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[bookmark: _GoBack]ACTIVITY 1: HR Development Program
1.1. Introduction

On this activity I will be explaining the information related to the qualification, named CIPD Level 5 Diploma in Applied Human Resources, and providing evidence for each subject.

1.2. Key components of the programme

The CIPD Level 5 Diploma in Applied Human Resources is a Higher Apprenticeship qualification in Human Resources Management. 

It requires to join the CIPD (Chartered Institute of Personnel Development) as a Student Member. Not only this will increase the student’s professional credibility with employers but also gain access to learning and development tools, HR resources and discounts, such the Kogan website to buy books. The CIPD Membership Brochure can be found on EV1.

It takes approximately two years to complete, after which time the apprentice will receive a Certificate and will be able to use the letters AssocCIPD after their name.

This specific qualification is a 90 credit programme delivered by the University of Wales Trinity Saint David’s. The students will be learning in three different ways: 

· Carrying out their job
· Manager’s training
· Attending lectures

The lectures take place at the UWTSD Carmarthen Campus, on Wednesdays, once a month, from 9.30 am to 12pm, in room T&L5. More information regarding the programme can be found on EV2, EV3 and EV4.

In terms of assessments, they vary depending on the learning outcome of each module, being the most common assignments, reports, presentations and portfolios of evidence. See EV5 on the Matrix.

The UWTSD has an online learning platform called Moodle, where the students can find all the course information and the modules that will be studied. The qualification consists on sixteen modules, divided in five core modules, six knowledge-based modules and 5 competence-based modules. On every module we can find not only the learning outcomes of each one of them but also the recording of each workshop slides, their methods of assessment, mandatory and recommended reading and some examples of activities. The EV6 document contains the full Module Directory for the qualification.

1.3. Organisational arrangements

The total qualification time is 900 hours, divided in 450 guided learning and 450 self-study. 

The guided learning involves both off-the-job learning, which consists on attending workshops delivered by skilled staff along with other activities, and on-the-job learning, which allows the learner to show their skills and practice in their job.

The self-guided learning entails additional learning provided by the lecturers, to increase knowledge and be able to carry out the assessments. 

On EV7 on the matrix, we can find a table with the structure of each module, such as study hours and credits, which summarises the guided learning hours in attending the monthly workshops and completing activities from the learning plan (up to 3 hours per week). The self-directed learning will consist in 5-6 additional weekly hours. 

1.4. Codes of practice

Since this is a qualification by the CIPD (Chartered Institute of Personnel Development) delivered by the UWTSD, all the students have to be familiar and follow their respective codes of practice.
	
· CIPD Code of Professional Conduct: We can find it on the CIPD website, but also on EV8. The CIPD requires its members to adhere to some standards and behaviours. The main obligations are grouped as follows:

· Professional Competence and Behaviour
· Ethical Standards and Integrity
· Representative of the Profession
· Stewardship

· University Code of Conduct: This contains examples of unacceptable behaviours that will add up to a breach of discipline. It is not an extensive list, but the University can start disciplinary procedures related to other behaviours. There are also examples of the sanctions that can be applied; the full list can be found on the Student Disciplinary Policy. The University’s Code of Conduct document is attached on EV9, and the 3 main groups of examples of behaviours can be divided as follows:

· People: Physical misconduct, sexual misconduct and abusive behaviour.
· Property: Damage to property, unauthorised taking or use of property and causing a health and safety concern.
· University: Operational obstruction and reputational damage.

1.5. Key sources of further information

· Student Hwb: It is the website and mobile app where the student has access to different services from the University, (EV10) such as:

· Moodle
· Email
· Library
· One Drive
· O365 apps
· Teams
· UWTSD Student Guide
· Student Union
· Digital ID
· My TSD portal

· Quick links: Alternatively, most of the services above can be accessed through the “Quick links” https://www.uwtsd.ac.uk/quick-links/ (see EV11).

· Moodle: It is the University online learning platform where the students have access to all the programme modules, including learning materials, reading lists and information about the different activities and methods of assessment for each module. An example can be found on EV12.

· Distance learning guide: As this course requires self-learning from the student, the University also provides the Distance Learning Guide, where we find information about procedures, regulation and ways of support within the University. A copy of the guide can be found on EV13. 

This handbook makes a constant reference to the Academic Quality Handbook, and recommends the student to be familiar with chapters 5,6,7,8 and 13. It can be accessed on the following link: https://www.uwtsd.ac.uk/academic-office/academic-quality-handbook/
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ACTIVITY 2: THE CIPD HRP MAP

2.1. Introduction

The aim of this report is to describe the CIPD HR Profession Map, explaining the different bands, areas and behaviours which HR professionals will need in the future, focusing on the reasons why each behavior is considered crucial in Human Resources Practice. But, in order to do that, we need to define what HR Professionalism means.

2.2. HR Professionalism

According to Lester (2010), a professional is someone who has an expert or specialist skills or education, implements their own beliefs and conclusions and devotes to a series of values. This person does not have to be a part of a professional association.

The main aspects that differentiate the profession from occupation are:

· It is based on a form of knowledge that can be studied.
· The professionals apply their expertise, judgement and knowledge.
· It is supported by ethic principles.

In the United Kingdom and Ireland, we have a governing body for the HR profession, the CIPD, with its own code of ethics, but it is not compulsory for the HR professionals to become members in order to practice.

There is another approach to the definition of being professional, which is performing a job to a high standard. This takes us to the Four concentric circles of HR professionalism:

· Self-managing
· Managing in teams
· Upwards management
· Managing across the organisation

2.3. The CIPD’s HR profession map
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The CIPD’s HR profession map I will be referring to in this report is the one from 2013, although the CIPD has developed a new one since then, which we can find on the CIPD website, https://peopleprofession.cipd.org/profession-map.

This map outlines the skills needed to become a HR professional. They are divided in Professional areas, Bands of professional competence and Behaviours.

2.3.1. Professional Areas and Bands of Professional Competence

The CIPD Profession Map (2013) includes ten different areas, two core and eight functional, with the activities that the professional needs to do and the knowledge required for each band of professional competence. 

The core areas are aimed at all the HR practitioners, regardless of their experience or field. The first core area we find is insights, strategy and solutions, and the second core area is Leading HR.

Along with these core areas, there are eight functional professional areas, whose importance depends on the role HR practitioners have in the business. These are:

· Organisation design
· Organisation development
· Resourcing and talent planning
· Learning and talent development
· Performance and reward
· Service delivery and information
· Employee engagement
· Employee relations

From this list we can understand the HR profession’s variety. As one point of view, the professional’s task may be resourcing and talent planning, or it could be advising on any employee issues, but they all should be focused on both change and business.

Together with the professional areas, we find four levels of competence on the CIPD Map (2013), which correspond to the different levels of development from lower skilled to expert. These bands are classed from one to four, being one the professionals who concentrate on the current needs of the customer, and four, the ones who lead and develop the strategy.

2.3.2. Behaviours

The CIPD Map (2013) identifies eight behaviours which are fundamental to all HR professionals. Depending on the band the professional is at, the CIPD describes the activities they have to carry out to contribute to the success in the organisation. We can also find the indicators that show negative signs of each behaviour.

