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Candidates should be encouraged to develop a matrix indicating how their evidence relates to each unit/module and learning outcomes/assessment criteria. This helps advisors and assessors to support candidates to draw links between units and encourage cross-referencing and the possible multi-use of evidence.

Evidence matrices can be developed using the unit/module and learning outcomes/assessment criteria, giving candidates an opportunity to link their evidence to each outcome. 

Another approach is to have a more generic form where candidates list evidence and tick relevant boxes to show coverage.

Whatever approach is employed candidates should be encouraged to complete these forms themselves and not expect assessors to do this for them.
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Activity 1 – Personal Statement

Introduction
This report describes the activities undertaken in preparation for commencing the Chartered Institute of Personnel Development (CIPD) Level 5 Diploma in Applied Human Resources. It provides evidence relating to key components of the programme and other related information. All evidence documents have been embedded into the evidence matrix.

Course Information
The Level 5 Diploma in Applied Human Resources is a two-year Higher Apprenticeship qualification, equivalent to the second year of a degree. The course is funded by the Welsh Government, administered via Coleg Sir Gâr and delivered by the University of Wales Trinity Saint David. The qualification is awarded by the CIPD and on successful completion of this course, I was be entitled to use the designation AssocCIPD.

Students are expected to complete 16 modules by undertaking their normal role; learning on-the job; and learning through study.

The course is assessed on written assignments for each module, including the completion of a Research Project in the first year. Details of the content of each module can be found in the Module Directory 2020-21 (Ev1.1b)

The University uses a Virtual Learning Environment, ‘Moodle’, which hosts course materials and through which students are expected to submit their assignments.

The academic year for 2020/21 is made up of two semesters, starting in September 2020 and ending in July 2021. The course timetable is accessed on Moodle. (Ev1.2b)

Full details of the course can be found in the Programme of Study Handbook (Ev1.3b)

Induction
The University Welcome event (Ev1.4b) provided general information about the University, its resources and requirements in relation to COVID-19. 

The course induction event introduced the programme of study, shared a welcome from the CIPD, provided information about University resources such as the Library and Student Services and detailed where and how to access all the information students would need to complete their course. This information is also available on Moodle (Ev1.5b)

Coleg Sir Gâr 
The Welsh Government contract out Apprenticeship programmes to Training Providers. Coleg Sir Gâr are the Training Provider for the CIPD Level 5 in Applied Human Resources. Coleg Sir Gâr require all new learners to complete an induction booklet (Ev1.6b) and to have regular progress meetings with a Training Advisor.

The Welsh Government require students to complete three Welsh Essential Skills toolkit (WEST) assessments in Numeracy, Communication and Digital Literacy. The results of my assessments are provided in the attached documents (Ev1.7b, Ev1.8b and Ev1.9c)

CIPD
The CIPD are the professional body for HR and people development (CIPD, 2020). Student membership (Ev1.10b) allows access to expert resources such as research, journals, factsheets and podcasts as well as career advice, networking and discounts. Members also receive a monthly copy of the CIPD’s magazine ‘People Management’. The attached document (Ev1.11b) provides direct links to key resources on the CIP website.

The CIPD also provide the core texts for this course (Taylor and Woodhams, 2016) (Ev1.12b). 

As part of its welcome to new students, the CIPD offer an induction session which I attended on 7th October. (Ev1.13b)

Codes of Conduct
The University, Coleg Sir Gâr and the CIPD all have their own Codes of Conduct which set out the expected behaviours and responsibilities of students and members.

The University sets out its Student Code of Conduct in the Programme of Study Handbook (2020, p13). It has also published a Student Charter on its website (2020)

Coleg Sir Gâr’s Student Code of Conduct is included in the Induction booklet on p24 (Ev1.14b)

The CIPD publish a Code of Professional Conduct (2020) on their website that it expects all members to adhere to.

Academic learning
To support my academic learning, I attended a session on Library Skills (Ev1.15b) which was particularly useful in providing an overview of access to books, journals, publications and newspaper articles, amongst other resources, via the University Library. Resources can be accessed on-line or hard copies of books can be booked out and made available for collection from the Library.

I also attended a session on Harvard referencing (Ev1.16b), which is the referencing style used for this course and am able to access the Harvard Referencing Handbook online when needed.

Work place learning
Since starting this course, I have signed up to receive the NHS Legal and Risk Services magazine ‘Illuminate’ (Ev1.18) and have attended a Health Education and Improvement Wales training event on Workforce Planning (Ev1.19).

Conclusion
In addition to the activities described above, I have also completed an induction questionnaire (Ev1.20) that evidences my understanding of various aspects of the course.
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CIPD. (2020) Available at https://www.cipd.co.uk/ (Accessed: 22nd November 2020).

CIPD. (2020) Code of Professional Conduct. Available at https://www.cipd.co.uk/about/what-we-do/professional-standards/code (Accessed: 22nd November 2020).

Taylor, S. and Woodhams, C. (2016) Studying Human Resource Management. 2nd edition. London: CIPD.

Taylor, S and Woodhams, C. (2016) Human Resource Management: People and Organisations. 2nd edition. London: CIPD.

University of Wales Trinity Saint David’s. (2020) ‘Codes of Conduct’, in Programme of Study Handbook. Available at https://moodle.uwtsd.ac.uk/mod/folder/view.php?id=297318. (Accessed: 22nd November 2020).

University of Wales Trinity Saint David’s. (2020) Student Charter. Available at https://www.uwtsd.ac.uk/studentcharter/. (Accessed: 22nd November 2020).
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Activity 2 - CIPD Profession Map and HR behaviours

Introduction
This report describes the CIPD 2013 Profession Map, the professional areas and competency bands that define the HR profession. It considers what it means to be a HR professional and the essential behaviours to being an effective HR professional.

The CIPD 2013 Profession Map
The 2013 Professional Map (hereafter referred to as ‘the Map’) sets out the knowledge and behaviours required for the HR profession. It encompasses 10 professional specialisms (CIPD, p8) that are the responsibility of all HR employees from practitioners through to strategists.

Figure 1 – CIPD 2013 Profession Map
[image: ]

To adapt to changes in the profession, a refresh of the 2013 Profession Map, The new Profession Map has been launched. The new map provides a tool for HR professionals to focus on their continuing professional development. CIPD advocate the continued use of the 2013 Profession Map for individuals who are studying with them.

Barker (2010) defines ‘professions’ as ‘categories of people from whom we seek advice and services because they have knowledge and skills that we do not’. That said then, HR professionals are specialists in their field, to whom others defer to for advice on HR matters. Taylor and Woodhams (2016, p75) suggest that a profession is often overseen by a Professional Body of practicing members and is underpinned by a Code of Conduct, which outlines expected ethical behaviours. The CIPD (2020) act as the Governing Body for the HR profession and has a Code of Professional Conduct that it expects all its’ members to observe.


The first two professional areas defined in the Map are core to the profession, in that they apply to all HR functions:
· Insights, Strategy and Solutions means learning about your organisation in detail, its’ aim, purpose and values, and to using this knowledge to identify and develop ideas that contribute to the delivery of its strategy. 
· Leading HR means demonstrating confidence and leadership, both in your own conduct and contribution and in supporting others to achieve their potential, using HR to positively influence the culture of the organisation.

The remaining professional areas are specialist functions that the HR profession use to discharge business and should be considered alongside the core areas.
· Organisation design is about ensuring that the organisation has the right people, in the right place at the right time.
· Organisation development means aligning strategy, workforce capability and processes to deliver objectives.
· Resourcing and talent planning means taking a strategic approach to recruitment and talent management.
· Learning and development is about developing sustained capability and knowledge for both individuals and the organisation.
· Performance and reward looks at designing and embedding a system that recognises and rewards performance and behaviours.
· Employee engagement focuses on fostering commitment and motivation from the workforce, actively engaging with employees and customers.
· Employee relations ensures a positive relationship with employees, treating individuals fairly and consistently.
· Service delivery and information is about fostering positive relationships with employees and supporting operational teams through the provision of specialist advice.

The four bands of competence define the levels of competence expected across each professional area. 
· One - generally administrative or ‘essential’ tasks;
· Two – acts in an advisory role, managing issues and problem-solving;
· Three – may lead a professional area, understands and addresses organisational level issues and considers the longer-term impact.
· Four – leads the organisation, instrumental in developing strategy and tackling challenging issues. 

This provides a framework for HR professions to design and develop their organisation’s capability. It is also a tool for individuals to use to identify their own development needs and provides a structure to map out the actions required to transition to the next level. 

The Map also sets out 8 behaviours that it expects all HR professionals to display; again, defined across the four bands of professional competence (see Figure 1). 
According to Taylor and Woodham (2016, p68) the HR profession is changing, shifting from a traditional administrative function to one that focuses on optimising the contribution that employees make to organisational success. Leadership behaviours are critical to employee motivation and, if right, will lead to better performance. 
Change management activities are often required for an organisation to deliver its’ strategy. Perkins (2019) suggests that influencers can ‘engage others, demonstrate the benefits of change and get people on board with organisational objectives’. Key to building trust amongst employees is credibility; HR professionals are often seen as being enforcers of policy rather than enablers of change or transformation. Roffey Park Institute (2014) outline the importance of HR professionals using “the ‘soft skills’ of influencing, interpersonal relationships, self-awareness, self-expression and presence”. 

HR professions need to work collaboratively; having a common goal and encouraging problem-solving will help to instil a sense of unity and empowerment amongst employees and lead to a sense of ownership of a problem or issue. 
HR professionals have a role in both being creative in their own thinking and using their influence to encourage employees to look at things differently and to find innovative ways to problem-solve. Gino (2018) suggests that many important breakthroughs and developments over the course of history have been as a result of curious thinking.

Problem-solving and analytical skills go hand-in-hand. HR professions need to be decisive thinkers, using data and information to identify solutions and back-up decisions. 

CIPD research on Transformational Change (2015, p25), identifies that in order to translate the organisation’s strategy into reality, managers should have the courage to challenge ‘behaviours and actions that are not vision-consistent’. Challenge needs to appropriate and respectful and delivered with self-assurance to instil confidence in others.

The CIPD Profession Map defines individuals who are driven to deliver as being determined and resourceful and who show purpose. It is essential that HR professionals believe that things can be achieved and are focused and motivated to deliver outcomes. 

Ultimately, HR professions should lead by example and demonstrate behaviours that align with the organisation’s values. As described by Melkonian in her article in People Management (2020), in these times of uncertainty, being a role model is more important now than it’s ever been.

Conclusion
The CIPD 2013 Profession Map sets out the key professional areas and competencies that define the HR profession. It also describes the essential behaviours to being an effective HR professional, behaviours that are not mutually exclusive but describe the critical factors of success for HR professionals.

The Map is a tool to help HR Professionals their own professional development. It is also a key resource for organisations to understand and develop their HR capability and to use this as an enabler to excellent performance and effective delivery of strategy.
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Activity 3 – Personal Statement

Introduction
‘Service delivery and information’ is one of the professional areas defined in the CIPD 2013 Professional Map (CIPD, p9). It sets out the requirement for HR professionals to use project management tools and skills to support service delivery.
Morton (2017) identifies a 5-step model for the successful management of projects: initiation and conception; planning; launch and execution; monitoring and control; and project closure.

Shortly following the WHO announcement that COVID-19 had been declared a global pandemic, the Health Board initiated a mass recruitment exercise for Nursing and Facilities staff. A comprehensive on-boarding and training programme commenced during March 2020 to ensure that the Health Board could meet the additional anticipated service demand.

Initiation & conception
I was asked by the Head of Workforce: Resourcing and Utilisation to support the Pre-employment Check (PEC) process for new recruits (Ev3.1). The PEC encompasses an ID check, Occupational Health Assessment and the collection of bank details for payroll. 

