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LO1
1.1
In interpreting the key components of the HR Development programme, the L5 Diploma in Applied HR we need to firstly acknowledge the 5 Core units. These are developing professional practice, understanding the context of HR in business, both understanding and taking a research approach to the function and gaining an understanding of the law surrounding employment. Achieving these core units provides the learner not only with 26 credits but with the understanding of what it takes to be a HR professional, how to add value to an organisation and how to perform in that role individually and as part of a group.
There are then two groupings, A and B of 8 optional units each from which there is a need to gain 24 and 40 units respectively from each. The completion of these provides the learner with a total of 90 credits and an anticipated TQT of 900 hours. The interpretation of these components strengthens managing self, managing in groups, managing upwards and managing across an organisation as a whole. (Woodham, 2016)
This interpretation of this detail can be found within the course specification which also gives insight to the means of assessment against the expected learning outcomes. There is also clarity on how a learner can progress by undertaking further units on completion of my current programme should they wish too. 
Prior to and during embarking on the programme there is apprenticeship interpretation available to learners on the university web page and information on the conditions attached to the programme such as within suitable employment, and the contractual arrangements surrounding that. 
1.2 
Organisational arrangements for the programme, once accepted is to ensure that the learner is within a suitable job role, one that would provide them with the experience and evidence to support the development programme. This employer would also have to agree to this learning contract and a suitable mentor within the workplace be assigned to the learner to assist in their development through the programme. The issue of a questionnaire to ensure embedment of expectation on the programme is routine; and the relevant forms for funding and contractual requirements. Contractual requirements include the need for the health, safety and wellbeing of the learner to be assured. There is also an expectation for the company to be ethical, promote sustainability and work to good practice.
Codes of practice to underpin the programme are the CIPD Code of Professional Conduct detailed on the CIPD web page, the University Regulations to be found on Moodle and policies such as those on attendance, unfair practice and plagiarism. External codes of practice underpinning the programme are those based on equality and diversity and health and safety. 



1.3
Resources such as the course handbook, course specification can be found on the university webpage, the Student Hwb and via access to the learning management system, Moodle.
The course programme handbook details the planned programme of study in order to attain the above. It provides detail on the academic calendar and CIPD membership. The programme handbook goes over the “mechanics” of the programme and also makes clear what is expected of the learner and also what they can expect from the university.
The Student Hwb is the university web hosted student community page where the learner can access information and support whilst on the programme. They can also have access to the Facebook page of the key lecturer for easily accessible contact as well as a college email account.
Within the Moodle account they can access the programme page and view the icons that relate to the determined units that they need to complete to achieve. One click on the icon takes them to all the information they need to support them in their learning including submission timetables, reading lists, course notes and presentations. 
Other resources available to supplement the above are the IT helpdesk if there are device and web problems, student services for generalised support topics, guides on how to achieve with distance learning and a library resource. There are also other compliance related resources that cover the quality of the programme, how it is ensured and its accreditation on the qualification framework. 
Please see EV1 & EV2 to support LO1











EV 1 
Links to:
The key components of the HR development programme
https://moodle.uwtsd.ac.uk/course/view.php?id=5464
The course handbook
https://moodle.uwtsd.ac.uk/pluginfile.php/369850/mod_resource/content/1/PV8%20CIPD%20Diploma%20in%20HR%20Programme%20Handbook%202019-20%20April%20Intake%202020.pdf
The course specification
https://moodle.uwtsd.ac.uk/pluginfile.php/167571/mod_resource/content/1/CIPD%20Level%205%20Diploma%20in%20Applied%20Human%20Resources%20%28updated%20December%202017%29.pdf
Organisation arrangements and Codes of Practice– Timetable, the University Distance learning regulations plus other guidelines, Microsoft team usage, University Code of Conduct, Student Hwb, Moodle, IT Helpdesk, Library.
https://moodle.uwtsd.ac.uk/pluginfile.php/407526/mod_resource/content/1/Timetable%202020%20Cohort%203%20and%204.pdf
https://moodle.uwtsd.ac.uk/pluginfile.php/197845/mod_resource/content/1/University_Regulations_Distance_Learning_Student_Guide_Sept_2018.pdf
https://moodle.uwtsd.ac.uk/pluginfile.php/358022/mod_resource/content/1/Joining%20a%20Microsoft%20Teams%20Meeting.pdf
https://moodle.uwtsd.ac.uk/pluginfile.php/197838/mod_resource/content/1/Student%20Code%20of%20Conduct.pdf
https://www.uwtsd.ac.uk/hwb/
https://moodle.uwtsd.ac.uk/login/login.php
https://webhelp.uwtsd.ac.uk/helpdesk/WebObjects/Helpdesk.woa
https://www.uwtsd.ac.uk/library/





EV2
Induction Questionnaire                   Diploma in Applied Human Resources
September 2020
	
	Question
	Answer

	1.
	When, where and at what time will the course be delivered?
	1st Wednesday of every month. Carmarthen Campus



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

	3.
	What are the term dates for this year?
	21/09/20 – 11/12/20
04/01/21 – 26/03/21
19/04/21 – 09/07/21


	4.
	What is Moodle?
	It’s a learning management system

	5.
	What is Eduroam?
	Wifi

	6.
	What is Turnitin?
	Programme we use to turn in our assignments and to check for plagiarism
 

	7.
	Do you know when you are required to hand in work?
	Yes, We have a timetable

	8. 
	What are the core texts for this programme?
	Studying Human Resource Management. 

People and Organisations


	9. 
	Do you know how to access the library catalogue?
	Quick links on the website

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

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

	12.
	What is the name of the course lecturer?
	Rachael Jones & Julie Thomas

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

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

	15. 
	What support is available for study skills?
	Carola Platz


	16. 
	Do you know where the fire-exits and first aid points are for the building?
	Signposted in the T&L building

	17.
	How many credits is the programme?
	90

	18.
	What is the length of the programme?
	2 years

	19. 
	Do you know where to find the student handbook and timetable? Where?
	On the first tile in Moodle

	20.
	What academic level is this qualification?
	Level 5, Second year of university. 


[image: ]Name: Alys Owens
Signed:  
LO2: Report
Title: Defining the HR Profession through the CIPD HR Professional Map 