· Decisive thinker: The professional should be able to analyse and understand information and data in a quick way to distinguish the different options and make a strong and effective decision. An example could be when an issue occurs in an organisation and we have to proceed with an investigation, the professional chairing it should gather witness statements or proceeding with an investigation meeting. After that, the professional will decide the outcome, and this decision usually has to be made within hours of the meeting taking place.

· Skilled influencer: This person is capable of gaining the support and dedication from the stakeholders to seek the organisation’s principles. At the same time, they have to tailor their way of communicating to the different members of the company. An example could be when a line manager shares any procedures or new information to the staff with a different choice of words to make sure the staff understands properly. But when the manager attends a meeting with their superiors, the language used will be more professional.

· Curious: This is one of the key behaviours as businesses always are looking of new ways of improving, so HR professionals have to be open-minded and keen on looking for new alternatives for the future.

· Personally credible: It consists on building and delivering professionalism through the commercial and HR’s own experience to bring a significant meaning to the business. One example is when managers or HR specialists give feedback or advice on their staff performance or actions.

· Collaborative: In this case, a recent example of being collaborative has been developed with the Covid pandemic, as HR professionals have been working with people outside their organisations, such Health and Safety representatives from different councils, to create new policies to be implemented in the workplace, but also working with the managers in the workplace to ensure the measures are being followed and to provide support.

· Driven to deliver: This behaviour could be related to the one above, as HR specialists focused on delivering a series of new initiatives in the workplace.

· Courage to challenge: HR professionals have been confronted with unfamiliar circumstances due to Covid-19, such staff working from home, or having to adapt tasks for vulnerable staff.

· Role model: This would be one of the most important behaviours as the HR professional has to react impartially to any issues within the organisation, taking into consideration individual, business and legal factors.

2.4. Conclusion

The main aim of this report was to explain the meaning of professionalism and to look in depth at the CIPD Profession Map from 2013. The main aspect about HR professionals is that they must have a set of skills that they have to develop along with their knowledge and expertise, and they are supported by a code of ethics from the CIPD, which acts as a governing body.

After analysing the CIPD Profession Map (2013) we can establish that the Core Professional Areas and the Behaviours are essential to become a HR professional, whereas the Functional Professional Areas will depend on the professional’s speciality.
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ACTIVITY 3: PROJECT MANAGEMENT, PROBLEM SOLVING AND INFLUENCE AND NEGOTIATION
3.1. Introduction

In this activity I will explain the different ways I have dealt in 3 different scenarios: Project management, Problem Solving and Influencing and Negotiating.

3.2. Project management

According to Johns and Perkins (2016), HR professionals should know how to manage projects. They define five stages that must be completed. 

In 2016 I was approached by my HR Manager to help with the training of the new section managers in my region, as I was one of the most experienced managers. It would be a short project, but if it worked, I would become the training manager for the region for my department.

I was given two weeks to create a training plan, along with my tasks as section manager, for the manager who would come to work to my store. Analysing her knowledge from her training records, I produced a plan to go through the commercial aspects of the position together with the HR requirements as a Section Manager. I will explain in detail the different stages I followed.
1. Initiation: I was sent the employee’s training records and given the dates when the trainee would be in my store. I am not allowed to share any training records as they contain personal information. With this information I had a broad idea of what the training needs where. I also had the job description (EV14) and a table with the section manager commercial tasks for each day of the week (EV15).

2. Planning and design: The trainee was going to spend five working days in the store, so the timeframe was very limited. This required perfect planning to be able to go through the training plan but also to make sure customers were attended and any tasks deadlines were met. At the time I was not aware of any project management tools, like the Gantt Chart, and, as I was only given two weeks to prepare it, the only tool I used was my work diary, where I made notes of what needed to be done each day. I also created a table adapted to the days she was going to spend with me. (EV16)

3. Execution: The trainee worked the same shifts as myself, so she was shadowing me for the whole week, having to deal with unexpected circumstances as we went by.

4. Monitoring and controlling: As I executed the plan, I monitored all the training aspects and took notes for feedback.

5. Completion: After the employee left to go back to her store, I sent the feedback to herself and her line manager to ensure any aspects that needed further attention were followed up. (EV17)

I also evaluated my training plan and decided that I had to include more detailed information and templates that the new manager would need in the future. For the following managers, I made a folder with all the templates and paperwork needed.

Since then, I have been given the opportunity to carry on with this project up until last year, where the company changed the strategy in terms of new managers training.

3.3. Techniques for analysing and resolving problems

As we can read on https://www.mindtools.com/pages/article/newTMC_00.htm, having the skills to solve problems can make the individuals be more successful on their professional careers. It is fundamental for every manager to find a way of solving a problem.

At my workplace (retailer), the latest lockdowns have affected our way of working. During these periods, the company has focused on the online shopping, which was already developed in the stores but in a smaller scale, as an additional way of helping the store achieving its sales target.

Only a small operational team was involved prior to the stores closure in March 2020, so during the first lockdown only these members of staff were called back to work. After the stores reopened in June 2020, the business has taken a different approach in terms of online shopping, being now the priority of each store.
With this situation, we were faced with a problem. In order to find a solution, there are four steps to follow to solve the problem:
1. Defining the problem: As part of the senior management team, the main problem we identified was that we did not have enough staff trained to process the orders.

2. Generate alternatives: We needed alternatives which did not need hiring new staff, as our budget was fixed, so we focused on analysing the shop floor staff training and willingness to develop.

3. Evaluate and select alternatives: We used a “Pros and Cons” table with some of the staff that we already had working on the shop floor, their abilities and availability. Being a fast-paced environment, we needed a solution straight away, so we chose to train the new member of staff while supporting  the operational team with the most experienced staff from the shop floor on a temporary basis, until that new member was confident. (EV18)

4. Implementing solutions: As we moved this new member of staff to work in the operational department, we were faced again with a new problem, so we decided we would be working as a store instead of per departments, sharing all the resources available in the store wherever the priority is depending on the day.

3.4. Methods for influencing, persuading and negotiating with others

The CIPD Profession Map (2013) defines the skilled influencer behaviour as the ability to gain the cooperation and loyalty from the interested parties in order to achieve the organisation values.
Yemm (2008) maintains that HR professionals must have the following influencing qualities:
· Friendliness
· Empowerment
· Vision
· Build alliances
· Expertise and knowledge
· Bargaining skill

But there are also some negotiating factors that the HR professionals must identify:
· The aim of the negotiation
· What can be traded
· Offer alternatives
· Any relationship between both parties that can affect the negotiation
· Expected result
· Consequences of winning or losing
· Who has the power