The brief was to establish a process for new starters to undertake their PEC and to arrange for the transportation of completed paperwork to Head Office for processing, on a daily basis. 

Planning
I was aware that new starters would be attending various sites to attend mandatory training and so liaised with the Learning and Development Manager to explore the opportunity to use the training sessions to undertake face-to-face checks. The normal process requires the individual to make an appointment at their nearest site, bringing all relevant documentation with them for checking. Given the urgency of the task and the high volume of new starters, this was not a viable option.

I developed a timetable, mapped to the Induction Schedule (Ev3.2) and training plan, to provide teams with a plan for the optimum take up of PEC checks at each site. (Ev3.3).

I was provided with HR leads for three of the four training sites and shared the timetable so that they could manage resources locally. Training was not required for these teams as undertaking PEC checks was part of their core business.

A significant number of new starters were attending a site where there was no Operational HR Team on-site to undertake the checks. As I was based on-site myself, I decided to establish a temporary team to support the process at this site, liaising with my Line Manager and my Team to secure a small Team of colleagues who agreed to assist with the checks.

Launch & execution
Ready for launch, I developed guidance (Ev3.4) for the Team to ensure that the PEC checks were undertaken in a consistent and efficient manner. This was supported by additional instructions on the specific requirements for the completion of each piece of documentation. 

I felt that it was important to be a part of the PEC Team, particularly given that staff were being asked to undertake a task that they may not have been completely comfortable with in the circumstances. I played a key role in collecting, checking and returning paperwork to new starters. This gave me direct exposure to some of the issues experienced both by the Team and by the new starters, particularly in terms of ensuring that all the relevant information was collected. I developed a form (Ev3.11) for the PEC Team to complete and return to the new starter that clearly set out what outstanding information they were required to submit.

Due to the large number of new starters the Team were seeing, it was important to keep a record of which new starters had undertaken their checks and which were outstanding so I developed a monitoring sheet (Ev3.10) to record progress.

The second part of the brief was to arrange for the transportation of all PEC documents from all sites to the Recruitment Team on a daily basis. I contacted Procurement who put me in touch with our existing Courier to discuss a solution. I secured a daily rate, with assurance that no matter how many journeys, the cost would not exceed this. This was approved by the Director of Workforce for 5 days whilst I was asked to work up alternative options (Ev3.5).

Monitoring & control
Working as part of the Team to undertake the PEC checks gave me direct exposure to some of the issues experienced both by the Team and the new starters, particularly in terms of ensuring that all the relevant information was collected. In response to this, I developed a form (Ev3.11) for the PEC Team to complete and return to the new starter that clearly set out what outstanding information they were required to submit, and to where.

Concerns were raised regarding social distancing and the risks of errors due to the high volume of paperwork being handled. As the team had been granted permission to use the training sessions as an opportunity to meet the new starters, any change to the process needed to be agreed by the trainers. I adopted a ‘win-win negotiation’ (Johns and Perkins, 2016, p85) approach to propose a solution that was acceptable to both parties, gaining buy-in by recognising that the alternative arrangements would mean less disruption to the training schedule. (Ev3.8).

As the initial Courier service was only approved for a short period, I needed to identify an alternative, cheaper solution. Following the four-step problem-solving approach (MindTools), I brainstormed alternative options for the transportation of paperwork, evaluated each option and selected a preferred option for consideration by the Director of Workforce. (Ev3.6 & Ev3.7). 

Project Closure
A review of the whole PEC process was commissioned by the Director of Workforce, with a view to moving to a virtual process in line with other NHS organisations across Wales. Three weeks after the start of the project, the requirement for face-to-face PEC checks ceased as notification was received that a new virtual process was being introduced the next day.
I immediately notified the Team that the project was closed and passed on my thanks to them for their support. (Ev3.9). There were a number of outstanding issues from the face-to-face checks that needed seeing through to completion which I dealt with so that the rest of the Team could return to their usual duties.

Conclusion
Whilst this project was short-term, fast-paced and highly intense due to the extenuating circumstances, by applying the five steps of project management, I ensured that the PEC process was successfully completed for all new starters.
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Activity 4 – Team dynamics and political conflict

Introduction
This report looks at the concept of team dynamics and the fundamental characteristics of an effective team. It looks at conflict and political behaviour in organisations and how this can have both a positive and a negative impact.

Work teams
Work teams are a group of people that work together to achieve a shared goal (Watson, 2014, p210) and that, significantly, are accountable as a group for their delivery. This is different to work groups, who are individuals working to a shared goal but with each working to their own remit and whom are individually accountable for their delivery.

Work teams will share information, problem-solve and plan their contribution together; in a care setting this could be a multi-disciplinary clinical team, responsible for an episode of patient care working collectively to ensure the best possible outcome for the patient.

Team dynamics
As described by Myers (Team Technology, 2013) team dynamics are the factors, such as values, beliefs and emotional needs that drive behaviour. Team dynamics can influence performance; positive team dynamics facilitate trust and collaborative working, whereas negative dynamics can cause conflict and lead to a demoralised team.

Considerable research has been done on defining the characteristics of an effective team. Pentland (cited by Watson, 2014, p224) suggests that communication is more of a factor in determining team success than the contributions of individual team members. This is backed up by research commissioned by Google (re:Work, 2015), which concluded that a cohesive team is not about who is on the team, but more about team interaction. 

In a TED lecture, Edmonson (2018) talks about ‘psychological safety’ as a key factor in successful teams. That is, creating an environment in which team members feel able to challenge, make decisions and take risks without fear of rebuttal or reprisal.

The CIPD discuss diversity within a team in their podcast ‘Building the best team’ (2014). In this podcast, the speakers suggest that having people with different skill-sets and points of view on a team will provide challenge and enhance thinking. Forsyth (cited in Taylor and Woodhams, 2016, p84) identifies that differing interests and priorities amongst a team has the potential to cause conflict and that the manager’s role in helping the team to understand their differences and to facilitate resolution is critical to avoid conflict. 

Developing an effective team
It’s clear that building a successful team does not come without challenge. Tuckman’s 5-stage model (cited in Watson 2014, p215) describes the developmental stages of forming a team as forming, storming, norming, performing and adjourning. Tuckman’s model describes an end-to-end process, looking at the behaviours of teams at each stage from the initial uncertainty of members, potential conflict and resolution through to a fully functioning, collaborative team.

Belbin (2010) identified nine types of team roles and categorised these into task-related, team-related and individual or thinking roles. Belbin identifies both strengths and weaknesses in the behaviours of each team role although recognises that successful teams need to include a combination of roles. Furthermore, different team roles are necessary at different stages of team development. Belbin (2010, p157-180) identifies a number of case studies where the Team Model has been used successfully in organisations to help understand team differences, ultimately leading to improved effectiveness. In their article for Training Journal (2014), Miller highlights how managers can use the Belbin Team Role model to recognise when how they can adapt their management style to progress through each stage of Tuckman’s team development model.

HR professionals play a key role in promoting teamwork and helping leaders to understand the factors that influence team effectiveness and in encouraging; for example, supporting recruitment to a team, team-building activities or building incentive and reward systems to recognise good team performance.

Political behaviour in teams
Given the different types of team roles and behaviours, it is inevitable that there will be conflict and political behaviour within a team. 

Rodgers (2008) refers to conversations that take place outside of formal structures as ‘informal coalitions’. Rodgers states that research into change management shows that less than a third of organisations do not deliver the anticipated outcomes as managers fail to recognise and manage internal politics.

Harvard Business Review (2017) categorise political behaviour into four domains: the weeds, the rocks; the high ground; and the woods. These domains are defined by whether political activity takes place at an individual or organisational level and whether the source of power is formal or informal. Behaviour within each domain can be positive or negative. Leaders must understand the political landscape and associated characteristics of each domain and adapt their leadership style accordingly to manage behaviours.

Politics in the workplace is often perceived as negative; unsurprising, given that it refers to the use of influence as a means to achieving a personal or organisational goal (Harvard Business Review, 2017) and is often considered as the behaviour of those in powerful positions or with particular business interests. 

However, conflict can be positive and, managed appropriately, can encourage team members to think differently, bringing new perspectives and solutions. Rather than avoiding dealing with conflict, managers should embrace it as an opportunity to resolve issues and encourage alternative solutions (Watson, 2014, p228 and Armstrong, 2016, p311). Armstrong advocates dealing with conflict in an open and transparent way, facilitating healthy debate to seek a resolution. Left unmanaged, political behaviour can result in a negative environment within the workplace and lead to demotivated employees and increased stress (Management Study Guide).

Politics within the workplace can result in unethical behaviours. HR practitioners are inevitably involved in organisational politics and have a duty to ensure that such behaviour does not impact on employees, particularly when in making decisions and in ensuring that organisation policies, such as terms and conditions, remuneration and access to training, are applied fairly and consistently.  

Conclusion
Clearly, team dynamics are critical to team effectiveness and managers need to carefully consider team roles when identifying new teams. Conflict and internal politics can impede the delivery of organisational objectives if ignored. However, positive intervention from managers can transform negative energy into alternative thinking and positive action that can contribute to the delivery of an organisation’s objectives.
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Activity 5 – Personal Statement

Introduction
This reports describes the steps taken to devise a personal development plan: the tools used to identify my learning needs and the objectives that I have set myself for my continuing professional development.

Whilst there are many definitions of continuous professional development (Woodhams, Perkins and Wilkinson, 2016, p109), essentially it can be described as an iterative process of developing, sustaining and recording one’s professional knowledge and experience.
 
The continuous professional development (CPD) cycle (CIPD, 2020) sets out 7 stages of the CPD cycle: identify; plan, act; reflect; apply; share; and impact. This report focuses on the planning stage and identifies the activities, with associated milestones and outcomes, which I need to take to achieve my career aspirations.

CIPD Self-Assessment
To inform my development plan, I undertook a self-assessment (Ev5.1) of my competencies against all professional areas and behaviours of the CIPD Professional Map (CIPD, 2013) at Band 2 Level. From that, I selected three professional areas: insights, strategy and solutions; leading HR; and organisational development; and two behaviours, ‘curious’ and ‘personally credible’.

I selected these areas based on my own understanding of my development needs, my interests within Human Resources and using the insights gained through completing a Learning Styles Questionnaire (Honey and Mumford, 1986) (Ev5.2), a Team Role Type Questionnaire (Belbin) (Ev5.3) and a communication styles questionnaire (Ev5.4).

Whilst the self-assessment shows I had additional development needs, such as employee relations and learning and development, I excluded these as I do not foresee an opportunity in my current role to progress in these areas over the next 18 months.

Learning needs identified
As I am relatively new to the HR profession, I felt that it was important to assess myself against both of the Professional Map core competencies. Whilst I have a good overall strategic understanding of the Health Board’s business through my current and previous roles, it is clear that I need to develop this insight further in the context of strategic HR. The four objectives I have identified in relation to the core competencies will allow me to develop my understanding of the contribution that HR makes to the delivery of the organisation’s strategic objectives.

During my time supporting the organisation’s Workforce Directorate, I have been particularly drawn to how the Organisational Development (OD) team contribute to the alignment of strategy with organisational culture. A piece of work I have recently been involved in made me think about the important role that OD play in developing the ‘mindset’ of the organisation to empower employees to make decisions, creating and growing a continuous improvement culture. The self-assessment summarised my knowledge as skills as emerging in this area. I have therefore identified two objectives relating to this area; the first aligns directly to a project that I have been asked to lead on and the second is about learning from the experts within OD on how to help managers deal with change. 