Executive Summary
This report provides an explanation of how a suggestive, matrix based competency framework defines the HR profession through a tool known as the Professional Map. It gives insight into the evolvement of the profession and the basis of the map developed by the CIPD guiding those who choose HR pathways plus giving detail on its format and presentation as a tool. It features real life examples of where behaviours shown by me have confirmed the relevance and sustainability of the map in working life.
The report concludes with a summary of how it is evolving in present day to meet business needs.
Introduction 
The HR function has evolved from historically an administrative function into a defined business capability in its own right. (Reissner, 2014)Such expertise needs definition, clarity, aims and objectives, monitoring and review. The CIPD are a professional body for HR. They have defined the professional areas of expertise and personal behaviours that they consider ideal to achieve and display within role. They articulate, define and illustrate these through diagram via a visual concept into what’s known as their “Professional Map”  
The Map is a not only a benchmark of profession expectation during studies but also a tool for continual improvement through promotion of CPD.
Main context
When we examine what being a professional means we can draw from Reissner (Reissner, 2014) Taylor (2016) (Woodham, 2016)who refer to a role holder working to a set of principles, laws, codes of conduct or practice, one that requires knowledge that can be applied appropriately.
Other specialist profession that often dovetail to the HR function and show these approaches are that of finance and occupational safety. They too have professional bodies such as the ACCA and GCMA and IOSH They also promote competency frameworks and CPD. However there are, as with accountancy but not with safety, professions that demand qualification and compulsory registration such as within medicine whereas HR role holders are able to work and practice without either. On balance most HR role holders do register with the CIPD regardless of when and how they entered the profession.
The 2013 Profession Map is for those currently studying to become a qualified HR professional. Its overall visual is that of a spoked wheel with a core. To the side of the wheel there are ascending bands from one to four that establish the level of working the professional is , ranging from basic with supervision to full competence working independently. 
It has a two tiered core with the innermost circle listing “insights, strategies and solutions”. The outer circle lists the need to “lead HR.” These two conjure the beating propulsive heart of the profession. Eight more professional areas then segment from the core; providing the spoked perspective of the wheel. They are ultimately defined by the final perimeter of the wheel, eight segments of behaviour ideals to the HR professional; essential behaviours.
Being a decisive thinker assists essentially in the analysis of data and making decisions for the better of work and working lives in the interests of both employees and employer. 
I analysed the turnover of hygiene operatives and found it to be high. This led me to examin e the barriers to employment within this role – it gave me insight and enabled me to develop a new strategy for retention which provided a solution. 
Developing as a skilled influencer essentially takes the people with you and can assist in your need to be credible and to work collaboratively (also behaviour ideals)
I have recently had to influence some senior business partners in relinquishing a long term task held by the finance function to the HR function; management of the holiday calendar. It required me to gain consensus and commitment to it being the right way forward. 
Being personality credible essentially places you within an organisation as a valuable asset, enabling you to promote continuous improvement activities and those of change management as people buy into your efforts.
 I recently coached and mentored a manager at a remote site in carrying out appraisals and it strengthened our working relationship. This person then came to me for more advice.  
Collaborative working is essential in any organisation or isolation and disrespect will occur. 
I recently had to show a sensitive resolving approach to a senior manager who held no respect to the Welsh language.
Being driven to deliver is essential to get results and improvements. 
I have recently been successful in the formation, development and issuing of job descriptions to the whole of the company as none were in place. To do so I had to be curious to explore what people actually did within their roles and also have the courage to challenge when some tasks being fulfilled did not sit with the correct role holder. I was a good role model to other managers in being driven to complete a complex and lengthy task.
Having the courage to challenge is essential to be impartial and to show equality, diversity and integrity which could be in the face of adversity. It promotes a safe environment that does not become “personal” Taylor 2016 refers to the need to be a “strong steward” (Woodham, 2016)
I have had the need to challenge the business owner himself on a disciplinary investigation outcome that I believed to be taking an unnecessary length of time in concluding. I felt that the timeframe would jeopardise “fair process” His delay was founded on business need which I felt was putting unnecessary stress and uncertainty on the employee.
Being a good role model is essential to be credible as an individual and respected as a function, inspire others and to change culture within an organisation.
I have had to lead on a disciplinary that involved close colleagues who I have socialised with. I had to be professional, retain confidences and manage conflict.  
To be curious essentially keeps the HR role holder current and also links with the behaviour of being credible. 
In my role I have striven to understand the business from intake to despatch including its markets and customers. This has led to me being more involved with insights, strategies and solutions and developing into a “thinking performer” (Taylor 2016, CIPD 2016) The business owner has included me in business decisions. An example of this is where I took the initiative to learn about how franchisees operate within the business which then led to me being involved for the first time with reviewing their contracts and service level agreements.
The new 2018 map holds a core entitled “purpose” with three outer clockwise, cyclic parts to its perimeter listing “evidence based, “principles led” and “outcomes driven”  Above this wheel then emanates three semi-circular parts listing “core knowledge” “core behaviours” and “specialist knowledge. These form the whole role capability with a continual improvement loop underpinning its concept. This guides the professional in their CPD activities.
Conclusions
The CIPD evolvement  and focus of the map has been based on the changing face of business, labour markets (FCA, 2018) and the need for working to be a combination of being both task led and people led. They are engaged on the need to champion better work and better working lives. Their approach to illustrating the demands of the profession in the map has developed alongside them and has remained reflective. They have mirrored similar professions where specialist knowledge and expertise is required.	 
Recommendations
The map is recommended to assist in studies and in continuing professional development. Using and promoting its use will assist in retaining the image of a function that adds value to an organisation. 