As a Section Manager in a retail business, I have met various types of sales assistants, with different goals within the company. Two years ago, a full position became available in my department, to support me with the commercial aspects of the department but also to develop that person to become a manager in the future, so then I could keep growing within the company as soon as I had someone to take over my role.
In my team I had been working with different sales assistants on similar working hours, where they were all given similar objectives to achieve. They succeeded in different areas, so I chose the one who I believed had more talent in terms of commerciality. In one of our 121 meetings, I asked her about her future plans, and her answer was not what I would have liked to hear, being “I want to work to make money and go traveling around the world”, so I told her about my own experience in the company, how at the beginning it was a job just to pay the bills and travel, and after my line manager gave me the chance to develop my skills, it became my career. Academically speaking, she did not have any college or university degree, so she felt she could not achieve any higher position in the company than sales assistant.
We had a long chat about how the company is very keen on investing in training of their own staff to develop them into more responsible positions, no matter what their background is, as most of the knowledge can be provided. I talked about the advantages and responsibilities that came with the job, I was completely sincere with her, same as my manager was with me a few years back, explaining it would involve a big amount of hard work, but also the satisfaction of learning something new and being able to make commercial decisions for the department. I offered her a trial that would last for two weeks, as I still had time to cover the vacancy, where I would give her more responsibilities commercially speaking, as I had already seen that spark, but also supporting her anytime she needed, with the help of my fellow managers in the store.
As the two weeks trial came to an end, we sat in private to evaluate her work and gave her feedback. She admitted she had felt a bit stressed about wondering if she had made the right choice of product for the shop floor, but she felt very supported by the management team. She believed that it would be a very lonely job, but then she realised the amount of support she received on those two weeks and was very determined to work harder on her weaknesses and wanted to apply for the position.
This way I achieved the goal of influencing this person to change her mind about her career. But I have talked about her wanting to work on her weaknesses and the main problem that I had was her time keeping record. My line managers did not agree with me, as time keeping is essential in a manager, but it had been a few months since the last incident happened, and they were all related to public transportation.
One of the aims when covering this full-time position was that both General Manager and Deputy Store Manager would not have to support the department as often. We had already seen an improvement on the sales assistant’s time keeping as she was arriving half an hour earlier to her shift; with giving her the incentive of the future development she was going to make sure that it would not be a problem. I offered them the alternative of making this a temporary position for a few months to see how it worked for both parties, which they all agreed to, and if the result was negative, I would advertise the vacancy externally, as nobody else in the store at that precise time had the talent, skills or attitude for the position. My line managers and I agreed that developing from within is the best option within any business and seeing as she was already improving, they decided to go ahead with this trial for two months, realising the time we all would have to invest in recruiting for talent when we already had it in the company.
My line managers were the ones making the final decision, and I am glad to say this person has completed her manager’s training and is thriving on her commercial skills. She is awaiting to attend an interview for a section manager position in the store.
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ACTIVITY 4: TEAM DYNAMICS AND POLITICAL BEHAVIOUR

4.1.	Introduction

In this activity I will be explaining the importance of working in teams, their dynamics and the different theories by Belbin and Tuckman. It is also important to mention how political behaviour may impact on the organisations and what the best approach is.

4.2.	HR Professionals and Teamwork

The HR Professionals must develop skills related to the Collaborative behaviour from the CIPD Map (2013), which means to be able to work with fellow HR colleagues but also with groups and individuals from different backgrounds. They should also have the knowledge to resolve conflicts within the organisation. 

It is important that the teamworking is effective as it will bring profits in the productivity of the organisation and individual motivation. As groups are formed by individuals with different needs, this might cause conflicts. It is when the HR professional must collect information from each participant and highlight the problem, before they suggest possible solutions. They will have to discuss a successful solution which might require a commitment from both sides.

4.3.	Group / Team Dynamics

According to Watson (2016), a group is formed by individuals who work towards a common goal, with different factors like age, gender, culture, background, knowledge, skills and agendas. They are also influenced by diverse dynamics, such as power, leadership, structure and communication.

As Kurt Lewin defined in the early 1940s, the group dynamics describes the consequences that the positions and actions adopted by its members have on the other individuals belonging to the same group and on the group as an entity.
There are two theories to be familiar with: “Theory of team development”, by Tuckman, and the “Theory of team roles”, by Belbin.

4.4.	Belbin’s theory of the 9 Team Roles

Belvin and his team (1981, 2007) discovered that the high performing teams must have the 9 Team Role behaviours, all of them equally important but with different strengths and weaknesses. Each team member can acquire more than one team role. The different team roles behaviours are:

· The Coordinator
· The Resource Investigator
· The Teamworker
· The Plant
· The Monitor Evaluator
· The Specialist
· The Implementer
· The Shaper
· The Completer Finisher
The first step in a group formation is to complete a Belbin questionnaire (Self-Perception Inventory) and request feedback from managers and colleagues. See EV19 for my own Belbin questionnaire.

4.5.	Tuckman’s theory of Team Development

Current and future managers must gain the skills to enable building groups and teams to reach their potential. Tuckman (1965) described the path that the teams must follow to become high performing. I recently took part in a project in my workplace where we went through these stages:

· Forming: The team was formed by two managers and two sales assistants. We were called back to work in May 2020 to participate in a project to process online orders while the store was closed to the public. Our Head Office established the goal (complete pending online orders) and we analysed our strengths and weaknesses.

· Storming: After that, I was appointed as the leader as I was the most experienced manager, while having the support of the other manager on my days off. We listed the tasks that were to be completed daily, shared them with the other members of the team, and communicated daily with our regional team if any problem arose.

· Norming: As we all had common but also individual skills, we split the tasks according to them, explaining the importance of each one of us as essential part of the team to achieve results.

· Performing: Two days into the project we were fully functional, committed to the goal of increasing units of orders completed daily, where we all shared the responsibility.

· Mourning/adjourning: Just over one month later, we achieved the original goal. We will then start getting the store ready for reopening again, where we went back to the first stage of the group development, having more members of staff joining us.

4.6.	Political behaviour and its impact

Horn (2009) defines political behaviour as “Taking a particular view or position with the intention of personally gaining from that position”. 

A political approach is valid provided that the ends can be justified from the organisation’s point of view. Politics could be as useful way of getting things done, but it could have a negative impact on staff morale, employee commitment and working environment. The best option regarding political behaviour in an organisation is to run the operations as clear as possible. There should be an open communication to solve any issues with honesty from all parts involved.

Michael Jarret explains on his article The 4 Types of Organizational Politics (Harvard Business Review, 2017) that organisational politics stands for the diversity of activities performed by individuals where they make use of influence methods in order to improve organisational and personal interests. Those with political abilities are more likely to acquire more personal power, achieve job demands and manage stress, and their impact on the organisational results is superior. But executives tend to stay away from those activities as they might find hard to understand that they can be for the benefit of the company.

To deal with these challenges, it is key to know the political terrain and its four metaphorical areas, based on where the political activity takes place and its source of power.
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· The Weeds: Personal influence and informal networks. The key is to understand the networks by identifying the key brokers and the gaps, that can be filled by the executives, or join with the brokers to increase the influence. If the brokers actions are harmful, the executive may try to isolate them.

· The Rocks: Individual interactions and formal source of power. Instead of resisting the formal sources of power we should make use of them by attracting their interests.

· The High Ground: Organisational level and formal power. The rules and guidelines to that ensure that the company meets the legal requirements, but this can result to the company becoming inflexible. In that case, an external group may be brought in to analyse the issue which provide a different source of power and might even stimulate change and innovation.