As part of my CIPD qualification, I will be undertaking a research project on the retention of medical staff. As this subject area aligns closely with the resourcing and talent planning professional area, I felt that it was important to assess my competencies in this. As a result, I have identified two objectives that will both support me to successfully deliver on this assignment and that will provide insight into an area of HR that I am not familiar with.

The outcomes of both the Honey and Mumford and Belbin questionnaires showed my tendency to adopt a pragmatic, practical and methodical approach to work. This aligns with my own thoughts in that I can be disinclined to take think about problem-solving creatively. I am aware that this is an area of development for me and therefore self-assessed against the ‘curious’ behaviour of the Professional Map, identifying two activities that would help me to start to think ‘outside the box’ when considering solutions.

Finally, I undertook a self-assessment against the ‘personally credible’ behaviour. In these current uncertain and constantly changing times, I believe that it’s essential to be credible, not only to more junior staff but also to peers and senior managers. I have therefore identified three objectives that will help me to understand how my behaviours impact on others, how I can develop behaviours that demonstrate the value of others contributions and how I can ensure the well-being and longer-term aspirations of team members. 

Conclusion
The activities described above have led to the development of a comprehensive personal Development Plan to cover an 18-month period to May 2002. This plan comprises of 12 SMART (MindTools) objectives and includes the support needed to achieve the objective, key outcomes and dates.

Once agreed with my Line Manager, I will progress through the CPD cycle stages to implement the plan, regularly reflect on my development and identify new learning objectives throughout the course and beyond.
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Timetable – CIPD Diploma in Applied Human Resources – Cohorts 3 and 4 
 
Cohort 3 started April 2020 
Cohort 4 start September 2020 
 


Date of 
Workshop 


Name of Module CIPD 
Code 


University 
Module 
Code 


Submission 
Date of 
Assessments 


Method of Assessment 


23rd 
September 
2020 


Induction for 
Cohort 4 only 


N/A N/A N/A N/A 


30th 
September 
2020 


Using a Research 
Approach in HR 


5CIHR BMPD5002 Part One -
19/10/20 
Part Two – 
5/7/21 


Part One - Written 
response.  
Part Two - Research 
Report. 


21st 
October 
2020 
 


Developing 
Professional 
Practice in Human 
Resources 


5CDPP BMPD5000 4/1/21 plus 
submission of 
updated 
Personal 
Development 
Plan in March 
2022.  


Portfolio of Evidence 


25th 
November 
2020 


Understanding the 
Contemporary HR 
Function 


5CMHR BMPD5003 1/2/21 Slides and notes pages 


December 
2020 


No workshop – 
optional 
tutorials/skills day 
will be offered 
instead.  


    


6th January 
2021 


Understanding the 
Business Context 
of HR 
 


5CBIC BMPD5001 1/3/21 Written report, analysis 
notes 


3rd 
February 
2021 


Understanding 
Employment Law 


5CELW BMPD5004 19/4/21 Written answers to 
questions 


3rd March 
2021 


AM: 
Understanding 
Employment Law 
PM: Recap on 
Research Report 


5CELW BMPD5004 19/4/21 See above 


24th March 
2021 


Understanding 
Coaching and 
Mentoring in the 
Organisation 


5KDCM BMPD5009 17/5/21 Briefing paper 


5th May 
2021 


Contributing to 
Coaching and 
Mentoring in the 
Organisation 


5ADCM BMPD5014 5/7/21 Portfolio of Evidence 


9th June 
2021 


Understanding the 
Link between 
Individual and 
Organisational 
Performance 


5KIOP BMPD5006 13/9/21 Slides and notes pages 


7th July 
2021 


Contributing to 
Improving 
Organisational 
Performance 


5AIOP BMPD5012 13/9/21 Portfolio of Evidence 







2 
 


22nd 
September 
2021 


Understanding the 
Management of 
Employment 
Relations 


5KCER BMPD5008 18/10/21 Written answers to 
questions 


20th 
October 
2021 


Understanding the 
Management of 
Change 


5KMOC BMPD5010 15/11/21 Slides or screen shots 
with notes pages 


10th 
November 
2021 


Contributing to the 
Management of 
Change 


5AMOC BMPD5015 3/1/22 Portfolio of Evidence 


8th 
December 
2021 


Understanding 
Employee 
Engagement 


5KEEG BMPD5007 7/2/22 Briefing paper 


12th 
January 
2022 


Contributing to 
Employee 
Engagement in 
the Organisation 


5AEEG BMPD5013 7/3/22 Portfolio of Evidence 


9th February 
2022 


Developing 
Professional 
Practice 


5CDPP BMPD5000 25/3/22 Personal Development 
Plan Update 


9th March 
2022 


Understanding 
Resourcing and 
Talent Planning 
(Cohort 4 only) 


5KRTP BMPD5005 25/4/2022 Written answers to 
questions 


27th April 
2022 


Contributing to 
Resourcing and 
Talent Planning 
(Cohort 4 only) 


5ARTP BMPD5011 21/5/2022 Portfolio of Evidence 


11th May 
2022 


Additional Skills 
Day (Cohort 4 
only) – only 
attend if advised 
by Carola Platz.  


    


 
 
Updated 17.4.2020, 8.9.2020.  
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Microsoft Teams Guidance

Induction April 2020 Video

(Also applicable to September 2020 starters.though please remember your first module workshop is 30th September and that al sessions are half day, in Carmarthen at the moment)

16 April 2020 at 14:49:41
Unive P Wales

Trinity

Updated Timetable for Cohort 3 (started Apri) and 4 (started September 2020)

Updated Timetable for Cohort 2 (tarted September 2019)

11 Programme Handbook 2020-2021 (applicable for Cohort 4)
Programme Handbook for Cohort 3 (Started April 2020)

Programme Handbook 2018-2020 for Cohort 2 (Started September 2019)
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CIPD Resources – direct links



Student Hub

https://www.cipd.co.uk/membership/students



Knowledge Hub – research, podcasts, topics, journals, bookshop

https://www.cipd.co.uk/knowledge



CIPD Community – discussion forums and blogs

https://www.cipd.co.uk/community#_ga=2.53094954.32453144.1523973171-1386311335.1498052046



Profession Map – 2013 & New

https://www.cipd.co.uk/learn/profession-map



The CPD Cycle

https://www.cipd.co.uk/learn/cpd/cycle



CIPD Wales

https://www.cipd.co.uk/learn/nations-regions/cipd-wales



South West Wales Branch – local branch events

https://www.cipd.co.uk/learn/branches/sw-wales
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REFERENCING HANDBOOK: HARVARD LLYFRAUSRHAGOR

Academic leaming
BOOKSBEYOND

To support my academic leaming, | attended a session on Library Skills (Ev1.15b) which
was particularly useful in providing an overview of access to books, journals, publications
and newspaper articles, amongst other resources, via the University Library. Resources can
be accessed on-fine or hard copies of books can be booked out and made available for
collection from the Library.

D150 4013020

Welcome

I also attended a session on Harvard referencing (Ev1.16b), which is the referencing style
used for this course and am able to ccess the Harvard Referencing Handbook online when
needed

Work place learning

Welcome to the 1% revised edition of the University of Wales Trinity Saint David’s
Referencing Handbooks!

Conclusion
] Induction questionnaire

Referencing accurately is an essential skill to learn during your studies, and these handbooks
are designed to support you in your learning and help you to navigate what can sometimes
seem quite confusing. The referencing handbooks are available for the four styles used at
UWTSD, with suggestions for further, in-depth resources and advice on getting support from
your Academic Liaison Librarian.
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Illuminate
NWSSP Legal & Risk Services


@LegalRiskWales


The recent  Employment Appeal Tribunal case of K 
v L examined whether the dismissal of a teacher  


(K) for reputational damage was unfair.


Employment Team Update 
October 2020


@NHSWalesEmpTeam


Background


In 2016  K, a teacher,  had his home raided 
by the police after they received information 
that   indecent images of children had been 
downloaded to an IP address at K’s home.  
A  computer which allegedly  contained 
suspicious   material   was seized by the 
police.  K and  his son,  who also lived at 
the address were questioned by the police.
K was charged  by the police  for possession 
of indecent images of children.  K denied 
the charges.


K had an  unblemished employment record 
and long service at the school where he 
worked.  K made the head teacher aware 
he was under police investigation and had 
been charged with  possession of indecent 
images of children.  K was subsequently 
suspended pending investigation by his 
employer. 


The criminal case  was  reviewed by the 
Procurator Fiscal  (as K lived in Scotland). 
After considering  the evidence the decision 
was  made by the Procurator Fiscal   not 
to prosecute K but to keep the case under 
review.


As part of the employer’s  investigation 
they had contacted the police to get  
information and evidence but had only been 
provided with a heavily  redacted summary  
which was of limited use.  The employer 
completed their investigation and  invited  
K to a disciplinary hearing.  The disciplinary 
hearing  was  to determine whether K was  
“involved in a police investigation into 


illegal material of indecent child images on 
a computer found within your home and 
the relevance of this to your employment 
as a teacher.”  There was no mention of 
reputational damage in the allegations 
although it had briefly been mentioned in 
the investigation report.


At the  disciplinary hearing K denied that 
he had downloaded the indecent images 
but acknowledged they had been found  
on a laptop seized  from his home. 


The disciplinary officer decided there was 
insufficient evidence  to conclude that K 
downloaded the indecent images. The  
disciplinary officer decided to dismiss K 
in any event.  The reasoning was “If in 
the future, either by criminal prosecution 
or otherwise it was shown that you had 
committed an offence involving indecent 
images of children it would cause the 
Council serious reputational damage if we 
continued to employ you in any post in 
circumstances whereby it became public 







2


knowledge that we were aware of the 
allegations against you yet continued to 
employ you.” 


The Law


There are five potentially fair reasons for 
dismissal contained within  Section 98(1)
(b), Employment Rights Act 1996 (ERA 
1996).These are capability, conduct, 
redundancy, or breach of a statutory duty 
or restriction,  and “some other substantial 
reason of a kind such as to justify the 
dismissal of an employee holding the 
position which the employee held” or more 
commonly known as SOSR.


Once an employer has demonstrated a 
potentially fair reason for dismissal,  in 
accordance with  Section 98(4), ERA 1996 
the Employment Tribunal will consider 
whether the employer acted reasonably 
in treating that as a sufficient reason to 
dismiss the employee.


Decision


K  made a claim to the Employment Tribunal 
for unfair dismissal and was initially 
unsuccessful. However,  he appealed  to  the 
Employment Appeal Tribunal  on the basis 
that he had been dismissed for reputational 
damage which was not mentioned in  the  
disciplinary paperwork and as a result his 
employer was not entitled to dismiss him 
for this reason. In addition, K argued that  
the school had purportedly dismissed him 
for misconduct rather than SOSR and  in 
order to do this they would have needed 
to conclude that K had downloaded the 
indecent images.


K was successful on appeal to the 
Employment Appeal Tribunal who 
determined that K had been  unfairly 
dismissed.


The  Employment Appeal Tribunal concluded 
it was not fair for the school to dismiss 
K for reputational damage  (SOSR). The 
reason was that  the allegation against  K 
at the  disciplinary hearing  was one of 


misconduct only. The Employment Appeal 
Tribunal agreed with K’s ground of appeal 
that   the school could not fairly dismiss 
him for misconduct when the disciplinary 
chair had found  insufficient evidence 
to conclude that K had downloaded the 
images.


The  Employment Appeal Tribunal 
considered whether K could have been 
dismissed fairly for reputational damage 
(SOSR)  rather than for misconduct and 
decided it could not in the circumstances 
as there was insufficient information about 
the nature and  seriousness of the  images 
and  no information from the police or 
Prosecutor Fiscal as to why K was  not 
prosecuted.