References
CIPD Profession Map (2013 & 2018) web based @ CIPD
BENFIELD, K. (2012) Create a winning team: a practical guide to successful teamworking. London: Hodder Education. 



LO3
There have been five work projects that I have either led on or been heavily involved with. They are as follows: 
1. Resourcing and Talent Planning: The appointment of a trainee accountant
2. Individual and organisational performance: The roll out of receipt of electronic payslips
3. Employee Engagement: The introduction of performance reviews
4. Management of change: The impact of Covid 19 on the organisation
5. Coaching and mentoring: The introduction of an internal mandatory training package for L1 Food Safety


To ensure their success I had to follow the five stages of project management for each one.
1. Initiation
2. Definition and planning
3. Launch
4. Performance & Control
5. Project Close

1. Resourcing and Talent Planning: The appointment of a trainee accountant

The need for the role was initiated by the Business Owner who expressed an interest in taking on a trainee management accountant for succession planning. 
The role was defined and planned with support from the HR Manager and me. We researched similar roles throughout the UK and I drafted a job description for the Business Owner to ensure that all key duties and responsibilities matched his ideal. I took the lead on researching options for advertising platforms in line with budget expectation. I assisted in the advertisement content writing. 
The campaign was launched and responses monitored and evaluated for quality and volume. I managed the applicant repository folder. 
I ensured performance and control by ensuring that candidates were progressed quickly so that we did not lose viable applicants to other companies through delay. I also ensured that all applications were reviewed thoroughly. 
The project closed when three people interviewed were all found to be appointable. One was appointed into role but a second appointed from the same campaign into another opportunity. Post analysis of the project was done and good points and points to review were discussed. 
2. Individual and organisational performance: The roll out of receipt of electronic payslips

The need for payslips to become electronic as opposed to hard copy was initiated by the Finance Manager. The task was laborious and involved input from the admin team in putting the slips in envelopes then giving them out. 
The project was defined and planned by me with the Finance Manager and on analysis of its feasibility it was agreed all three sites would be included. 
Part of the launch included informing managers first and staff through general communications that the project was pending. There then followed the formal request for emails from employees to be able to send payslips to them. I needed to resolve the problem of the barrier of language – to do this I had the communications translated into Polish. 
To manage performance and control I used a spreadsheet to capture the emails provided to me which enabled me to chart my progress. I also split it into site so I could evaluate whether more persuasion and influencing was needed at a particular site. I did have to manage conflict received from one employee who resisted the change and would not provide an email address. I collaborated and resolved the issue by offering to set an email up for them and showed them how to access it on the work computer. 
At the project close I reviewed my performance and considered how I may have managed the project better. On reflection I feel a more face to face discussion with staff may have helped or a combination of that and electronic communications. 
3. Employee Engagement: The introduction of performance reviews at Swansea and Cardiff sites

The need was initiated by the HR Manager and I was asked to research and learn about conducting performance reviews. 
The project was defined and planned by me and the relevant site managers informed that it was to be happening.  I analysed the staff lists and set myself targets for completion that included staff numbers, roles and timeframes. I created a calendar and a spreadsheet to manage it. 
On its launch I tracked my responses from employees as to how keen they were to meet, how they best communicated and the time slots they seemed to opt for to assist me in future projects. 
I used my calendar and spreadsheet to track performance and control and also to generate points raised by employees that I needed to provide answers to post meetings. There were some problems in gaining buy in from employees who worked nights to meet with me at the end of their shift. I negotiated times with them and reviewed my timings to suit them. I stayed up in Cardiff the night before to accommodate early times.
At the project close I reviewed how it had gone and sought feedback from the managers as to whether they felt it had gone well. It was positive.
4. Management of change: The impact of Covid 19 on the organisation

The project was primarily initiated by the pandemic! The HR Manager and I then realised that we needed to initiate communications about change. 
The project was defined and planned and it included communications on compliance. Furlough was separate and was managed more by the finance function. 
The launch was electronic supplemented by one to ones to those with language barriers. A problem was resolving through the development of a Polish pictorial hand out. 
Performance and control was monitored through compliance with support from the Compliance Manager who observed and gave feedback. There was a case of a manager who wished to take disciplinary action against an employee for not wearing a mask. I persuaded him to consider our equality policy and ACAS application across the company as such action had not been taken before for other PPE contraventions. I influenced and persuaded him to discuss the barriers with the employee to wearing it and encourage use through coaching and mentoring. 
This particular project has not closed – its still on-going

5. Coaching and mentoring: The introduction of an internal mandatory training package for L1 Food Safety

The project was initiated by the HR Manager who at the time had some responsibility for food safety as well as training programmes. The package content was written by this manager put the format developed by me – a Powerpoint that was editable and required learner input. 
The project was defined by the HR Manager and planned by me. It was recognised that the delivery of training as a group was proving costly and ineffective so an interactive package was developed following a business case for it put forward by HR. Once agreed each site manager was told of its pending arrival and instructions written and practiced on a volunteer for reflectiveness of the process. A spreadsheet was created by me detailing each person who needed to receive it, when and how. A completion target was set for both the learner and me. 
During performance and control I was able to track progress – completion and attainment as the package was returned to me. A problem was highlighted in that not all end users could open the interactive package on their computers and there was some user error. Some people also failed the assessment. I analysed the failures by seeking feedback and there were various reasons including ability, language or literacy. These problems were resolved by me. The first one was either advising computer upgrade on analysis of what was occurring when or coaching and mentoring on computer skills. I did this virtually over Facetime and WhatsApp or face to face if on site. I arranged for a hard copy to be sent out to those persons who had no access to a computer. I also met with some users and guided them through the process itself. I coached and mentored the persons who did not attain in the subject area as I hold a higher food safety qualification at Level 3. 
At the project close the HR Manager and I reviewed it’s success and made small recommendations for the role out of the next one concerning the subject area of health and safety. 
Please see EV3 to support LO3


