· The Woods: Informal source of power and organisational level. As well as their guidelines and rules, companies also have implied standards or routines, that can provide security for the staff, bit may also be a confusing place where necessary changes get missed. The key here is to get the information from surveys or experts and get the team to analyse if they are benefiting or obstructing it.

4.7.	Conclusion

In terms of team working, every individual has an equal value, as they are all essential to the accomplishment of the goal, but they all have different roles according to their skills.

Regarding political behaviour in organisations, the best approach is to have an open communication and to run the operations as transparent as possible.
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ACTIVITY 5: SELF-ASSESSMENT AND PERSONAL DEVELOPMENT PLAN
5.1.	Introduction
In this activity, I will undertake a self-assessment on the CIPD website against the 2013 CIPD Profession Map at Band 2, to identify my professional development needs. After I will create a personal development plan, focusing on two professional areas and two behaviours.
5.2.	Findings
Following the self-assessment, it identified areas where I am exceeding as well as the emerging ones. The results are shown in the picture below:

[image: ]
	
Even if the results do not show any areas on the behaviours that are emerging, I will devise my PDP plan on developing the ones that scored the lowest, being these Curious and Skilled Influencer.
Regarding the core areas, I am meeting expectations on both of them, but I will focus my development on Insights, Strategy and Solutions, as I have been recently promoted to Deputy Store Manager and will be more involved in developing projects and analysing the store’s performance on a weekly basis.
There are also four functional professional areas where I must develop my skills. For the purpose of this PDP I will concentrate on Performance and Reward, as I find it very interesting to motivate the staff.

To make my PDP, I have followed the following steps:
1. Personal skills audit and identifying learning needs, by undertaking the self-assessment on the CIPD website.

2. Objective setting: Using SMART objectives.

3. Selecting opportunities for development.

4. Create an action plan with the activities, how they will be carried out, where and when they take place.

I also took the learning styles questionnaire, by Honey and Mumford (1986), which result can be found on document EV20 on the matrix.
My Personal Development Plan follows on the next page.

	
Development plan




	NAME:
	Maria Mellen Jimenez
	MEMBERSHIP NUMBER:       
	57501591

	COVERING THE PERIOD FROM:
	January 2021
	TO:
	July 2022



Planned outcome

Where do I want to be by the end of this period? What do I want to be doing? (This may be evolutionary or “more of the same”.)

	What do I want/need to learn?
	What will I do to achieve this?
	What resources or support will I need?
	What will my success criteria be?
	Target dates for review and completion

	Insights, Strategy and Solutions: Where to access legal information if required



	· Consult with HR manager about sources of information

· CIPD learning resources

· Attending workshop

· Core texts
	HR manager 


Lecturer

	To be able to find the legal information for the relevant issue
	May 2021

	Performance and Reward: The different elements of a reward package




	· Consult with Reward Specialist about the reward packages in our company

· CIPD learning resources

· Attending workshop

· Core texts
	HR manager 


Lecturer
	To be able to identify the different components of a reward package and be part of the team who reviews and improve them.
	February 2022

	Skilled Influencer: To learn effective negotiation skills





	· Complete an influencing styles questionnaire

· Negotiation skills course

· Books on negotiation skills
	Line manager
	To develop skills to be a successful negotiator
	July 2021

	Curious: Finding out about the connections between wider organisational issues and own role

	· Discuss with line manager or HR manager the current issues for my store and how my role impacts these
	Line manager
HR manager
	To be able to detect any issues and what I can do from my position to solve them
	September 2021






5.3. 	Reference list
Taylor, S. and Woodhams, C. (2016) Studying Human Resource Management. 2nd edition. London: CIPD. Accessed 30/12/2020.
CIPD (2020) The 2013 Profession Map. Available at: https://www.cipd.co.uk/learn/profession-map/2013-profession-map. Accessed on 30/12/2020.
CIPD (2020) Your dashboard. Available at: https://mycpdmap.cipd.co.uk/dashboard. Accessed on 31/12/2020.
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Induction Questionnaire   Diploma in Applied Human Resources   September   2020  

 Question  Answer  

1.  When, where and at what time will the course  be delivered?  On Wednesdays, once a  month, from 9.30am to  12pm ,  in room T&L5  

2.  How many modules form part of  the  programme?  16 modules  

3.  What are the term dates for this year?  23 rd   September 2020   30 th   September 2020   21 st   October 2020   25 th   November 2020   6 th   January 2021   3 rd   February 2021   3 rd   March 2021   24 th   March 2021   5 th   May 2021   9 th   June 2021   7 th   July 2021  

4.  What is Moodle?  It is the university online  learning platform  

5.  What is Eduroam?  Campus wifi  

6.  What is Turnitin?  It is an electronic service  used by lecturers and  students to prevent  plagiarism.    

7.  Do you know when you are  required to hand in  work?  Yes  

8.   What are the core texts for this programme?  Studying Human Resource  Management   Human Resource  Management: People and  Organizations   Introduction to  Employment Law.  

9.   Do you know how to access the library  catalogue?  Thro ugh the “quick links”  on the university website.  

10.   Do you know who to go to if you have a  question/concern about the course?  Julie Thomas  

11.   What is the name of the Training Adviser?  Carola Platz  

12.  What is the name of the course  lecturer?  Julie Thomas, Deborah  Rees and Rachael Jones.  

13.   Will you be expected to complete work outside  lessons?  Yes  

14.  Do you need to be a member of the CIPD?  Yes  


Microsoft_Word_Document.docx
Induction Questionnaire

Diploma in Applied Human Resources

September 2020

		

		Question

		Answer



		1.

		When, where and at what time will the course be delivered?

		On Wednesdays, once a month, from 9.30am to 12pm, in room T&L5



		2.

		How many modules form part of the programme?

		16 modules



		3.

		What are the term dates for this year?

		23rd September 2020

30th September 2020

21st October 2020

25th November 2020

6th January 2021

3rd February 2021

3rd March 2021

24th March 2021

5th May 2021

9th June 2021

7th July 2021



		4.

		What is Moodle?

		It is the university online learning platform



		5.

		What is Eduroam?

		Campus wifi



		6.

		What is Turnitin?

		It is an electronic service used by lecturers and students to prevent plagiarism.





		7.

		Do you know when you are required to hand in work?

		Yes



		8. 

		What are the core texts for this programme?

		Studying Human Resource Management

Human Resource Management: People and Organizations

Introduction to Employment Law.



		9. 

		Do you know how to access the library catalogue?

		Through the “quick links” on the university website.



		10. 

		Do you know who to go to if you have a question/concern about the course?

		Julie Thomas



		11. 

		What is the name of the Training Adviser?

		Carola Platz



		12.

		What is the name of the course lecturer?

		Julie Thomas, Deborah Rees and Rachael Jones.



		13. 

		Will you be expected to complete work outside lessons?

		Yes



		14.

		Do you need to be a member of the CIPD?

		Yes



		15. 

		What support is available for study skills?

		Study strategies, preparing for exams, presentations, writing assignments.



		16. 

		Do you know where the fire-exits and first aid points are for the building?