Conclusion


Whilst you can empathise and understand 
the  decision the school made to dismiss K   
in light of his role this does not  necessarily  
mean  that a dismissal will  be fair in 
accordance with Section 98 Employment 
Rights Act 1996.


Practical points to note;
•	 The importance of  clear  terms of 


reference in an investigation and  clear  
well framed allegations cannot be 
underestimated.


•	 Disciplinary chairs should be advised 
that they can only decide a sanction 
on the basis of the allegations before 
them.  The chair should not go beyond 
the remit of the investigation and the  
disciplinary allegations against the 
employee as the chair did in this case.


•	 If both misconduct allegations and  
reputational risk are present these 
need to be  set out separately and 
clearly in the  disciplinary paperwork  
and considered  independently  in any 
subsequent hearing.


•	 Reputational risk,  even if investigated 
and framed correctly  will not always 
mean a dismissal is fair  in accordance 
with section 98 Employment Rights Act 
1996.
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Diploma in Applied Human Resources

September 2020



		

		Question

		Answer



		1.

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

		The course will be classroom based (where possible due to COVID restrictions) delivered on the UWTSD Carmarthen site. Once a month, a new module will be introduced during a morning session between 9.30 and 12pm.



		2.

		How many modules form part of the programme?

		The programme is formed of 16 modules – 5 core modules, 6 knowledge based modules and 5 competence based modules.



		3.

		What are the term dates for this year?

		The University term dates for 2020/21 are 

21/09/20 – 11/12/20

04/01/21 – 26/03/21

19/04/21 – 09/07/21



		4.

		What is Moodle?

		Moodle is an electronic learning platform that provides students with a single access point to resources and personalised learning environments. All the course resources can be accessed via Moodle, as well as access to Turnitin and other University resources such as the Library.



		5.

		What is Eduroam?

		Eduroam is a roaming service that allows academics and students access to different campus’ and participating institutions without having to log in using separate credentials. 



		6.

		What is Turnitin?

		Turnitin is a web-based system that checks written work for similarities with other work to prevent plagiarism.





		7.

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

		Yes – the dates are on the Timetable.



		8. 

		What are the core texts for this programme?

		Taylor & Woodhams (2016) ‘Studying Human Resource Management’

Taylor & Woodhams (2106) ‘Human Resource Management: People and Organisations’

Daniels (2019) ‘Introduction to Employment Law’.



		9. 

		Do you know how to access the library catalogue?

		Via www.uwtsd.ac.uk or on Quick Links on Moodle.



		10. 

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

		If my question or query related to the course, I would contact Julie Thomas in the first instance. 01267 481000 or Julie.thomas@uwtsd.ac.uk.



		11. 

		What is the name of the Training Adviser?

		Carola Platz



		12.

		What is the name of the course lecturer?

		Julie Thomas, Rachael Jones and Deborah Rees.



		13. 

		Will you be expected to complete work outside lessons?

		Yes – I will be expected to undertake approximately 450 hours of self-study during the total qualification time.



		14.

		Do you need to be a member of the CIPD?

		Yes – as the Diploma is a CIPD qualification.



		15. 

		What support is available for study skills?

		Student Support Services

01267 676830

studentservices@uwtsd.ac.uk



		16. 

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

		Yes, explained in the induction.



		17.

		How many credits is the programme?

		90 credits



		18.

		What is the length of the programme?

		The length of the programme is just under 2 years – from September 20 to May 2022.



		19. 

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

		They are both on Moodle/My Modules/Course Information



		20.

		What academic level is this qualification?

		The CIPD Level 5 Diploma, is a Higher Apprenticeship qualification, equivalent to a second year of a degree.







Name: Sharon Richards

Signed: Sharon Richards

CIPD Membership Number: 5749381

Signature of Lecturer: [image: ]

Date: 27/10/2020

image1.jpeg








image22.emf
Ev3.1.docx


Ev3.1.docx


[image: ]

image1.png

s FW: Catch up Monday - Message (HTMI

Q Tell me what you want

N Prna
O Y Eveeting | ¥ > & N |
e eply Reply Forward Bjpore- | Move e | T
- A c i NS
Detete ] vz i = dting Zsom | Onetiote
Sharon Richards (Hywel Dda UHB - Principal Project Manager)  haron ichrds (ne Dds UFS -PrincpaProject Manager)

FW: Catch up Monday
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To: AG>; S0>; Sharon Richards (Hywel Dda UHB - Principal Project Manager) <sharon.Richardss0@wales.nhs.uk>
Subject: Catch up Monday

Hi,
Ihave a meeting with Lisa and Senior Team 9-10.30ish — can we regroup after this as | need some clarity around:

1) How we identify and track demand for posts/wte —who leads and how tracked and how this feeds into recruitment needs

2) How we feed in actual offers wte generated from recruitment and the deployment route to know how many more we need to recruit based on info available from (1) above
3) On-boarding/training schedule for new starters this week and support needed in L&D and on-site for manager led PEC checks (MAIN PRIORITY)

) On-boarding/training schedule for next week and week after and support needed in L&D and for manager led on-site for PEC checks

5) Update on ID card issue
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Covid-19 Express Induction Schedule







Number of staff ready for work, per day per County





		Ready For Deployment

Week Ending

		HCSW

		Porters/Registered Nurses

		Non Patient Handing 



		01/04/2020

		

		

		38 (C)



		02/04/2020

		

		32 (B)

		38 (E)



		03/04/2020

		

		32 (D)

		



		04/04/2020

		64 (A)

		

		



		06/04/2020

		

		

		38 (H)



		07/04/2020

		

		32 (G)

		



		08/04/2020

		64 (F)

		

		70 (K)



		09/04/2020

		

		

		38 (M)



		10/04/2020

		

		32 (L)

		



		11/04/2020

		64 (I)

		

		



		13/04/2020

		

		

		38 (P)



		14/04/2020

		

		32 (O)

		



		15/04/2020

		64 (N)

		

		70 (S)



		16/04/2020

		

		

		38 (U)



		17/04/2020

		

		32 (T)

		



		18/04/2020

		64 (Q)

		

		



		20/04/2020

		

		

		38 (X)



		21/04/2020

		

		32 (W)

		



		22/04/2020

		64 (V)

		

		



		Totals 

		384

		224

		406



























Committee Update Report Template version 1

Page 5 of 5

Carmarthenshire Model – Induction Schedule



		Activity/Person Responsible

		Monday 30/03/20

		Tuesday 

31/03/20

		Wednesday 

01/04/20

		Thursday 

02/04/20

		Friday 

03/04/20

		Saturday 04/04/20



		Induction 

Cheryl Raymond



		Group A HCSW x 64

		Group B 

Porters and RNs x 32



		Group D Porters and RNs x 32



		Group F

HCSW

X 64

		Group G Porters and RNs x 32

		



		

		

		Group C Domestics/

Catering/ laundry x 38

		Group E Domestics/

Catering/ laundry x 38

		

		Group H Domestics/

Catering/ laundry x 38

		



		Covid Skills to Care 

Trish Mathias-Lloyd

		

		Group A HCSW x 64

		Group A HCSW x 64

		Group A HCSW 

x 64



		Group F

HCSW x 64 Day 1

		



		Manual Handling Team 1 

		

		

		Group B Porters and RNs x 16



		Group D Porters and RNs

 x 16



		Group A HCSW x 32

Delegates to attend either Friday or Saturday. 16 per day



		Manual Handling Team 2

		

		

		Group B Porters and RNs x 16



		Group D Porters and RNs

x 16



		Group A HCSW x 32

Delegates to attend either Friday or Saturday. 16 per day



		Porters AM: On Site Specific Training

(Facilities)

		

		

		

		Group B

Porters and RNs  x 32

		Group D

Porters and RNs  x 32

		



		Domestics

Training Workshop 



		



		

		Group C Domestics 



		Group E Domestics 



		

		



		Laundry 

Workers

		

		

		Group C

Laundry Workers



		Group  E

Laundry Workers



		

		



		Catering Assistants

		

		

		Group C

Catering Assistants

		Group E

Catering Assistants

		

		



		RN’s Redeployment Day 1

		

		

		

		Group B RN’s info for Redeployment training

		Group D RN’s info for Redeployment training

		









































		Activity/Person Responsible

		Monday 06/04/20

		Tuesday 

07/04/20

		Wednesday 08/04/20

		Thursday 

09/04/20

		Friday 

10/04/20

		Saturday 

11/04/20



		Induction 

Cheryl Raymond



		Group I HCSW x 64

		Group K Domestics/

Catering/ laundry x 70

		Group L Porters and RNs x 32



		Group N

HCSW x 64

		Group O Porters and RNs

x 32

		



		

		

		

		Group M Domestics/

Catering/ laundry x 38

		

		Group P Domestics/

Catering/ laundry x 38

		



		Covid Skills to Care 

Trish Mathias-Lloyd

		

		Group I HCSW

 x 64

		Group I HCSW 

x 64



		Group I HCSW 

x 64

		Group N

HCSW x 64

Day 1

		



		Covid Skills to Care 

Trish Mathias-Lloyd - Team 2

		Group F

HCSW x 64

Day 2

		Group F1

HCSW x 32

Assessment Day

		Group F2

HCSW x 32

Assessment Day

		

		

		



		Manual Handling Team 1 

		Group G Porters and RNs x 16

		Group F2

HCSW x 16



		Group F1

HCSW x 16



		Group L Porters and RNs x 16



		Group I HCSW x 32

Delegates to attend either Friday or Saturday. 16 per day



		Manual Handling Team 2

		Group G Porters and RNs x 16

		Group F2

HCSW x 16



		Group F1

HCSW x 16



		Group L Porters and RNs x 16



		Group I HCSW x 32

Delegates to attend either Friday or Saturday. 16 per day



		Porters AM: On Site Specific Training

(Facilities)

		

		Group G Porters and RNs x 32

		

		

		Group L

Porters and RNs x 32

		



		Domestics

Training Workshop 



		Group H 

Domestics 



		

		Group K Domestics 



		Group M 

Domestics 

		

		



		Laundry 

Workers

		Group  H

Laundry Workers



		

		Group K 

laundry 

		Group M

laundry

		

		



		Catering Assistants

		Group H

Catering Assistants

		

		Group K 

Catering Assistants

		Group M

Catering Assistants

		

		



		RN’s Redeployment Day 1

		

		Group G RN’s info for Redeployment training

		

		

		Group L RN’s info for Redeployment training

		



















Carmarthenshire Delivery Model



		Activity/Person Responsible

		Monday 

13/04/20

		Tuesday 

14/04/20

		Wednesday 

15/04/20

		Thursday 

16/04/20

		Friday 

17/04/20

		Saturday 

18/04/20



		Induction 

Cheryl Raymond



		Group Q HCSW x 64

		Group S Domestics/

Catering/ laundry x 70

		Group T Porters and RNs x 32



		Group V

HCSW x 64

		Group W

 Porters and RNs x32



		



		

		

		

		Group U Domestics/

Catering/ laundry x 38

		

		Group X

 Domestics/

Catering/ laundry x 38

		



		Covid Skills to Care 

Trish Mathias-Lloyd

Team 1

		

		Group Q HCSW

 x 64

		Group Q HCSW 

x 64



		Group Q HCSW 

x 64

		Group V Day 1

		



		Covid Skills to Care 

Trish Mathias-Lloyd

Team 2

		Group N

HCSW x 64

Day 2

		Group N1

HCSW x 32

Assessment Day

		Group N2

HCSW x 32

Assessment Day

		

		

		