EV3

6. Resourcing and Talent Planning: The Appointment of a trainee accountant

Email evidence trail

………………………………………………………………………………………………

From: Alys <alys**********@*****.com>
Sent: Thursday, 25 June 2020, 09:42
To: K***************
Subject: Trainee Accountant
Hi K***,
I'm Alys, I'm not sure if we have emailed before but I work in HR with S***, 
As you know we are looking in recruiting a Trainee accountant. I have drafted a job advert up;
It would be brilliant if I could have some feedback for this role, e.g are the qualifications correct, hours.
I look forward to hearing from you and will be lovely to work on this with you
Trainee Accountant
An excellent opportunity has arisen for a trainee accountant to work for our growing company Totally Welsh. The chosen candidate will need to be working towards ACCA/CIMA qualification or equivalent. If you have aspirations for a career in finance and looking for development within the financial management function, then this role is for you.
Job Information
· Full-time role whilst studying to become an accountant
· 40 hours a week
· 8am-4pm (9am-5pm)
Ideal candidate;
· Hard working
· Confident in building strong relationships
· Diligent but efficient working practices
· team Player
· Working towards becoming a fully qualified accountant
Skills needed;
· Having excellent written and spoken communication
· Having high attention to details
· Being proactive and self-motivated
· Having IT skills
· Being able to work with a team
· Having interpersonal abilities
· Being able to work under pressure
· Having math skills
· Being friendly and tactful
· Organisational skills
Many thanks
Alys
…………………………………………………………………………………………………………………………………………
From: k******@*****.com 
Sent: 25 June 2020 14:45
To: Alys <alys*******@hotmail.com>
Subject: Re: Trainee Accountant
Hi Alys,
Lovely to hear from you. 
Thank you for forwarding the job advert. Is it okay if I consider this and send any amendments/suggestion over to you by tomorrow morning?
Kind regards
K***
……………………………………………………………………………………………………
Alys
Thu 25/06/2020 14:47
To: k******@******com
Hi K***,
Yes, no problem at all. Wasn't too sure on what days you work!
If you want to call me tomorrow or email my number is 07484013997

Thanks,
Alys
From: Alys [mailto:alys******@hotmail.com]
Sent: 26 June 2020 14:42
To: k******@******.com
Subject: Trainee Accountant
Hi K***,
 I hope the tweaks are okay. I am happy to post the advert after you have confirmed that you are happy.
 I didn't feel the need to expand it much as I am pretty confident it will be a popular advert and people will jump at this opportunity. I'm confident it will sell as it is.
 Thank you for your time today - was lovely to speak to you 
Alys
………………………………………………………………………………………………………………………………………….
Trainee Accountant Advertisement
 An excellent opportunity has arisen for a Trainee Accountant to work for our growing company Totally Welsh. The chosen candidate will need to be working towards (or applying) an ACA/ACCA/CIMA qualification or equivalent. This role is an opportunity to fulfil your career in financial accountancy. If you have aspirations for a career in finance and looking for development within the financial management function, then this role is for you.
 Job Information
· Full-time role whilst studying to become an accountant
· 40 hours a week (Could vary due to time studying or university times) 
· 8am-4pm (9am-5pm)
 
Ideal candidate;
· Hard working
· Confident in building strong work relationships
· Diligent but efficient working practices
· Team Player
· Working towards becoming a fully qualified accountant
 
Skills needed;
· Having excellent written and spoken communication
· Having high attention to details
· Being proactive and self-motivated
· Having excellent IT skills
· Having previous experience of using accountant software packages e.g. SAGE, Excel
· Being able to work with a team
· Having interpersonal abilities
· Being able to work under pressure
· Having excellent mathematics skills
· Being friendly and tactful
· Organisational skills
 
Qualifications
· Minimum of 2 A Levels (or equivalent)
· Minimum of 3 GCSE (or equivalent) 1 being Mathematics



From: K <k******@******.com>
Sent: 26 June 2020 16:28
To: 'Alys ' <alys******@hotmail.com>
Subject: RE: Trainee Accountant
 
Hi Alys,
 
Please see the attached. I have made some additional tweaks and these suggestions have been highlighted.
 
Hope that’s okay.
Kind regards
 
K***

……………………………………………………………………………………………………………………………………………
From: Alys [mailto:alys******@hotmail.com]
Sent: 27 June 2020 10:17
To: K*********
Subject: Re: Trainee Accountant
 
Hi K***,
 
Brilliant thank you! Need to run it past Mark and then I can put the advert out.
 
Thanks for all your help
Alys






2.Individual and organisational performance: The roll out of receipt of electronic payslips

Email evidence trail
……………………………………………………………………………………………………………………………………………………….

Alys Owens
Thu 14/05/2020 11:49
To:
·  M**K H*****;
·  S**n H*****
Online Pay slips.docx
80 KB
Hi Both,
 
Please find in the attachment below my draft of the communications for the change of payslips.
 
If you are both happy with the draft, it can be finalized and sent out to managers to display on the notice boards. 
 