		Yes



		17.

		How many credits is the programme?

		90



		18.

		What is the length of the programme?

		2 years



		19. 

		Do you know where to find the student handbook and timetable? Where?

		Yes, on the Course Information Module on Moodle



		20.

		What academic level is this qualification?

		Level 5











Name: Maria Mellen Jimenez

Signed:

CIPD Membership Number: 57501591

Signature of Lecturer:  [image: ]

Date: 09/10/2020 and 12/10/2020
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EV7   CIPD Diploma in Applied Human Resources   Managing your Learning   The CIPD Diploma in Applied Human Resources is a 90 credit qualification with a Total  Qualification Time (TQT) of 900 hours.   The TQT   is   the number of hours it is estimated  that a candidate will take to complete a qualification from start to finish and includes  guided learning hours, self - study, preparation and assessment   (CIPD, 2017) .    Guided learning hours   includes o ff   and o n  the job lea rning.   Off - the - job learning   is characterised by formal or planned taught sessions   (workshops)   delivered b y qualified training staff   plus specified activities in your  learning plan ;      On - the - job learning   hours are those which enable the apprentice to demon strate  practical job - related skills and to practice and apply these in the context of the job.  This type of learning will   take place   in the workplace   and is also specified in your  learning plan .    ( Welsh Government , 2017)   Self - study (also referred to as sel f - directed learning in CIPD documentation)   –   this is  additional   reading/other learning  as chosen by you,   to expand your knowledge and  enable you to complete the assessments.  Reading lists are provided for each module  to help you with this.      The table belo w shows how each module is structured in terms of credits, guided  learning hours and self - directed learning.   

Module  Credits  Guided Learning  Hours  Self - directed  Learning  

Using a Research  Approach in Human  Resources  4  20  20  

Developing  Professional  Practic e in Human  Resources  8  40  40  

Understanding the  Contemporary HR  Function  4  20  20  

Understanding the  Business Context of  HR  4  20  20  

Understanding  Employment Law  6  30  30  

Understanding the  Management of 4  20  20  


Microsoft_Word_Document1.docx
EV7

CIPD Diploma in Applied Human Resources

Managing your Learning

The CIPD Diploma in Applied Human Resources is a 90 credit qualification with a Total Qualification Time (TQT) of 900 hours. The TQT is the number of hours it is estimated that a candidate will take to complete a qualification from start to finish and includes guided learning hours, self-study, preparation and assessment (CIPD, 2017). 

Guided learning hours includes off and on the job learning.

Off-the-job learning is characterised by formal or planned taught sessions (workshops) delivered by qualified training staff plus specified activities in your learning plan;   

On-the-job learning hours are those which enable the apprentice to demonstrate practical job-related skills and to practice and apply these in the context of the job. This type of learning will take place in the workplace and is also specified in your learning plan. 

(Welsh Government, 2017)

Self-study (also referred to as self-directed learning in CIPD documentation) – this is additional reading/other learning as chosen by you, to expand your knowledge and enable you to complete the assessments. Reading lists are provided for each module to help you with this. 



The table below shows how each module is structured in terms of credits, guided learning hours and self-directed learning. 

		Module

		Credits

		Guided Learning Hours

		Self-directed Learning



		Using a Research Approach in Human Resources

		4

		20

		20



		Developing Professional Practice in Human Resources

		8

		40

		40



		Understanding the Contemporary HR Function

		4

		20

		20



		Understanding the Business Context of HR

		4

		20

		20



		Understanding Employment Law

		6

		30

		30



		Understanding the Management of Employment Relations

		4

		20

		20



		Understanding the Link between Individual and Organisational Performance

		4

		20

		20



		Contributing to Improving Organisational Performance

		8

		40

		40



		Understanding Employee Engagement

		4

		20

		20



		Contributing to Employee Engagement in the Organisation

		8

		40

		40



		Understanding the Management of Change

		4

		20

		20



		Contributing to the Management of Change

		8

		40

		40



		Understanding Coaching and Mentoring in the Organisation

		4

		20

		20



		Contributing to Coaching and Mentoring in the Organisation

		8

		40

		40



		Understanding Resourcing and Talent Planning

		4

		20

		20



		Contributing to Resourcing and Talent Planning in the Organisation

		8

		40

		40



		Totals

		90 credits

		450 hours

		450 hours







How to manage your learning:

The above means that you will need to manage your learning as follows:

1. Attend the monthly workshops which form part of the guided learning hours.

2. Complete activities in your learning plan (2-3 hours per week) which also form part of the guided learning hours.

3. Read and prepare for your assessments (an additional 5-6 hours per week).



The Business School

12th September 2018
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Section Manager

To assist and support the qeneral Manager and Deputy Store Manager in the running
of @ department. To Lead the commercial and visual aspects of the departwment..

T

Reporting to: General Manager/ Deputy Store Manager

* To ensure that the shopfloor layout and new
lines are merchandised according to the
company guidelines.

*Analyse daily Information and reacts to it
accordingly.

* To be in charge of planning the commercial and
visual activity of the store in a daily/
weekly/seasonal manner.

*Works alongside the management team to
ensure that the best RFID practice is in place
at all times.

eControl products level in the store.

Commercial /

» To ensure a high level of customer service is
offered in the store.

«Monitor and support customer service action
plans.

« To solve and manage customer issues as they arise
and refer to the senior management

team when necessary.

» To understand and reinforce the company return
policy.

+ To support customer service with product
knowledge and awareness of the following;

- New arrivals

- Replenishment of best sellers

Offering alternatives

Visual

Customer

Service

Team

Management

Health &

Safety

* To lead and keep a high level of motivation
within the department.

« To guarantee the adequate induction and
follow up on training for new team members.

« To assist in the development and retention of
an effective team.

e To get involved in performance management of
sales assistants (l.e. sickness/ absence,

lateness, returns to work, etc).

*Managing and motivating the team to increase
sales and ensure efficiency.

 To be aware of the daily and monthly budgets
to meet and exceed them.

¢ To communicate with the management team
on a daily basis with information regarding
personnel and product.

* To ensure standards are maintained during the
day and at closings.