		Manual Handling Team 1 

		Group O 

Porters and RNs x 16



		Group N2

HCSW x 16



		Group N1

HCSW x 16



		Group T Porters and RNs x 16



		Group Q HCSW x 32

Delegates to attend either Friday or Saturday. 16 per day



		Manual Handling Team 2

		Group O 

Porters and RNs x 16



		Group N2

HCSW x 16



		Group N1

HCSW x 16



		Group T Porters and RNs x 16



		Group Q HCSW x 32

Delegates to attend either Friday or Saturday. 16 per day



		Porters AM: On Site Specific Training

(Facilities)

		

		Group O 

Porters and RNs x 32

		

		

		Group T

Porters and RNs  x 32

		



		Domestics

Training Workshop 



		Group P

Domestics 



		

		Group S 

Domestics 



		Group U

Domestics 

		

		



		Laundry 

Workers

		Group  P

Laundry Workers



		

		Group S

laundry 

		Group U

laundry

		

		



		Catering Assistants

		Group P

Catering Assistants

		

		Group S

Catering Assistants

		Group U

Catering Assistants

		

		



		RN’s Redeployment Day 1

		

		Group O RN’s info for Redeployment training

		

		

		Group T RN’s info for Redeployment training

		

















		Activity/Person Responsible

		Monday 

20/04/20

		Tuesday 

21/04/20

		Wednesday 

22/04/20

		Thursday 

23/04/20

		Friday 

24/04/20

		Saturday 

25/04/20



		Induction 

Cheryl Raymond



		

		

		

		

		

		



		

		

		

		

		

		

		



		Covid Skills to Care 

Trish Mathias-Lloyd

		Group V

Day 2

		Group V1

HCSW x 32

Assessment Day

		Group V2

HCSW x 32

Assessment Day

		

		

		



		

		

		Group V2

HCSW x 16



		Group V1

HCSW x 16



		

		

		



		Manual Handling Team 1 

		Group W

Porters and RNs x 16

		Group V2

HCSW x 16



		Group V1

HCSW x 16



		

		



		Manual Handling Team 2

		Group W

Porters and RNs x 16

		

		

		

		



		Porters AM: On Site Specific Training

(Facilities)

		

		Group W 

Porters and RNs x 32

		

		

		

		



		Domestics

Training Workshop 



		Group X

Domestics 



		

		

		

		

		



		Laundry 

Workers

		Group  X

Laundry Workers



		

		

		

		

		



		Catering Assistants

		Group X

Catering Assistants

		

		

		

		

		



		RN’s Redeployment Day 1

		

		Group W RN’s info for Redeployment training
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Timetable PECs

		CARMARTHENSHIRE

		Staff Group		Location		Checkers		31-Mar-20		1-Apr-20		2-Apr-20		3-Apr-20		4-Apr-20		5-Apr-20		6-Apr-20		7-Apr-20		8-Apr-20		9-Apr-20		10-Apr-20		11-Apr-20		12-Apr-20		13-Apr-20		14-Apr-20		15-Apr-20		16-Apr-20		17-Apr-20		18-Apr-20		19-Apr-20		20-Apr-20		21-Apr-20		22-Apr-20

		Porters & RN		Hafan Derwen		PMO Team 		Grp D RNs x 4		Grp B - Porters & RNs x 32 (16 booked)		Grp D - Porters & RNs x 32 (20 booked)								Grp G - Porter x 16						Grp L - Porters & RNs x 32								Group O - Porters x 32						Group T - Porters & RNs x 32								Group W - Porters & RNs x 32

		HCSW		School of Health Sciences		PMO Team 				Grp A - HCSW x 64
(Likely to be 50)		Mop up from yesterday if required								Grp F - HCSW x 64		Mop up from yesterday if required		Grp I - HCSW x 64		Mop up from yesterday if required								Group N - HCSW x 64		Mop up from yesterday if required		Group Q - HCSW x 64		Mop up from yesterday if required								Group V - HCSW x 64		Mop up from yesterday if required

		Non-patient contact staff		GGH - canteen		PMO Wk 1				Non-patient contact staff										Non-patient contact staff														Non-patient contact staff														Non-patient contact staff

		Non-patient contact staff		PPH - canteen		Medical Secretaries - Wk 1				Non-patient contact staff										Non-patient contact staff														Non-patient contact staff														Non-patient contact staff

		PEMBROKESHIRE

		Staff Group		Location		Checkers		31-Mar-20		1-Apr-20		2-Apr-20		3-Apr-20		4-Apr-20		5-Apr-20		6-Apr-20		7-Apr-20		8-Apr-20		9-Apr-20		10-Apr-20		11-Apr-20		12-Apr-20		13-Apr-20		14-Apr-20		15-Apr-20		16-Apr-20		17-Apr-20		18-Apr-20		19-Apr-20		20-Apr-20		21-Apr-20		22-Apr-20

		Porters & RN		Conference Centre		Joanne Wilson/Christine James - Wk 1				Group B - Porters & RNs x 32 (32 booked)		Group D - Porters & RNs x 32								Group G - Porters & RNs x 32						Group L - Porters & RNs x 32								Group O - Porters & RNs x 32						Group T - Porter & RNs x 32								Group W - Porter & RNs x 32

		HCSW		Pembrokeshire College		TBC														Group F - HCSW x 64		Mop up from yesterday if required		Group I - HCSW x 64		Mop up from yesterday if required								Group N - HCSW x 64		Mop up from yesterday if required		Group Q - HCSW x 64		Mop up from yesterday if required								Group V - HCSW x 64		Mop up from yesterday if required

		Non-patient contact staff		WGH Canteen		TBC				Non-patient contact staff										Non-patient contact staff														Non-patient contact staff														Non-patient contact staff

		CEREDIGION

		Staff Group		Location		Checkers		31-Mar-20		1-Apr-20		2-Apr-20		3-Apr-20		4-Apr-20		5-Apr-20		6-Apr-20		7-Apr-20		8-Apr-20		9-Apr-20		10-Apr-20		11-Apr-20		12-Apr-20		13-Apr-20		14-Apr-20		15-Apr-20		16-Apr-20		17-Apr-20		18-Apr-20		19-Apr-20		20-Apr-20		21-Apr-20		22-Apr-20

		Porters & RN		Tir Aeron, BGH		TBC				Group B - Porters & RNs x 32		Group D Porters & RNs x 32								Group G - Porters & RNs x 32						Group L - Porters & RNs x 32								Group O - Porters & RNs x 32						Group T - Porters & RNs x 32								Group W - Porters & RNs x 32

		HCSW		Coleg Ceredigion		TBC														Group F - HCSW x 64		Mop up from yesterday if required		Group I - HCSW x 64		Mop up from yesterday if required								Group N - HCSW x 64		Mop up from yesterday if required		Group Q - HCSW x 64		Mop up from yesterday if required								Group V - HCSW x 64		Mop up from yesterday if required

		Non-patient contact staff		BGH Canteen		TBC				Non-patient contact staff										Non-patient contact staff														Non-patient contact staff														Non-patient contact staff

				Covered

				Not covered

				Not needed





Timetable PECs 1-3 April

		CARMARTHENSHIRE

		Staff Group		Location		Checkers		31-Mar-20		1-Apr-20		2-Apr-20		3-Apr-20		Photocopier		Where to collect paperwork		Facilities/L&OD Contact		Where to return documents

		Porters & RN		Hafan Derwen		Nathan Davies, Wendy Jackson, Conrad Hancock		Grp D RNs x 4		Grp B - Porters & RNs x 32 (16 booked)		Grp D - Porters & RNs x 32 (20 booked)				Hafan Derwen		N/A		N/A		Resourcing Office, Workforce & OD

		HCSW		School of Health Sciences		Nathan Davies, Wendy Jackson, Conrad Hancock				Grp A - HCSW x 64
(Likely to be 50)		Mop up from yesterday if required				Hafan Derwen		N/A		N/A		Resourcing Office, Workforce & OD

		Non-patient contact staff		GGH - canteen		Angharad Lloyd-Probert, Amorelle Jones				Non-patient contact staff						Library/Hotel Services

		Non-patient contact staff		PPH - canteen		Medical Secretaries PPH				Non-patient contact staff						Library/Hotel Services

		PEMBROKESHIRE

		Staff Group		Location		Checkers		31-Mar-20		1-Apr-20		2-Apr-20		3-Apr-20		Photocopier		Where to collect paperwork		Facilities/L&OD Contact		Where to return documents

		Porters & RN		Conference Centre		Joanne Wilson/Christine James 				Group B - Porters & RNs x 32 (32 booked)		Group D - Porters & RNs x 32				Sealyham Building (Code C7645)

		HCSW		Pembrokeshire College		N/A										Pembrokeshire College		N/A		N/A		N/A

		Non-patient contact staff		WGH Canteen		Mandi Chesterman, Claire Sinnett				Non-patient contact staff						Library (Angie will be able to give you the code)/Hotel Services



		CEREDIGION

		Staff Group		Location		Checkers		31-Mar-20		1-Apr-20		2-Apr-20		3-Apr-20		Photocopier		Where to collect paperwork		Facilities/L&OD Contact		Where to return documents

		Porters & RN		Tir Aeron, BGH		Workforce				Group B - Porters & RNs x 32		Group D Porters & RNs x 32				Management Offices?

		HCSW		Coleg Ceredigion		Workforce										Management Offices? Coleg Ceredigion

		Non-patient contact staff		BGH Canteen		Workforce				Non-patient contact staff						Management Offices?
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Process for Pre-employment checks for new starters attending St David’s Park for training



Students attending Skills to Care (S2C) at Swansea University Health Science building



1. Trainers will provide students with a new starter pack on Day 1 of training. New starter pack will include:

· Front sheet containing guidance on what they need to do

· Commencement Form

· HMRC starter checklist

· NHS Pensions – new employee questionnaire

· Occupational Health Check Form

· Poly pocket



2. Students return their completed forms and ID on Day 2 and leave with the trainers in the main training office (G05) on registration.



3. PEC team collect packs from Health Science building at 9.30am and bring them to the Performance/Planning office. PEC team to confirm a return time for collection (lunchtime) with the Trainers.



4. PEC team undertake checks and photocopying of ID documents.



5. PEC team return ID at agreed time and pick up any queries with students.



6. If a student needs to provide more information/has failed to complete all forms/needs to provide additional ID please ask them to attend Canolfan Derwen at the end of the day or the following day. If they ring 90 4633 someone will come to collect them.



7. Students to return poly pockets on receipt of documents so that they can be re-used for the next cohort of students.



Students attending Moving and Handling training in Alun Ward

1. Trainers will provide students with a new starter pack first thing. New starter pack will include:

· Front sheet containing guidance on what they need to do

· Commencement Form

· HMRC starter checklist

· NHS Pensions – new employee questionnaire

· Occupational Health Check Form

· Poly pocket



2. Students will be given time during their lunchbreak to complete the forms and hand completed documents and ID to their trainer.



3. PEC team to collect packs from the Trainers office in Alun Ward at 1.30pm the same day.



4. PEC team undertake checks and photocopying of ID documents.



5. Students attend Canolfan Derwen at the end of their training to collect their documents. This will be between 4pm and 5pm. Student to dial 90 4633 and are asked to come through the door and wait until someone comes out to them.