I do have a few queries 
1. Is the time scale okay - I have put a deadline of the 1st of June?
2. Does it cover everything you would like it too?
S**n - I will collate all the emails together and send a spreadsheet over once I have a sum of emails.
 
As stated in the communications I will be the direct contact for guidance if employees do not have an email address, cannot access, or any further questions
 
Many Thanks
Alys Owens

…………………………………………………………………………………………………………………………….

M****K H****R <m*********14@bt********d.com>
Thu 14/05/2020 12:01
To:
·  You;
·  S**** H*****
Cc:  S*** J****s

Hi Alys,

Excellent work, possibility just clarify that we will use the email address for other notifications and the user needs to check the content on a weekly basis. Updates in legislation, holiday confirmation etc.

Thanks 
M****
Sent from Yahoo Mail for iPhone


………………………………………………………………………………………………………………………………..

Communications for all staff.
Important Staff Notice - Please Read
Your payslips will soon be moving online
On and from the 10th June 2020 all payslips will be electronic – given out via email. 
You may have some questions about this so please see the Q&A below. If your question is not answered then please contact me, Alys Owens, HR Assistant on 0*******7
Here’s what you need to know
We need to modernise, be more environmentally friendly and be more efficient. The existing system of printing off, putting into envelopes and posting out is labour intensive. In the current Covid-19 situation we also do not want staff processing envelopes increasing hand to mouth contact. Employees will also receive their payslip very quickly. 
Do we all have to?
Yes. It is a company decision. A lot of staff already receive their payslips on email and it is something we have wanted to do across the whole company for some time in line with other company’s our size and spread. 
Is it safe? Can someone see my payslip in my email box and my details?
The email will be generated by Moneysoft payroll manager, our financial management software system and the emails will be password protected. You will be told your personal password.
This means that only you will be able to view the email containing your payslip with the use of your individual password. 
Can I save my payslip? 
Yes. You will be able to save your payslip onto your computer or onto your phone. It will be viewed as a PDF and then you can save it and print it if you wish.
What if I don’t have an email address? 
We can offer support in you obtaining an email address and coaching on how to retrieve an email if you want. We will use “gmail” and set you up an email with a password and show you how to access your account on the internet. We can also provide you with written instructions that you can refer to every month. You can always ring in if you get stuck.
What if I don’t have a computer at home? What if I want to print them out for my own records and don’t have a printer at home?
You can access your account on the computer in the depot where you work if you need to. If you want to print off your payslip you can do so on site using our printer until the end of September 2020. After this we feel that you will have had sufficient time to sort your own printing facility out as our aim is to reduce this.
What about my personal information? 
We manage all personal information in line with GDPR – the General Data Protection Regulation and we have a company policy to support our commitment and aims on this. We can assure you that your personal information is handled appropriately. 
Will my email be used for more than just receiving payslips?
Yes. We will be using your email address for other notifications regarding updates such as legislation, holiday confirmation and policies and procedures. It is important that you check your content on a weekly basis.
What about if I have to produce payslips for the bank or a mortgage company? 
Electronic payslips are accepted by banks, mortgage companies and HMRC. P60s are also accepted when issued in this way.  
What do I need to do now and by when? 
You need to provide us with an email address for this purpose as soon as possible and at the latest by June 1st 2020 or ask us by this date to set you up with one.  
Support
You need to provide your email address by: June 1st 2020
Alys Owens
Telephone: 0*********7
Email: alys************@hotmail.com
If you EMAIL me please make sure you start your email with the words PAYSLIP EMAIL followed by your full name. 
You also need to take responsibility as we go forward for telling us of any changes that you have to any email address that we hold. 
Thank you for your co-operation, 
Alys Owens
HR Assistant
…………………………………………………………………………………………………………………………………………
S**** H***** <s**@m*********s.co.uk>
Thu 14/05/2020 12:23
To: You
Good morning Alys
Thanks for this, it will save a lot of time and faff! 
All good, just one small tweak, we don’t use SAGE payroll – it is Moneysoft Payroll manager. 

Thankyou
S**n

Alys Owens
Thu 14/05/2020 13:56
To:
·  M*** H****R;
·  S**** H*****r
Online Pay slips.docx
80 KB
Hi Both,

Thank you for your feedback - pleased that both of you are happy with the work!

I have amended and tweaked with your input - it will be sent to G***, S**** and E****

I am aware S*** is off-site so have included E**** to cover *********

I believe it is ****** I need to contact for translations - will be in touch to get a translation for this piece of work

Could you please reply that you are both happy with the amendments and it will be sent out to management today

Many Thanks
Alys Owens

……………………………………………………………………………………………………………………………………………….

Alys Owens
Fri 22/05/2020 12:36
To:A******

Hi *****,
 
I hope you are okay, I'm Alys and I work with **** in HR. I'm not on-site due to COVID so working from home.
 
I've been asked to collect email addresses from staff so they can receive their payslips on email rather than in envelopes. 
 
Which email do you want to use for yours if you don't receive them on email now?
 
Many Thanks
Alys 

…………………………………………………………………………………………………………………………………………………….
******* <******@*********.co.uk>
Fri 22/05/2020 13:29
To: You
Hi Alys
 
I’m good thanks, hope you are too.  Hopefully we will meet soon when this is all over, whenever that may be!
 
My email address is:
 
************
 
Thanks.
 *******

……………………………………………………………………………………………………………

Alys Owens
Thu 28/05/2020 11:36
To:  A***

Hi A****
 
I hope you are okay!
  
I have got both emails and been in touch with both about payslips so that is done, they are happy.
 
**** and I have been in contact - getting emails off staff who are currently furloughed 
 
****, ****and myself have been in contact with the Cardiff and Swansea staff and Scott is sending over the final set of email to me this afternoon.
 