* To ensure good housekeeping is maintained
throughout all areas in the store and to ]
communicate with the senior management tea

case an incident happens. .
» To be aware of the risks employees and c
are exposed to and to be aware of ;
safe work practices and company p
overcome them.




image19.emf
EV15 Commercial tasks.jpg


EV15 Commercial tasks.jpg
COMMERCIAL ROUTINE

sy ——

Sales update on previous day /
previous weok
How are we doing for the month

Sale update | Sale update

Review new lines placement
Replace sold outs

Review new lines (placement/move)
Review sold out & replace
0 sales new lines

Remove Transfer Out
Product from the Floor

If Commercial Action with
photos

Action for week end

77 Analysis focusing on 5 key
subfamilies
Plan what to replace with
Transfer Out

Plan new lines
Transfers Processed by
deadline

Communication with PM Plan new lines

Buyers report (yesterday/last woek)
50% ranking
Locked 50% ranking
0 sales ranking (clothes & shoes)

Buyers report (yesterday/last 7 days)
50% ranking
Locked 50% by collection
0 sales ranking (clothes & shoes)

Ranking MQC for

Buyers report monoproduct

Ensure commercial reports are used
whilst doing move to avoid later
changes

Ensure commercial reports are
used whilst doing move to avoid
later changes





image20.emf
EV16 Section  Manager Training Plan.docx


EV16 Section Manager Training Plan.docx
SECTION MANAGER TRANING PLAN







		[bookmark: _GoBack]COMMERCIAL DAILY TASKS

		MONDAY

		TUESDAY

		WEDNESDAY

		THURSDAY

		FRIDAY



		

		Sales update

		Sales update

		Sales update

		Sales update

		Sales update



		

		Review new lines (clothes delivery)

		Transfer product to a different store

		Action central furniture move

		Place new lines (clothes delivery)

		Place new lines (shoe delivery)



		

		Place new lines (shoe delivery)

		Replace sold out product

		Plan new lines (clothes delivery)

		Plan new lines (shoe delivery)

		Weekend actions



		

		Replace sold out product

		Replace transferred out product

		Replace sold out product

		

		Replace sold out product



		

		Analyse rankings

		Analyse buyer report

		

		

		



		

		

		Plan central furniture move

		

		

		



		

		

		

		

		

		



		HR DAILY TASKS

		Recruiting: Vacancy authorisation, hours to cover.

		Input new starter in the system

		Induction Day: New Starter Checklist

		New starter 121

		Short term absence policy
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		Templates to use

		Personal and Training File

		Follow up 121’s

		Lateness policy



		

		Interview templates

		Documentation needed from new starter

		Risk assessments: New and expectant mothers ant work, young workers, night workers

		File notes

		Maternity leave
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MONDAY 22nd – 9-6



COMMERCIAL



· Sales update

· Review new lines

· Shoe delivery out

· Review sold out product





We went through all the reports above and did some practice. xxxxx helped planning some actions to improve the sales and understands the importance of having the shopfloor full.



We looked at the sold out report and explained the use of the “Last chance to buy” rail for those items that are still making money for the company.





HR



· Recruiting: 



· CVs: Hours to cover, experience, candidate’s flexibility.

· Templates to use





As xxxxxx has worked as a manager previously, she knows what to look for when she has to recruit. It is very important that she remembers that any vacancy needs to be authorised by HR before she arranges interviews. I showed her the templates that she needs to use, she has a copy of them.








TUESDAY 23rd – 10-7



COMMERCIAL



· Sales update

· Transfers out

· Replace sold out

· Replace transfer out product

· Buyers report analysis

· Plan central furniture move





We couldn’t do any practice regarding transfers out because menswear didn’t have any last week. However, ladieswear had one so I explained how to know where to find the transfer out product and store that is going to, how to create the document on 25R and how to create the boxes. She will need help in the next few weeks with this.



We also looked into the Buyers Report and planned actions for the following day.





HR



· Input New Starter in the System



· Print and fill in the New Starter Form Template

· Passport copy with stamp must be emailed to Payroll

· NI number

· Bank account

· Type of contract and weekly hours





I showed Aleksandra the template that we have to use  to enter a new starter in the system and the procedure to follow.








WEDNESDAY 24th – 8-5



COMMERCIAL



· Sales update

· Action central furniture move

· Plan New Lines

· Review sold out





We moved a few tables and collets, implementing the actions we planned from the 77 analysis and also looking at the new lines arriving the following day. It is very important to use the rankings when planning new lines so we don’t remove any items that even if they are not selling for us, they might be for the region.





HR



· New starter’s Induction Day: See New starter’s checklist



· P46

· Acknowledgement of receipt of Handbook

· H&S Online Course video

· H&S Induction Checklist





· Personal and Training File



· Personal File Checklist Template



· Risk assessments



· New and expectant mothers at work

· Young person

· Night worker

· Templates





We went through the New Start Checklist (see next page) where it states everything that needs to be done on the New starter’s first day. Also, I gave xxxxx a copy of the Personal File Checklist Template, and we talked about the importance of risk assessments, especially for young workers and expectant mothers, with a copy of both risk assessments and where to find them on the system. 



She will have to be involved in any situation that arises in the store, even if it’s not on her Department, so she can gain experience.















NEW STARTER’s CHECKLIST



1. Contract

· 2 copies

· Pension letter

· P46

· Acknowledgement of receipt of handbook

· Send back to payroll one copy of contract by post (recorded). New starter keeps the other copy.



2. Locker



3. H&S (video)



4. Signing in/out sheet



5. Fire exits



6. Accident Book and First Aid Kit



7. H&S Wall



8. Rota



9. Holidays request



10. Attendance and lateness policy: Store telephone number and speak to a manager.



11. Daily planner: Lunches and breaks, duration.



12. First 121






THURSDAY 25th – 7-4



COMMERCIAL



· Sales update

· New lines out

· Plan shoes New Lines





The deliveries were extremely big, as we work as a store, menswear folded delivery was not unpacked by opening time so we had to do this after, which delayed putting the new lines out until after our lunches. We updated some of the walls and tables with the new lines.



I also showed xxxxxxx how to scan the delivery boxes and how to confirm the deliveries on the system. Remember that it is compulsory to confirm the Delivery Notes before opening the store. 





HR



· New start training record

· 121

· File notes





I showed xxxxxx the templates we use in xxxxx, where to find them on the system and the importance of having 121 meetings with the staff so we can help them in their development. She is also taken home a copy of the file note template, and I explained situations where we use it. Unfortunately, we couldn’t do any practice on 121s due to lack of time, but xxxxxxx has had previous experience. She might need a little support on this.






FRIDAY 26th – 10-7



COMMERCIAL



· Sales update

· Place shoes new lines

· Actions for the weekend

· Review sold out and replace





We placed the new lines for shoes and implemented a few actions to improve the sales on Moccassins and Dressy shoes, looking at the rankings.





HR



· Short-term absence policy

· Lateness policy

· Maternity leave

· Templates





We had a look at the Short-term absence policy, lateness policy and maternity leave policy. We also had a look at the different types of leave, such as holiday, study, emergency dependant, etc. Unfortunately, we didn’t have any chance to do any practise on this. Aleksandra should be involved in any lateness interview or Return to work interview so she can gain experience. 





Overall, we focused a lot on Commercial and it would have been ideal to have her for another week so she could have showed me how she works. Ideally, she would have been running the shopfloor and planning all commercial actions having me supervising her, especially as she is new to the company. She has a copy of the commercial routine as a manager, so she knows what she needs to focus on each day and she can plan ahead when she has a day off.



Regarding HR, xxxxxxxx has a lot of experience, she only has to adapt now to our policies, so any chance to practice she has in the store she has to take it. I recommend she attends at least ER training so she knows what to do in case of having to be involved in a disciplinary meeting or investigation.