6. PEC team to return ID documents to students where there are no outstanding queries.



7. Where there are outstanding queries, students can be shown to a desk to make any amendments to their paperwork, keeping in mind social distancing.
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FW: New Courier Service Hywel Dda Health Board - Message (HTML)
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Froms Shaton Richars (e D UK - rinciol Proec Mnscer
‘Sent: Thurscay, Ao 02, 20207:16 P4
Tor

e AT; 507
‘Subject:New Couriar S Hywel Dda Heslth Bcard

Further o ur dcusson this

033 Univrsiy Healthsoard to Canlfan Darwen, Carmarthen

o, regerding ' da par wesk courir servic beeen the four scute stes seros

sppr - gien orthes arangements from comorrow 3 Aprl 2020 untl Wednesday 5% Aprl 2020/ Thorsday Sth moraing dlivery. This'

o sllow time s 10 reiew theprocess and 1o st

Service dtais

collecson
Monday —rigay st spmfrom th fllowingstes:
. General Hospital, berystuyih, 5¥23 168 cons
. Hospital,Carmarthen, contact 1
. saiasar S
+ Workforce & 0D, Sslyham sulding Withybush GeneralHospial, Haverfrdwest, Sa61 262 o

s o b adressed o Resourcig, Canolfan Derwen,Hafan Derwen, 5 Davd'spark, Carmarthe,

308m 2 Resourcng, Workforce 3nd 0D, Canolfa Deren,Hafan Daren, 5 Dai'sFar,iosswell 039, Camarthen, 5431 385

il on 305292 or 305230 (1 have putasgn 5 on the oo,

Maimam price sgre er da £, with s to rduce by nking i with ther

i

<k fyou

snyfurthernformtion laae contact me tomerrow on 01267 266275,
1 Would be grateful 1 you could confirm you ae abe o provide the service 2sset out above 25 s00n 35 posine

Many thanks

S

1 of documents

o 0 https://moodle.uwtsd.ac.uk/course/view.php: ction-3 ~ ¢ || search. o~ @®
0 Course: CIPD Diploma in A. O
257102000 95 ® Google Scholar T Healthier Mid and West W... € Hywel Dda University Hea. Home - Hywel Dda Univer... 47 Tebleau Server ] Hywel Dda UHB ~ Access 7 % v B v @ v Pagev Safetyv Tooksv @
= e HOME n My Modules ~ Moodle Archives ~ English (en) ~ 4 g Sharon Richards -
On completion of this unit, learners will
1 Understand the components of a specific HR career development programme.
2 Understand the range of HR roles and behavioural requirements of HR professionals.
3 Be able to manage self and workload to meet performance requirements.
4 Be able to work collaboratively with others, as a member of a team or working group.
5 Be able to apply CPD techniques to devise,
No recent activity
[ Learning Plan DPP 2020 - Cohorts 3 and 4
[0 Mark sheet DPP 2020 - Cohorts 3 and 4 Your session is about to time out. Do you want o extend
. . your current session?
[ Assessment Activity for Developing Professional
[ Additional Guidance - Assessment Activity SCDP
[ Guidance for Activity 6 - Final Activity O

Please refer to this document to help you meet the requirements of the final activity for DPP (due at the end of your course).

" Cohorts 3 and 4 Workshop slides October 2020
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COVID-19 – Workforce Bronze Group – decision needed

		Situation

		The 1000+ new members of staff being recruited across the Health Board will all need Pre-Employment Checks (PEC) before they can start in post. 



PECs are being carried out at the four acute hospital sites. However, PECs documents need to be transported to the central resourcing team at Hafan Derwen for processing. 



As an interim solution, a courier service is being used to transport PECs documents to Hafan Derwen. However, funding for this has only been agreed until Thursday 9th April 2020. 



A timely, flexible and reliable process is needed to transport PECs documents from the four hospital sites to Hafan Derwen to maintain a steady flow of new starters. 



Scanning PECs documents and emailing them to the central resourcing team is not viable across all sites because of staff capacity and concerns about security. 



XXX already provides a daily courier service for the Health Board. XXX can provide a flexible service to meet the transport needs of the PECs process. 





		Key Issues

		Approval is sought to: 



· Commission XXX to transport PECs documents from the four acute hospital sites to Hafan Derwen for processing at a maximum cost of £xx for the period 9th April to 30th June 2020. (Option 2)

· Commission XXX to provide a service over the Easter Bank Holiday weekend as required. This will be charged at £xx per day as there are no Courier runs to GGH on these days. Total runs will be dependent on any training courses being run over the weekend. This has not been finalised. 





		Recommendation prepared by:

		Nathan Davies/Sharon Richards, Programme Management Office, 7th April 2020, 16:20pm. 





		Pace of decision needed

		ASAP- Funding for the current process to transport PECs documents has only been agreed until Thursday 9th April 2020. New arrangements need to be agreed and in place by then. 
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Transportation of Pre-Employment Check documents from acute sites to Hafan Derwen



Introduction 

Pre-Employment Checks (PEC) are being carried out for new starters at the four acute hospital sites. PEC documents need to be processed by the central resourcing team at Hafan Derwen (HD) on a daily basis (minimum Mon-Fri) to maintain steady flow of new starters through the appointment process. 



A bespoke courier service is currently being used as an interim solution. This has been agreed on a short-term basis - the last delivery will be on Thursday 9th April 2020. This service costs a maximum of £xx per day. However, there would be scope to reduce the daily cost if the service could be linked with other delivery runs. 



Options



Option 1 - Bespoke courier service 

To continue with the bespoke courier service at a cost of £xx per day. Total cost from 9th April to 30th June would be approximately £xx.



Option 2  - Utilising the existing courier service

There is already a Monday to Friday courier service in place with XXX.  The current operating times for the XXX service are:



		

		BGH

		WGH

		PPH



		Depart site

		10:30am 

		9:30am

		11:00am



		Arrive GGH

		12:30pm

		10:30am

		11:45am







There is an existing internal daily postal run from GGH to Hafan Derwen. This leaves GGH at about 10:00am and so is not a viable option if documents are to be received at Hafan Derwen the same day. 



XXX have agreed that they could put on an additional delivery to Hafan Derwen before/after the usual delivery to GGH at a cost of £10 per journey.



The maximum cost to link in with the existing XXX courier service from 9th April 2020 to 30th June 2020 would be £XX.



There are well-established relationships between staff at XXX and the Health Board resulting in clear and transparent communication. This could help resolve any queries or concerns with the new courier service quickly and effectively. XXX are accustomed to transporting sensitive and personal information and data. 



XXX is a flexible service. This could be useful for the transportation of PEC documents. Some training sessions for new starters are being cancelled; others have variable numbers of people attending, e.g. due to participants dropping out. Therefore, if there were no PEC documents to collect or transport on any given day, the XXX service would still run as normal - it would just not need to collect and transport any PEC documents. 



XXX have reported that they are taking as many practical measures as possible to maintain social distancing, e.g. staff are working on set-days during the week to minimise contact with other staff. 



Option 3 - Scanning PEC documents on site and emailing them to central resourcing



Feedback on this option was sought from the hospital sites: 



BGH 

Scanner available. BGH already copy / scan some PEC documents so staff are accustomed to the process. There is sufficient staff resource and capacity to scan documents on site and email them to the central resourcing team. It may be safer, in terms of information governance, to scan documents on site and email them rather than send documents via a courier. 



GGH

Scanner available. No capacity to scan PEC documents as staff are already carrying out the additional PEC and would not have time to scan and email documents. Each document needs to be scanned individually, further adding to the amount of time that scanning takes.  



Although information governance processes should be in place for scanning and emailing PEC documents, there are concerns about security. 



PPH 

Scanning documents is not considered a realistic option at PPH. 



WGH

It may be possible to identify a scanner for this at WGH. However, capacity to carry out the PECs and scan the documents would be an issue. There are also concerns about staff being able to maintain social distancing when using scanners / photocopiers.



Option 4  - Staff transportation of documents

A number of concerns have been raised regarding this option notably relating to Information Governance, such as adhering to Data Protection and confidentiality legislation. For example, the documents would need to be transported in line with, e.g. GDPR and the 6 Caldicott Principles. 



Under the current circumstances, it may not be prudent or appropriate to rely on staff to transport PEC documents in case of, for example, redeployment or self-isolation. There may be cost implications, e.g staff expense claims.



Option 5 - Royal Mail Special Delivery

Two Royal Mail services guarantee next working day delivery: 

· Royal Mail Special Delivery Guaranteed by 9am

· Royal Mail Special Delivery Guaranteed by 1pm



Due to increased absence levels, delivery for Special Delivery Guaranteed by 9.00am the next working day will change to by 12.00pm and delivery for Special Delivery Guaranteed by 1.00pm will change to by 9.00pm.



In order to calculate approximate costs to use the Royal Mail service, certain assumptions have been made. It is assumed that up to 1,500 sheets of paper may need to be transported daily. If each hospital site has the same level of demand, each hospital may need up to 375 sheets of paper transported daily. It is also assumed that the 375 sheets of paper weigh approximately 1kg. 



Based on these assumptions, it would cost £17.10 per hospital site per day (Monday to Thursday collection) to send the PEC documents to Hafan Derwen. For Friday collection (for guaranteed Saturday delivery), it would cost £19.60 per hospital site per day. 



In total, it would cost £68.40 each day (Mon-Thurs) to transport PEC documents from the hospitals to central resourcing and £78.40 to transport the PEC documents on Friday (for Saturday delivery). 



The maximum total cost to use the Royal Mail Special Delivery Guaranteed by 9am service from 9th April 2020 to 30th June 2020 would be approximately £4,156. 
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FW: PEC checks -Hafan Derwen revised process

From: Sharon Richards (Hywel Dda U - Principal roject Mana
Sent: 16 April 2020 17:33

To:

Subject: PEC

s -Hafan Derwen revised process
Hiall

Firsty, many thanks forall your support to date, you have played a massive partin ensuring that staff have been able to be recruited i to the new COVID-19 posts. | Just wante to et you know of some changes to the PEC process here at Hafan Derwen. | have been thinking
about the process we have been ollowing here and am concerned about both the lack of socaldistancing and the risk of mistakes being made dealing ith 5o many new Sarters in one go.

Tnerefore, | have agreed a couple ofchanges with LEOD:

+ SKils o Care (S20)inthe Health Sciences buling —students will b asked to eave their completec forms and D with the trainers in the main training offce (GOS) n the Health Science Services building as they sign-in. We will colect at 8.30am, bring them here to
process and then return them at lunchtime. We can agree & time with the rainers n the morning Wwhen the packs ae collected. We can then pick Up any queries inthat offce with the students. | have asked the trainers i they can jus remind the students to check
that allthei forms are signed.

+ Manual Handiing —the MH trainers will hand out packs at the beginning of the day and give the students an extra 10 minutes to complete. They will collet ll the packs and keep n the rainers offce on the eft as you g0 in to Alun Ward. We callectfrom them at
1.30pm. Students are then directed to come to Canolfan Derwen when they finshed the training to collect thelr documents. We can pick up any queries with them then, they can wat outside the Performance/Planring Office whilst we call them in one by one. This
will enable us to pick up any issues with incomplete forms anciwill allow us to maintain social distancing. This will mean that we will need resourc here unil about Spm.

e training timetabie has changed recently and there s now iy one S2C course running each week (for 2 period of 3 days). The checks il need to be done on Day 2, which aways falls on 2 Monday.

13m not sure wihen Manual Handling courses are being held during the week. I¥s been airy quiet the lat couple of weeks as there have been no porter sessions 5o we have Just had to process a few Registered Nurses (2-3) each day the training is held (3 days this week).
However, Porters will start coming through again soon which means there will be more to process — 'm waiting for LEOD to confirm the timetable for next week 50 unsure yet when that might stat back up again.

Could 1 sk both ifyou are willing to (and if Managers are willing or you to] continue o Supportths process from next week please?
Workforce are looking at an aternative option moving forward, that being virtual PEC checks athough ths is sl work n process.
Sharon

Sharon Richards
Princioal Project Man:
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On completion of this unit, learners will

1 Understand the components of a specific HR career development programme.

2 Understand the range of HR roles and behavioural requirements of HR professionals.
3 Be able to manage self and workload to meet performance requirements.

