Her approach promotes equal opportunities for growth and development. Michelle she sets a positive example that strengthens trust with other colleagues. She is an excellent role model. 		Michelle should continue to learn and share her best practices and become a champion in areas to continue to build rapport with colleagues		Extremely well		Michelle genuinely respects people ensuring their their input is taking into consideration with open communication. Michelle is always fair and mindful about giving everyone equal opportunities and leads by example. 		Again sharing her learning and perhaps gathering feedback which could identify any gaps		Very effectively		Michelle is approachable and extremely supportive to others. She is a strong person and a great listener. 		Michelle is excellent at building relationships with people, suggest to continue with what she already does and reach out to other to build further relationships		Always		Michelle is always pro-active in sharing in knowledge, always willing to help others and communicates really well. 		Use structured channels, perhaps set up knowledge sharing sessions and using teams to share documents and learning which she probably already does. 		Very effectively		Michelle builds trust with people and handles sensitive situations really well with discretion and respect. Michelle is a good listener and is empathetic and would always be fair and want to come to a solution. 		Michelle would always work hard to ensure an early resolution perhaps suggesting joint problem-solving to create a solution and reflect and learn from past conflicts may help.		Extremely Well 		Extremely Well 		Michelle always shows respect and empathy and people would feel comfortable approaching her. Likes to lead by example. 		Regular check ins would be an extreme benefit, showing her own challenges would show others there is no harm to speak up and can do the same. 






image3.jpeg




image4.png
Bwrdd lechyd Prifysgol
Hywel Dda
University Health Board