M**** and I have sorted everyone downstairs in Haverfordwest
 
Overall, I have a handful of emails left to collect - It would be helpful if we could both sort out who we are missing and we can sort together?
 
Many Thanks
Alys

…………………………………………………………………………………………………………………………………………………….
A*****<****@****.co.uk>
Thu 28/05/2020 10:28
To: You

Hi Alys
 
Hope you’re ok.
 
Can I just check on two email addresses:
T***** and S*******, the addresses on my spreadsheet both have a gap in them.  Is there an underscore where the gap is?
 
Thanks.
 
Andrea

…………………………………………………………………………………………………………………………………………………

Alys *******
Fri 22/05/2020 10:26
To: S***n H****r

Hi S****,
 
As you are aware, I am collecting emails for online payslips!
 
Furlough - do you have the contact details for everyone who is currently on furlough? - if so could I have them please? - as I can contact them for their email address and explain the change to online payslips
 
Many Thanks 
Alys

…………………………………………………………………………………………………………………………………………….

S**n H****r <s****n@************.co.uk>
Fri 22/05/2020 15:38
To:  You

Good afternoon
Furlough employees, as follows
 *************************************************************

Let me know if you need any more.
 
S****n


O <o.co.uk>
Fri 22/05/2020 09:18
To: You
Hi Alys
 
Yeah im good, hope you are too!
 
Please use *************** for mine. 
 
Let me know if your missing any drivers or anyone and I can help chase them down for you if you need.
 
Thanks
****

…………………………………………………………………………………………..
Alys Owens
Fri 22/05/2020 10:00
To: O

Hi *,
 
Thank you!! - I'm still getting to know who is who at the minute !! so that would be a massive help to me as I don't know who the Haverfordwest drivers are etc!
 
Harder as I am not on site all the time - so if you could chase them up for me that would be great 
 
I have been in contact with S*** and G*** - got all the drivers in Swansea and Cardiff so it is just Haverfordwest drivers
 
Thank you for all your help!
AlyS

……………………………………………………………………………………………………………………………………………….

O <o@.co.uk>
Fri 22/05/2020 10:25
To: You

No Problem Alys
 
I know the following people have payslips let me know if you haven’t heard from them
 
***************
*************** 
And if you need help with anymore im more than willing to chase them down 😊
 
 
Kind Regards
A****


Thank you! - From the list, I have not received 
 
***********************

 
Many Thanks
Alys 


Omsco <omsco@markhunterfoods.co.uk>
Fri 22/05/2020 11:21
To:You

Thanks Alys
 
I will chase them all for you now.
 
Kind Regards
*******

…………………………………………………………………………………………

Alys Owens
Tue 26/05/2020 09:40
To:O
Perfect - Thank you!


I have had all the emails from the driver's name you sent!

Thanks for all your help

Many Thanks
Alys 

………………………………………………………………………………………………………………………………………….

Alys Owens
Tue 26/05/2020 16:28
To: S
Cc:  M
Furlough payslips.docx
209 KB
Dear …………….
As you are currently on furlough due to COVID-19 we are writing as there has been a notice been put on the notice board that will affect you that you haven’t had the chance to see.
From the 10th of June Totally Welsh are changing to online emailed payslip.
It is a company decision for the whole company to move to online payslips. It is safe and it will be password protected.
There has been a document provided in your envelope explaining the changeover and any queries you might have.
Please text me with your name and email address that you would like us to use.
If you do not have an email address I will be here to support you and to set you up with a ‘gmail’ account. Please TEXT/CALL me and I will provide you with a secure email address and password and a step by step process on how to access it. I am here for a guide of support through this process 
If you do not have access to a computer at home, you can access your account on the computer in the depot where you work if you need to. If you want to print off your payslip you can do so on site using our printer.
It is important to read the document provided in the envelope to ensure that you understand the process.
If you have any further questions – please do not hesitate to contact me 
Telephone :
Email : al
Alys Owens
HR Assistant 
Totally Welsh
Hi ****, 
 
I do hope you are okay.
 
I just would like to give you an update of where I am with the payslips.
 
In the excel document that is attached, are all the emails I have collected so far (I have tried to group them) - I have been in contact with **** and that Swansea employees emails will be with me tomorrow afternoon.
 
M**** is in the middle of translating for the notice board downstairs.
 
S**** has informed me that some employees currently have online payslips in Swansea.
 
I do have a question regarding the payslips - Are there any employees who are currently on long term sickness and need to be contacted regarding the change?
 
Thank you for the furlough list - Update of what I've done;
· I have created a letter that has been sent out to employees updating them on the change and printed out the communications for them. If they do hold an email - they are to text/call/email with their email address. 
· If employees DO NOT have access to an email address they are to give me a call and I will support them by getting an email set up (which was included in the letter).
· For employees who are currently on furlough and we have their email address I have sent an email out explaining the change and are they happy with the email we currently hold.
· I have attached the letter that has been sent with the communications  (for you to have a read).
D****** - I have posted a letter with his email address and detail which I created on gmail.
 
If there are any employees who are furloughed in Swansea and that are not currently on 'online payslips' - I can email/post information about the update and collect emails.
 
Finally, I have amended the starter pack for future employees for when they start they are to provide an email for their online payslips - I have sent the starter pack to S**** and G**** for the Swansea and Cardiff Depots.
 
My number is 0****** - if you want to call 
 
I hope this is okay? I will send over the next lot of emails once I have the information.
 