4 Be able to work collaboratively with others, as a member of a team or working group.

5 Be able to apply CPD techniques to devise,
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[ Guidance for Activity 6 - Final Activity m}

Please refer to this document to help you meet the requirements of the final activity for DPP (due at the end of your course).
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FW: PEC checks - new virtual process from 23/04/20

© This message was sent with High mportance

M
From: Sharon Richards (Hywel Dda UHB - Principal Project Manager)

Sent: 22 April 2020 16:12

To:

Subject: PEC checks - new virtual process from 23/04/20

Importance: High

Dearall

Ihave just been informed that with effect from tomorrow Shared Services will be undertaking virtual PECs and so there will be no further need for face to face PECs.

Once again, many thanks to all of you who have supported not only this process on behalf of the Health Board but who have also supported me throughout. | have been really touched by all your messages of support

over the last few weeks.

I promise that when things are back to ‘normal’ (whatever that might look like!) | will treat you all to lots of cake and chocolate!

sharon

Sharon Richards

Principal Project Manager/Prif Rheolwr Prosiect

Programme Management Office/Swyddfa Rheoli Rhaglen

WHTN: 01825 5256

Mobile: 07974 257819 -

e Home n My Modules ~ Moodle Archives ~ English (en) ~

On completion of this unit, learners will

Understand the components of a specific HR career development programme
2 Understand the range of HR roles and behavioural requirements of HR professionals.
3 Be able to manage self and workload to meet performance requirements.

4 Be able to work collaboratively with others, as a member of a team or working group.

5 Be able to apply CPD techniques to devise,

No recent activity
m Learning Plan DPP 2020 - Cohorts 3 and 4

8 Mark sheet DPP 2020 - Cohorts 3 and 4

Your session is about to time out. Do you want to extend
your current session?

Extend session

[ Assessment Activity for Developing Professional
5 5 Cancel
[ Additional Guidance - Assessment Activity SCDP

[ Guidance for Activity 6 - Final Activity

Please refer to this document to help you meet the requirements of the final activity for DPP (due at the end of your course).
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& @ Sharon Richards -

i}

3 Activity XE % Nathen.. (S Course..

PELT

TR







image31.emf
Ev3.10.xlsx


Ev3.10.xlsx
Sheet1

		APPLICATION NO		Name		Group Offer		Job Title		Moving & Handling		Manual Handling Location		Checks complete

		19299310		Annie Lovejoy		BGH HCSW BB		Bank HCSW		4/22/20		BGH

		19625171		Colin Blakeway Roberts		BGH HCSW BB		HCSW		4/22/20		BGH

		19609348		Jed Hearne		BGH HCSW BB		HCSW		4/22/20		BGH

		19330040		Laura Eleanor Mary Jones		BGH HCSW AA		HCSW		4/22/20		BGH

		19601262		Holly Eastwood-Dunwell		BGH HCSW BB		Health Care Support Worker - Ceredigion		4/22/20		BGH

		19625163		Hannah Schafer		BGH HCSW BB		Health Care Support Worker - Ceredigion		4/22/20		BGH

		19678379		Joseph Gwillim		BGH HCSW BB		Health Care Support Worker - Ceredigion		4/22/20		BGH

		19775419		Margaret Gatehouse		RN Group		Registered Nurse - Ceredigion		4/22/20		BGH

		18803539		Patricia Mozafari		RN Group		Staff Nurse - Cancer Day Unit		4/22/20		BGH

		19697907		Rhys Williams		BGH HCSW BB		Health Care Support Worker - Ceredigion		4/22/20		BGH

		19690259		Molly Moore		BGH HCSW BB		Health Care Support Worker - Ceredigion		4/22/20		BGH

		19681217		Deirdre Raffan		BGH HCSW BB		Health Care Support Worker - Ceredigion		4/22/20		BGH

		19654873		Michael Lloyd Hirst		BGH Porter		Porter		4/23/20		BGH

		Deployment		Catrin Jones SALT		BGH HCSW BB		Deployment		4/23/20		BGH

		Deployment		Alex Jones SALT		BGH HCSW BB		Deployment		4/23/20		BGH

		Deployment		Megan Davies SALT		BGH HCSW BB		Deployment		4/23/20		BGH

		Deployment		Libbi Jones SALT		BGH HCSW BB		Deployment		4/23/20		BGH

		Deployment		Lisa Evans SALT		BGH HCSW BB		Deployment		4/23/20		BGH

		Deployment		Ruth James SALT		BGH HCSW BB		Deployment		4/23/20		BGH

		Deployment		Anwen Williams SALT		BGH HCSW BB		Deployment		4/23/20		BGH

		Deployment		Mannon Haf Richards SALT		BGH HCSW BB		Deployment		4/23/20		BGH

		Deployment		Mererid jones SALT		BGH HCSW BB		Deployment		4/23/20		BGH

		Deployment		Claire Price SALT		BGH HCSW BB		Deployment		4/23/20		BGH

		Deployment		Emily Davies SALT		BGH HCSW BB		Deployment		4/23/20		BGH

		Deployment		Prudence Stanford (School Nursing Service)		BGH HCSW BB		Deployment		4/23/20		BGH

		Deployment		Emma Nicholas (School Nursing Service)		BGH HCSW BB		Deployment		4/23/20		BGH

		Deployment		Ruth Harrison 		Deployment		Deployment		4/23/20		BGH

		19655399				GGH Porter		Porter		4/20/20		Carms		Y

		19595485				Carms HCSW A		HCSW		4/20/20		Carms		Y

		19611625				RN Group		RN		4/20/20		Carms		?		Not seen this lady

		19617593				Carms HCSW  F		HCSW		4/20/20		Carms		Y

		19647638				PPH Porter		Porter - Carmarthenshire		4/20/20		Carms		?		Not seen this gentleman

		Deployment				Deployment		Deployment		4/20/20		Carms		Y

		Deployment				Deployment		Deployment		4/20/20		Carms		Y

		Deployment				Deployment		Deployment		4/20/20		Carms		Y

		Deployment				Deployment		Deployment		4/20/20		Carms		Y

		19668751				Carms HCSW BB		HCSW		4/21/20		Carms		Y

		19654896				Carms HCSW BB		HCSW		4/21/20		Carms		DNA

		19598343				Carms HCSW BB		HCSW		4/21/20		Carms		Y

		19648808				Carms HCSW BB		HCSW		4/21/20		Carms		DNA

		19682603				Carms HCSW BB		HCSW		4/21/20		Carms		Y

		19668742				Carms HCSW BB		HCSW		4/21/20		Carms		Y

		19652477				GGH Porter		Porter		4/21/20		Carms		Y

		19656486				Carms HCSW BB		HCSW		4/21/20		Carms		Y

		19678305				Carms HCSW BB		HCSW		4/21/20		Carms		Y

		19678514				Carms HCSW BB		HCSW		4/21/20		Carms		N		Despite numerous attempts, we have not seen this gentleman to do his PEC

		19677814				Carms HCSW BB		HCSW		4/21/20		Carms		DNA

		19618514				Carms HCSW BB		Health Care Support Worker - Carmarthenshire		4/21/20		Carms		Y

		19668740				Carms HCSW BB		Health Care Support Worker - Carmarthenshire		4/21/20		Carms		Y

		19681459				Carms HCSW BB		Health Care Support Worker - Carmarthenshire		4/21/20		Carms		Y

		19594132				Carms HCSW BB		Health Care Support Worker - Carmarthenshire		4/21/20		Carms		DNA

		19681672				Carms HCSW BB		Health Care Support Worker - Carmarthenshire		4/21/20		Carms		Y

		19618790				Carms HCSW BB		Health Care Support Worker - Carmarthenshire		4/21/20		Carms		Y

		19582696				RN Group		Bank Nurse - COVID-19		4/21/20		Carms		DNA

		18876335				RN Group		Long Term Care Specialist Nurse (Nurse Assessor)		4/21/20		Carms		Y		Checks already done prior to M&H