Looking forward to the next opportunity,









Maria Mellen
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	SUPPORT NEEDED IN OPERATIONS (ONLINE SHOPPING)

		Name

		Pros

		Cons



		W

		Reliable

Willing to help

Fast learner

		Fully flexible until September



		E

		Fully flexible

Fast learner

		Wants to work on shop floor not stockroom



		V

		Already trained

Very strong on shop floor

Commercial orientated

		Could only support once a week as needed on shop floor



		M

		Willing to help

		Fully flexible until September

Does not know stockroom layout



		New member

		Willing to do any job

		Full training needed











SUPPORT NEEDED ON DEPARTMENT



		Options

		Pros

		Cons



		Hiring 

		Extra person



		Not possible due to low sales



		Work as a store instead of by departments

		Share resources where needed most

Staff would learn more about the different departments



		Less specialised staff (mens and baby section)

Product training
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[bookmark: _Toc230678779]Belbin team type questionnaire



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



How to complete the questionnaire



On the following pages are a series of statements divided into seven sections.

For each section, distribute a total of ten points among the statements which you think best describe your own behaviour.   See the example below:



When involved in a project with other people:



		A

		I have an aptitude for influencing people without pressurising them 

		



		B

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

		1



		C

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

		3



		D

		I can be counted on to contribute something original

		2



		E

		I try to maintain my sense of professionalism

		



		F

		I am quick to see possibilities in new ideas and developments

		



		G

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

		1



		H

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

		



		I

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

		3





Your points may be distributed among several sentences as in the example above.  In extreme cases they may be spread among all sentences or ten points may be given to a single sentence.

At the end, there are further instructions on how to tally your score.


Section 1

What I believe I can contribute to a team



		A

		I think I can quickly see and take advantage of new opportunities

		



		B

		I can work well with a very wide range of people

		2



		C

		My specialist knowledge and experience is usually my major asset

		2



		D

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

		1



		E

		I can be relied upon to finish any task I undertake

		2



		F

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

		



		G

		I can usually tell whether a plan or idea will fit a particular situation

		1



		H

		I can offer a reasoned and unbiased case for alternative sources of action

		1



		I

		Producing ideas is one of my natural assets

		1








Section 2

If I have a possible shortcoming in teamwork, it could be that:



		A

		I am not at ease unless meetings are well structured and controlled and generally well conducted

		3



		B

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

		



		C

		I have a tendency to talk a lot once the group gets on to a new topic

		3



		D

		My objective outlook makes it difficult for me to join in readily and enthusiastically with colleagues

		



		E

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

		3



		F

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

		



		G

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

		



		H

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

		



		I

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

		1








Section 3

When involved in a project with other people:



		A

		I have an aptitude for influencing people without pressurising them 

		1



		B

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

		1



		C

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

		



		D

		I can be counted on to contribute something original

		



		E

		I try to maintain my sense of professionalism

		2



		F

		I am quick to see possibilities in new ideas and developments

		1



		G

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

		2



		H

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

		2



		I

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

		1








Section 4

My characteristic approach to the group is that:



		A

		I contribute when I know what I’m talking about

		2



		B

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

		1



		C

		I can usually find a line of argument to refute unsound propositions

		



		D

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

		2



		E

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

		



		F

		I bring a touch of perfectionism to any job I undertake

		2



		G

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

		



		H

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

		2



		I

		I maintain a quiet interest in getting to know colleagues better

		1








Section 5

I gain satisfaction in a job because:



		A

		I enjoy analysing situations and weighing up all the possible choices

		2



		B

		I feel that I am using my special qualifications and training to advantage

		3



		C

		I like to feel I am fostering good working relationships

		



		D

		I can have a strong influence on decisions

		1



		E

		I have a chance of meeting new people with different ideas

		



		F

		I can get people to agree on priorities and objectives

		2



		G

		I feel in my element where I give a task my full attention

		



		H

		I can find an opportunity to stretch my imagination

		



		I

		I am interested in finding practical solutions to problems

		2








Section 6

If I am suddenly given a difficult task with limited time and unfamiliar people:



		A

		I would feel like devising a solution of my own and then trying to sell it to the group

		1



		B

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

		



		C

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

		1



		D

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

		2



		E

		I like to read up as much as I conveniently can on the subject

		1



		F

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

		1



		G

		I would take the lead if I felt the group was making no progress

		2



		H

		I would open up discussions with a view to stimulating new thoughts and getting something moving

		



		I

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

		2








Section 7

With reference to the problems to which I am subject to in working in groups:



		A

		I am apt to show my impatience with those who are obstructing progress

		2



		B

		Some people criticise me for being too analytical

		



		C

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

		3



		D

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

		



		E

		I find it difficult to get started unless the goals are clear

		3



		F

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

		



		G

		I am conscious of demanding from others the things I cannot do myself

		2



		H

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

		



		I

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

		







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











Scoring

The table below is used to compile your Belbin scores.



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



Then add up your totals for each team role.



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

· Your primary team role (the one with the most points)

Implementer



· Your secondary team role

Completer



		
Roles

		Section 1

		Section 2

		Section 3

		Section 4

		Section 5

		Section 6

		Section 7

		Totals



		Completer

Finisher

		E 2

		I 1

		B 1

		F 2

		G 

		D 2

		C 3

		11



		Implementer

		G 1

		A 3

		H 2

		D 2

		I 2

		F 1

		E 3

		14



		Monitor

Evaluator

		H 1

		D

		G 2

		C

		A 2 

		I 2

		B

		7



		Specialist

		C 2

		H

		E 2

		A 2

		B 3

		E 1

		D

		10



		Co-ordinator

		D 1

		B

		A 1

		H 2

		F 2

		C 1

		G 2

		9



		Team worker

		B 2

		F

		I 1

		I 1

		C

		B

		H

		4



		Resource

Investigator

		A

		C 3

		F 1

		G

		E

		H

		I

		4



		Shaper

		F

		E 3

		C

		B 1

		D 1

		G 2

		A 2

		9



		Plant

		I 1

		G

		D

		E

		H

		A 1

		F

		2








Using the team type information



Now that you are more aware of your preferred style of working you can choose how to use the information.  



Playing to your strengths

Whatever your preferred team type, see it as a strength. 

Seek out tasks or projects requiring your skills.

Look for opportunities to work in teams that need your team-type to achieve the right balance. 



Become more flexible 

Remember the team type questionnaire shows your preferred style, this does not mean it needs to be your only style!

Think about your second, third, fourth choices - would you like to work more on these areas?

If you work in a team that does not have the right balance, could you think about taking on another team type role?