Many Thanks
Alys Owens


Letter to employee explaining how to access payslip
Dear,
As you are aware Totally Welsh are changing to online payslips
As you have stated you do not have access to an email account, I have created one for you. It is a ‘gmail’ account which you will have access to your payslips. It is now up to you if you want to access your account
As it is a company decision it is compulsory for the whole company to move to online payslips. It is safe and it will be password protected. 
If you do not have access to a computer at home, you can access your account on the computer in the depot where you work if you need to. If you want to print off your payslip you can do so on site using our printer.
Your personal information is in line with GDPR – We can assure you that your personal information is handled appropriately
With regards to your new ‘gmail’ account, I have set up your account here are your details;

Email Address : 
Password : 

STEP BY STEP TO ACCESS ONLINE
1. Open the internet on the computer
2. Open Gmail. Go to https://www.gmail.com/ . This will open the Gmail login page.
3. Enter your email address
4. Click Next – The button is blue
5. Enter your password. 
6. Click Next – The button is blue
7. You will now be on the main page to access your email

IF YOU WISH TO CHANGE YOUR PASSWORD
1. Make sure you are on the main page 
2. To the left of your screen you will see a subheading of ‘security’ 
3. Click ‘security’ 
4. Click ‘Password’ – you will need to verify your old password
5. Sign in
6. Enter your new password, then select Change Password

Please note – your email and password is secure and only I have the gmail password

Support,

I am here for a guide of support through this process 

If you have any further questions – please do not hesitate to contact me 

Telephone : 
Email : alys@hotmail.com

Alys Owens
HR Assistant 
Totally Welsh


Alys Owens
Thu 28/05/2020 15:36
To: S*** H*****
Cc: m*****@********.com

Payslip tracker.xlsx
18 KB
Hi S***,

M*****a and I have been in touch today, she said she hasn't had the time to translate the document, but she has made it clear to all staff the change to online payslips and has said that everyone is very happy with the change.

She did mention that there are a few gaps, and she would get them sorted by the end of the week. 

I posted letters to staff on furlough - I have had a couple of responses.  (Will take a few days with letters arriving)

I will be chasing people who have not responded to my emails up before 4 pm

From the list of employees, I have got everyone's who you were missing. S***t has said today that P***** is no longer with us.

S**** did send a list of emails - Could you check that you have got everyone's who I have sectioned as online payslips already. 

The Swansea staff is on a different sheet in the document.

In regards to ********* - He must receive his payslip; therefore, I have created a Gmail account and I will need to send him a letter with details - could I have his home address, please? it will then be up to him if he wants to access them or not. 

I hope this helps you. From looking at the excel document I am 8 emails short. I am going to chase 2 up this afternoon. ****** is getting back to me with 3 emails. Letters have been sent to 3 staff who are currently furloughed. 

Many Thanks 
Alys 

Alys Owens
Mon 01/06/2020 14:26
To: S
;m@.com

Payslip tracker.xlsx
20 KB
Hi Both,

Here is the completed excel tracker for all emails.

Shan - That is fine about ****t I will bring his letter with **** on Wednesday.

If there are any employees missing - let me know and I will get them to you asap.

Many Thanks
Alys














3. Employee Engagement: The introduction of performance reviews at Swansea and Cardiff sites

Email evidence trail

……………………………………………………………………………………………..

Alys Owens
Thu 18/06/2020 09:53
To: m*****************@l.com

Dear ********,

I'm hoping that you have received your draft job description and particulars of employment (contract)

I'd like to meet up with you to discuss these to get them finalized and some other areas such as:
· How you are getting on in work
· Any training needs you may have
· Feedback on your responses given within your recent food safety pack
· To update you on areas of the business

Can you please come back to me TODAY with a suitable day and time the week beginning 29th June. I'm anticipating our meeting will be circa 30-45 minutes in duration maximum so you can plan your day.

Many Thanks, Alys
	Punctuality
	
	

	Manners and demeanour
	
	

	Commitment and how keen
	
	

	Communicating
	
	

	Teamwork
	
	

	Skills - aptitude, accuracy pace, fast learner, efficient
	
	

	Good driver
	
	

	Customer care
	
	

	Flexibility
	
	













Alys Owens
Fri 26/06/2020 14:56
To: ****@*******.co.uk

Hi ******,
I know you've had the week off and you are back tomorrow.
This is important for Monday - Feedback on your staff
Even if you just can do the people I see on Monday. Then the rest on Monday in the day. 
I have created a table for everyone, what I need is just a summary and feedback in every column. E.g do they have good punctuality. And then score out of ten in the end column. 
Try and put good things first before the negatives. As it is an appraisal performance review.
People that need to be filled out ASAP 
· *********
· *********
· *********
· *********
Many thanks
Alys

4.Management of change: The impact of Covid 19 on the organisation


Email evidence trail

………………………………………………………………………………………………………………………………………

Alys Owens

Dear all, 

COVID - 19 Update: September 2020

As we undoubtedly face another challenging time ahead with Covid we want to firstly thank you for all your hard work in the face of on-going issues. 

An aspect for us all to be aware of is the similarity of symptoms of Covid to a cold or flu. We have the autumn and winter approaching and we feel it best to inform you of action that you may need to take. 

Colds, flu and Covid-19 are caused by different viruses, but can have similar symptoms.
It can be hard to judge which one you may have if you feel poorly.

Most people who feel ill with coronavirus will have at least one of the following:

· a high temperature
· a new, continuous cough 
· a loss or change to their sense of smell or taste
Please also look at the chart below to conclude what you think you may have. You can also ring your GP for a discussion. Your health status is personal to you and we cannot assist you in any diagnosis.

Once you have decided you must then act accordingly. If you suspect you have Covid then you will have to inform you manager asap, and self-isolate in line with the guidance at the link below plus seek a test.