		19654827				PPH Porter		Porter - Carmarthenshire		4/21/20		Carms		Y

		19653101				PPH Porter		Porter - Carmarthenshire		4/21/20		Carms		DNA

		19654564				PPH Porter		Porter - Carmarthenshire		4/21/20		Carms		Y

		18965264				Carms HCSW BB		HCSW		4/22/20		Carms		Y		Already employed - notfied Angela Griffiths 21.04.20

		19652696				Carms HCSW BB		HCSW		4/22/20		Carms		Y

		19598651				Group Q		HCSW		4/22/20		Carms		DNA

		19668760				Carms HCSW BB		HCSW		4/22/20		Carms		Y

		19599253				Carms HCSW BB		HCSW		4/22/20		Carms		Y

		19600292				Carms HCSW BB		HCSW		4/22/20		Carms		Y

		19627273				Carms HCSW BB		HCSW		4/22/20		Carms		Y

		19657101				Carms HCSW BB		HCSW		4/22/20		Carms		Y

		19652912				Carms HCSW BB		HCSW		4/22/20		Carms		Y

		19651382				Carms HCSW BB		HCSW		4/22/20		Carms		Y

		19681788				Carms HCSW BB		HCSW		4/22/20		Carms		Y

		19498844				RN Group		RN		4/22/20		Carms		DNA		Phoned in sick - will attend 06.05.20

		19650032				Carms HCSW BB		HCSW		4/22/20		Carms		Y

		19657208				Carms HCSW BB		HCSW		4/22/20		Carms		Y

		19649494				Carms HCSW BB		HCSW		4/22/20		Carms		Y

		19654055				Carms HCSW BB		HCSW		4/22/20		Carms		Y

		19653123				Carms HCSW BB		HCSW		4/22/20		Carms		Y

		19198284				Carms HCSW BB		HCSW		4/22/20		Carms		Y

		17976511				Carms HCSW BB		HCSW		4/22/20		Carms		DNA

		19599008				Carms HCSW BB		HCSW		4/23/20		Carms		Y

		19627193				Carms HCSW BB		HCSW		4/23/20		Carms		Y

		19601529				Carms HCSW BB		HCSW		4/23/20		Carms		Y

		19668737				Carms HCSW BB		HCSW		4/23/20		Carms		Y

		19595564				Carms HCSW BB		HCSW		4/23/20		Carms		Y

		19627179				Carms HCSW BB		HCSW		4/23/20		Carms		Y

		19657805				Carms HCSW BB		HCSW		4/23/20		Carms		DNA

		19544816				Carms HCSW BB		HCSW		4/23/20		Carms		Y

		19618428				Carms HCSW BB		HCSW		4/23/20		Carms		DNA

		19652692				Carms HCSW BB		HCSW		4/23/20		Carms		Y

		19653021				Carms HCSW BB		HCSW		4/23/20		Carms		DNA

		19627191				Carms HCSW BB		Health Care Support Worker - Carmarthenshire		4/23/20		Carms		Y

		19651721				PPH Porter		Porter - Carmarthenshire		4/23/20		Carms		N

		Deployment				Carms HCSW CC		Deployment		4/23/20		Carms		Y

		Deployment				Carms HCSW CC		Deployment		4/23/20		Carms		Y

		Deployment				Carms HCSW CC		Deployment		4/23/20		Carms		Y

		Deployment				Carms HCSW CC		Deployment		4/23/20		Carms		Y

		19625964		Aimee Louise Preen		WGH HCSW BB		HCSW		4/21/20		WGH

		19696821		Anna Louise Griffiths		WGH HCSW BB		HCSW		4/21/20		WGH

		19618660		Carys Davies		WGH HCSW AA		HCSW		4/21/20		WGH

		19601231		Diana Jean Bredon		WGH HCSW AA		HCSW		4/21/20		WGH

		19595599		Dion James Cowper		WGH HCSW AA		HCSW		4/21/20		WGH

		19723964		Doug Pickup		WGH HCSW BB		HCSW		4/21/20		WGH

		19649820		Emily Louise Aubrey		WGH HCSW BB		HCSW		4/21/20		WGH

		19723973		Hayley Elizabeth Moreland		WGH HCSW BB		HCSW		4/21/20		WGH

		19588866		Ian David Thomas		WGH HCSW BB		HCSW		4/21/20		WGH

		19625962		Jasmin Nicole Hicks		WGH HCSW BB		HCSW		4/21/20		WGH

		19723970		Katherine Brace		WGH HCSW BB		HCSW		4/21/20		WGH

		19723967		Liam Robert Andrew Hewitt		WGH HCSW BB		HCSW		4/21/20		WGH

		19723971		Lois Alexandra Horsley		WGH HCSW BB		HCSW		4/21/20		WGH

		19692700		Megan Venn		WGH HCSW BB		HCSW		4/21/20		WGH

		19649092		Phil Hile		WGH HCSW BB		HCSW		4/21/20		WGH

		19651244		Sharon Pawlett		WGH HCSW BB		HCSW		4/21/20		WGH

		19693884		Louise Stubbins		WGH HCSW BB		Health Care Support Worker - Pembrokeshire		4/21/20		WGH

		19764949		Patricia Roscoe		RN Group		Registered Nurse - Pembrokeshire		4/21/20		WGH

		18918860		Billie Louise Crocker		WGH HCSW BB		HCSW		4/22/20		WGH

		19190754		Catrin Irene Elizabeth Talbot		WGH HCSW BB		HCSW		4/22/20		WGH

		19625830		Catryn Nia Goffin		WGH HCSW BB		HCSW		4/22/20		WGH

		19670253		Christopher Stephen ward		WGH HCSW BB		HCSW		4/22/20		WGH

		19600210		Courtney Nicole Haden 		WGH HCSW BB		HCSW		4/22/20		WGH

		19649153		Debbie A nn Kelly		WGH HCSW BB		HCSW		4/22/20		WGH

		19654536		Deborah Jayne Jones		WGH HCSW BB		HCSW		4/22/20		WGH

		19649522		Elin Angharad Forster		WGH HCSW BB		HCSW		4/22/20		WGH

		19715524		Eloise Katherine Kelway-lewis		WGH HCSW BB		HCSW		4/22/20		WGH

		19679748		Emma Elinor Marie Horton-Rowley		WGH HCSW BB		HCSW		4/22/20		WGH

		19652340		Harriet Louisa Price		WGH HCSW BB		HCSW		4/22/20		WGH

		19697530		Katherine Hechter		WGH HCSW BB		HCSW		4/22/20		WGH

		19657103		Laura Ann James		WGH HCSW BB		HCSW		4/22/20		WGH

		19623975		Lewis Paul Hart		WGH HCSW BB		HCSW		4/22/20		WGH

		19658869		Mary Jean Smart		WGH HCSW BB		HCSW		4/22/20		WGH

		19649437		Maryanne Mathias		WGH HCSW BB		HCSW		4/22/20		WGH

		19670254		Rebecca Jane Gau		WGH HCSW BB		HCSW		4/22/20		WGH

		19650480		Shan Diane Jones		WGH HCSW BB		HCSW		4/22/20		WGH

		19656520		Simon Churchill		WGH HCSW BB		HCSW		4/22/20		WGH

		19657015		Tracy Jayne Johns		WGH HCSW BB		HCSW		4/22/20		WGH

		19667236		Verity Phillips		RN Group		Bank Nurse - COVID-19		4/22/20		WGH

		19723961		Angus Hugh Gaskell		WGH HCSW BB		HCSW		4/23/20		WGH

		19678722		David Ryan Jones		WGH HCSW BB		HCSW		4/23/20		WGH

		19691261		Mollie Hannah Campion		WGH HCSW BB		HCSW		4/23/20		WGH

		19679735		Sara Cox		WGH HCSW BB		HCSW		4/23/20		WGH

		19723953		Saskia Jane Evans		WGH HCSW BB		HCSW		4/23/20		WGH

		Deployment		Catrin Rowlands SALT		WGH HCSW BB		Deployment		4/23/20		WGH

		Deployment		Jennie Hodge SALT		WGH HCSW BB		Deployment		4/23/20		WGH

		Deployment		Eleanor Burch SALT		WGH HCSW BB		Deployment		4/23/20		WGH

		Deployment		Sian George SALT		WGH HCSW BB		Deployment		4/23/20		WGH

		Deployment		Katy Lawrence (School Nursing Service)		WGH HCSW BB		Deployment		4/23/20		WGH

		Deployment		Laura Osborne (School Nursing Service)		WGH HCSW BB		Deployment		4/23/20		WGH

		Deployment		Heather Howells		Deployment		Deployment		4/23/20		WGH

		Deployment		Wendy Thomas		Deployment		Deployment		4/23/20		WGH
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		Pre-employment check



		The following information is required before your pre-employment check can be processed:









































		Please bring the additional information/ID above to Canolfan Derwen on



(the main entrance is to the left of the Hafan Derwen canteen).



Call 90 4633 on the keypad in the Foyer and someone will come to greet you.



Please be mindful of Social Distancing when collecting your documents.



Please note that pre-employment checks need to be completed before the Health Board can add new starters to the Payroll run.
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Evidence 5.2 – Learning styles questionnaire results

 (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

		8

		10

		13

		9



		

		Activist

		Reflector

		Theorist

		Pragmatist







	









	

	


Ring your scores on this chart and join up.



		Activist

		Reflector

		Theorist

		Pragmatist
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Very strong preference
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		Strong preference
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		Moderate preference



		6

5

4

		11

10

9

		10

9

8

		11

10

9
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Very low preference















































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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Roles

		Section 1

		Section 2

		Section 3

		Section 4

		Section 5

		Section 6

		Section 7

		Totals



		Completer

Finisher

		E 4

		I 2

		B 1

		F 3

		G

		D 1

		C

		11



		Implementer

		G 2

		A 4

		H 1

		D 2

		I 2

		F 1

		E 3

		15



		Monitor

Evaluator

		H 1

		D

		G 1

		C

		A

		I 2

		B

		4



		Specialist

		C

		H 3

		E 3

		A 3

		B 2

		E 1

		D

		12



		Co-ordinator

		D

		B

		A 1

		H

		F 2

		C 1

		G

		4



		Team worker

		B 2

		F 1

		I

		I 2

		C 2

		B 2

		H 3

		12



		Resource

Investigator

		A 1

		C

		F

		G

		E

		H 1

		I 1

		3



		Shaper

		F

		E

		C 3

		B

		D 2

		G 1

		A

		6



		Plant

		I

		G

		D

		E

		H

		A

		F 3

		3








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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Evidence 5.4 Communication Style Questionnaire Self-Assessment Results



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

Then total each column downwards.

Look at the column where your score is the highest.

This is the communication style you use most of the time.



		

Q1 3





		

Q3 2

		

Q4 3

		

Q2 1



		

Q5

4



		Q6 3

		

Q7 1

		

Q8 2



		

Q10 3





		

Q11 3

		

Q9 2

		

Q12 3



		

Q14 4 





		

Q15 2

		

Q16 3

		

Q13 1



		

Q18 3





		

Q17 1

		

Q19 2 

		

Q20 2



		

Total 17





		

Total 11

		

Total  11

		

Total 9



		

Assertive



		

Passive

		

Passive Aggressive

		

Aggressive
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Personal Development Plan











		NAME:

		Sharon Richards

		MEMBERSHIP NUMBER:       

		57493181



		COVERING THE PERIOD: 

		November 2020 to May 2022

		STUDENT NUMBER:

		2014447









		What do I want/need to learn?

		Ref

		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

		Progress/evidence of achievement



		Insights, strategy and solutions



Develop my understanding of the Health Board and use this knowledge to develop Workforce-related strategies and solutions that contribute to the organisation’s Strategic and Planning objectives









		1

		Read bi-monthly Board Performance reports in relation to Workforce performance and use insights to inform the projects I am involved in.

		Health Board bi-monthly Performance Reports

		Recognising trends in Workforce performance and understanding mitigating actions.

Being able to apply learning to the projects I am involved in.

		Dec 21

		



		

		2

		Be proactive in seeking out engagement opportunities to find out stakeholder views on the risks and opportunities of a project and seek to understand the interdependencies between projects.

		Access to key individuals

		Using identified risks, issues and opportunities to inform project development.

		Ongoing

		



		

		3

		Regularly access CIPD resources such as survey results and research to identify any trends or risks which may impact my organisation.

		Access to CIPD Knowledge Hub

		Being able to confidently refer to and apply an evidence-based approach to the projects I am involved in.

		Quarterly review starting March 21

		



		Leading HR



Increase my knowledge of HR policy and practice









		4

		Seek out a mentor who can support me to gain experience in wider HR practice

		Access to a Mentor within the organisation. (SJ?)

		Improving my knowledge in various aspects of HR and being able to confidently provide advice in relation to the projects I am involved in.

		Identify and engage with Mentor by end Jan 21

		



		

		5

		Undertake training to become an Investigating Officer for the organisation.

		Access to training – currently on list – training suspended temporarily due to COVID

		Becoming an Investigating Officer for the organisation.

		May 22

		



		Organisational Development



To support the design, implementation and evaluation of organisational development initiatives.

		6

		Support the development and delivery of the organisation’s Planning Objective to co-design every stage and element of the Health Board offer that embodies the organisation’s values.

		Support of my Line Manager to remain allocated to this project.

		Project management provided to enable delivery against the objective outcomes including potential changes to policies, processes and approaches. 

		Sept 21

		



		

		7

		Discuss the kind of support that managers and employees require during a typical change programme with an OD specialist.

		Support from Senior OD Manager (RB)

		Being able to discuss and facilitate appropriate support for managers in change projects that I am involved in.

		Dec 20

		



		Resourcing and Talent Planning

		8

		Analyse medical staffing data to identify trends or patterns in relation to turnover and retention.

		Access to Workforce Intelligence data

		Provide evidence to support research project focus.

		April 21

		



		

		9

		Discuss the resourcing process for medical staff with a member of the Medical Recruitment Team

		Engagement from Medical Resourcing Team

		Inform Research Project recommendations.

		April 21

		



		Behaviour – Curious



To be more proactive in exploring new and innovative approaches within HR 

		10

		Read HR Disrupted by Lucy Adams



		Personal time to read.

		Being able to think ‘outside the box’ and consider and share ideas of alternative HR solutions.

		Jan 21

		



		

		11

		To keep up to date with developments in HR using social media and CIPD resources.

		Access to HR-related social media accounts and maintenance of CIPD student registration. 

		Being able to share ideas and good practice on HR issues with non-HR colleagues.

		May 22

		



		Behaviour – role model



To ensure that my personal behaviours align with the organisation’s values, to be a positive influence within the organisation and taking a ‘can do’ attitude to change. 

		12

		Set up monthly 1:1s with my Line Manager to create an opportunity to reflect on my performance and any learning needs.

		Access to protected time with Line Manager.

		Demonstrating awareness of my own strengths and weaknesses and identifying learning objectives and development opportunities as part of the PADR process.

		Monthly, starting Dec 20

		



		

		13

		Undertake the CIPD short course ‘Valuing People’

		Access to CIPD resources. Personal time to complete.

		Being able to understand the importance of valuing people and to develop this behaviour to achieve positive outcomes in my area of work.

		Aug 21

		



		

		14

		Consider the long-term aspirations of my team and ensure that, where appropriate, these are reflected in their PADRs.

		Access to Health Board PADR policy and templates

		Agreeing actions with team members that support them to develop and reach their potential through informal and formal routes. 

		April 21
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