See other people’s team type as a strength and think about how you could work more effectively together

Seek out tasks and projects to develop strengths in other areas (often we prefer doing things we are good at)



Using the information with others

You now have information about your team type, and may wish to think about using the questionnaire within your own team

Explain what it’s all about – it’s not a test, it’s about individual preferences

Agree how you will all be able to use the information

Share your own team type – go first

Use the information to try out new ways of working together



A word of warning

Don’t become a self-fulfilling prophecy.  The questionnaire shows only your preferred style, it does not mean that you cannot operate in the other areas, only that given the choice you will adopt your preference.
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LEARNING STYLES QUESTIONNAIRE

(Honey & Mumford - revised 1986)



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



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





1.  I have strong beliefs about what is right and wrong, good and bad. /



2.  I often act without considering the possible consequences. x



3.  I tend to solve problems using a step‑by‑step approach. /



4.  I believe that formal procedures and policies restrict people. x



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



6.  I often find that actions based on feelings are as sound as those based on careful thought and analysis. x



7.  I like the sort of work where I have time for thorough preparation and implementation. /



8.  I regularly question people about their basic assumptions. x



9.  What matters most is whether something works in practice. /



10.  I actively seek out new experiences. /



11.   When I hear about a new idea or approach I immediately start working out how to apply it in practice. /



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



13.   I take pride in doing a thorough job. /



14.   I get on best with logical, analytical people and less well with spontaneous, 'irrational' people. /



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



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



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



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



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



20. I like to relate my actions to a general principal. /



21. In discussions I like to get straight to the point. /



22. I tend to have distant, rather formal relationships with people at work. x



23. I thrive on the challenge of tackling something new and different. /



24. I enjoy fun‑loving, spontaneous people. /



25. I pay meticulous attention to detail before coming to a conclusion. /



26. I find it difficult to produce ideas on impulse. /



27. I believe in coming to the point immediately. /



28. I am careful not to jump to conclusions too quickly. /



29. I prefer to have as many sources of information as possible ‑ the more data to think over the better. /



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



31. I listen to other people's points of view before putting my own forward. /



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



33. In discussions I enjoy watching the manoeuvrings of the other participants. /



34. I prefer to respond to events on a spontaneous, flexible basis rather than plan things out in advance. x



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



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



37. I tend to judge people's ideas on their practical merits. x



38. Quiet, thoughtful people tend to make me feel uneasy. /



39.     I often get irritated by people who want to rush things. /



40. It is more important to enjoy the present moment than to think about the past or future. x



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



42. I tend to be a perfectionist. /



43. In discussions I usually produce lots of spontaneous ideas. /



44.     In meetings I put forward practical, realistic ideas. /



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



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



47. I can often see inconsistencies and weaknesses in other people's arguments. x



48. On balance I talk more than l listen. x



49. I can often see better, more practical ways to get things done. /



50. I think written reports should be short and to the point. /



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



52. 	 I tend to discuss specific things with people rather than engaging in social discussion. /



53. I like people who approach things realistically rather than theoretically. /



54. In discussions I get impatient with irrelevancies and digressions. x



55. If I have a report to write I tend to produce lots of drafts before settling on the final version. x



56. I am keen to try things out to see if they work in practice. /



57. I am keen to reach answers via logical approach. /



58. I enjoy being the one that talks a lot. x



59. In discussions I often find I am the realist, keeping people to the point and avoiding wild speculations. /



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



61. In discussions with people I often find I am the most dispassionate and objective. /



62. In discussions I am more likely to adopt a ‘low profile’ than to take the lead and do most of the talking. /



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



64. When things go wrong I am happy to shrug it off and ‘put it down to experience’. x



65. I tend to reject wild, spontaneous ideas as being impractical. /



66. It’s best to think carefully before taking action. /



67. On balance I do the listening rather than the talking. /



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



69. Most times I believe the end justifies the means. x



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



71. I find the formality of having specific objectives and plans stifling. x



72. I am usually one of the people who puts life into a party. /



73. I do whatever is expedient to get the job done. /



74. I quickly get bored with methodical, detailed work. x



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



76. I am always interested to find out what people think. /



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



78. I steer clear of subjective or ambiguous topics. x



79. I enjoy the drama and excitement of a crisis situation. x



80. People often find me insensitive to their feelings. x



				(Honey and Mumford 1986)




















LEARNING STYLES QUESTIONNAIRE ‑ SCORING

(Honey & Mumford 1986)



	You score one point for each item you ticked. There are no points for items you crossed.

Simply indicate on the lists below which items were ticked.



		

		2

4

6

10

17

23

24

32

34

38

40

43

45

48

58

64

71

72

74

79

		7

13

15

16

25

28

29

31

33

36

39

41

46

52

55

60

62

66

67

76

		1

3

8

12

14

18

20

22

26

30

42

47

51

57

61

63

68

75

77

78

		5

9

11

19

21

27

35

37

44

49

50

53

54

56

59

65

69

70

73

80



		TOTAL

		7

		19

		15

		13



		

		Activist

		Reflector

		Theorist

		Pragmatist







	









	

	


Ring your scores on this chart and join up.



		Activist

		Reflector

		Theorist

		Pragmatist

		



		20

19

18

17

16

15

14

13

		20
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LEARNING STYLES ‑ GENERAL DESCRIPTIONS

Activists



Activists involve themselves fully and without bias in new experiences. They enjoy the here and now and are happy to be dominated by immediate experiences. They are open-minded, not sceptical, and this tends to make them enthusiastic about anything new. Their philosophy is: 'I'll try anything once'. They tend to act first and consider the consequences afterwards. Their days are filled with activity. They tackle problems by brainstorming. As soon as the excitement from one activity has died down they are busy looking for the next. They tend to thrive on the challenge of new experiences but are bored with implementation and longer-term consolidation. They are gregarious people constantly involving themselves with others but, in doing so, they seek to centre all activities around themselves.

Reflectors



Reflectors like to stand back to ponder experiences and observe them from many different perspectives. They collect data, both first hand and from others, and prefer to think about it thoroughly before coming to any conclusion. The thorough collection and analysis of data about experiences and events is what counts so they tend to postpone reaching definitive conclusions for as long as possible. Their philosophy is to be cautious. They are thoughtful people who like to consider all possible angles and implications before making a move. They prefer to take a back seat in meetings and discussions. They enjoy observing other people in action. They listen to others and get the drift of the discussion before making their own points. They tend to adopt a low profile and have a slightly distant, tolerant unruffled air about them. When they act it is part of a wide picture which includes the past as well as the present and others' observations as well as their own.

Theorists



Theorists adapt and integrate observations into complex but logically sound theories. They think problems through in a vertical, step‑by‑step logical way. They assimilate disparate facts into coherent theories. They tend to be perfectionists who won't rest easy until things are tidy and fit into a rational scheme. They like to analyse and synthesise. They are keen on basic assumptions, principles, theories models and systems thinking. Their philosophy prizes rationality and logic. 'If it's logical it's good'. Questions they frequently ask are: 'Does it make sense?' 'How does this fit with that?' 'What are the basic assumptions?' They tend to be detached, analytical and dedicated to rational objectivity rather than anything subjective or ambiguous. Their approach to problems is consistently logical. This is their 'mental set' and they rigidly reject anything that doesn't fit with it. They prefer to maximise certainty and feel uncomfortable with subjective judgements, lateral thinking and anything flippant.

Pragmatists



Pragmatists are keen on trying out ideas, theories and techniques to see if they work in practice. They positively search out new ideas and take the first opportunity to experiment with applications. They are the sort of people who return from management courses brimming with new ideas that they want to try out in practice. They like to get on with things and act quickly and confidently on ideas that attract them. They tend to be impatient with ruminating and open‑ended discussions. They are essentially practical, down to earth people who like making practical decisions and solving problems. They respond to problems and opportunities 'as a challenge'. Their philosophy is: 'There is always a better way' and 'If it works it's good'.



							° Honey and Mumford 1986
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