If we discover through our on-site temperature monitoring that you have a high temperature then we will ask you to go home and self-isolate and seek a test.

https://gov.wales/self-isolation-stay-home-guidance-households-possible-coronavirus

We hope we all stay well and no –one gets Covid but if people are poorly we are hoping that by using the chart and maybe discussion with your GP that any self-isolation will only occur when really necessary. Any queries about Covid please contact Scott on 07735 366560

Mon 05/10/2020 11:24
Good Morning, 
Please find attached communications regarding COVID-19. If you have any queries about COVID-19 please contact HR (hr@totallywelsh.co.uk), or Compliance Manager Scott on 0773


Dear Totally Welsh / Totally Welsh Direct employee
We do hope that this email finds you all safe and well.  We write about 2 keys areas: 
1. Covid -19
2. Staff Pay
Covid 19
We would like to take this opportunity to firstly thank you for all your hard work and efforts made during the last 5 months. We refer to not only working but working alongside personal worry and concern about the global pandemic happening around us. Thank you for “keeping business as usual” as usual as we possibly could under the circumstances.
We now want to remind you of the on-going need to keep safe from the Coronavirus and to practice good hygiene, especially hand washing and when coughing and sneezing. Please also try and remember to socially distance. 
We ask as we have carried out a second risk assessment following concern that measures are being relaxed and that travel restrictions are being lifted. We are confident some of you will have read about recent outbreaks occurring in food manufacturing sites. We wish to avoid this obviously, we want our staff to stay healthy and we wish business to carry on.
To this effect we do ask you to be vigilant and not to become complacent as localised outbreaks are still possible. Please also remind people when and if you can. We as part of the management team are no exception and we have had to remind ourselves to try and lead by example. 
Our Compliance Manager ***** will be out and about checking site compliance soon and making sure that we are keeping you as safe as we can and that we have sufficient on-going controls in place. You can speak to Scott if you have any concerns and also any ideas on how we can improve in keeping us safe. 


















5.Coaching and mentoring: The introduction of an internal mandatory training package for L1 Food Safety

Email evidence trail

…………………………………………………………………………………………………………………………………………………………….
Fri 15/05/2020 15:10
To:  **********@hotmail.com

Hello *****
 
Please find attached your Level 1 food safety training pack. You can complete this at home. You will be paid for the time.
 
Open the PowerPoint slides and then "Save as" onto your computer. 
Do this by going to the toolbar and clicking "File"      
Select "Save as" then from the drop-down menu. 
PLEASE RENAME IT WITH YOUR NAME
 
Go through the slides, reading the information on them. 
The white slides have questions on them - you need to click into these and type in the answers in the space provided. 
 
When you have completed everything please do your test paper. 
You will need to save this in the same way and rename it with your name. 
 
Please then send everything back to me within 7 days. 
 
Please let your manager know when you have completed it so you can add your hours onto that week. 

You will receive 2 extra hours for completing it.
 
Your test will be marked and then a certificate sent to you. 
 
If you need any help, please email me or call me on ************
 
Many Thanks
Alys



LO4 Report
Title: Having the ability to work collaboratively with others as a team (or group) member
Executive Summary
The report acknowledges the need and inevitability for teams and groups to exist in workplaces. 
What’s known as “group dynamics” is an integral part of any team and group’s success or failure. This study, analysis and understanding of group interactions can be advantageous to any business.
This report defines teams and groups, giving ideal components for success. The atypical phases a team of group may go through are given in example, as are the personality traits and   that may demonstrate. 
It provides insights into how certain tools and approaches may increase the chance of a team performing and those areas may cause it to fail. General impacts are also discussed. 
There are some references to personal experiences of having to work collaboratively.
Introductions
According to Watson and Reissner (Reissner, 2014)teams or groups are inevitable formations that HR professionals will join. 
In differentiating the terminology it can be that teams have a common goal that all members are accountable for – the results are down to them as a whole. In a group, members contribute more individually and hold more individual accountability for the end result.  Regardless of pinpointing the exact clarification of the formation – it’s important to recognise that both bring significant contribution to an organisation when run well. I will use the term interchanged from hereon.
Main context
Working life inevitably causes us to interact with others and working life especially means interaction with a diverse community of employees and managers. A member of HR can be at any one time a member of a single team or group or a member of many. This is due to the key role aim of providing insights, strategies and solutions to people. Teams may need HR input for advice, progressing actions, assisting in project management and enabling production to run. (Buchanan, 2010) (Huczynski & Buchanan)Knowledge of team working skills is therefore required for the HR professional to add value. 
Mike Schoultz (2017) refers to ten characteristics of an effective team in a web article to be clear direction, open and honest communication, supporting risk taking and change, having defined roles, being mutually accountable, communicating freely, having common goals, encouraging differences in opinions, collaboration and team trust. Greenberg & Baron (Baron, 2008)(1997) report on similar effectiveness requirements with a strong focus on accountability and responsibility that a team holds. This they suggest is a key difference between the term “team” and “group” in the view that members of a group hold more accountability for their own contribution. 
Group/team dynamics do have an impact on the success of the above being deliverable. Group or team members can be diverse in personality, approach, gender, age, background, skills and how they act and perform in their required tasks can be variable. They will also have their own drivers or agenda. Forsyth (2009) identifies that such can lead to conflict that will need resolving for the group to be effective. HR professionals require influencing skills to bring change and keep the business compass on its path. 
When a group or team forms Tuckman (1965) (Tuckman, 1965)and Quinn et al (2003) refer to the stages that they believe a team will inevitably progress through. The stages are known as Forming, Storming, Norming, Performing and Adjourning. Certain predictable behaviours and actions are likely to happen at each stage that are identifiable almost wholly by their title. I have witnessed this progression in my current role. An established administrative team had a new member join and technically a “new” team was formed. They quickly entered the storming phase which was so pronounced that HR intervention was necessary and a code of conduct issued due to conflict and confrontation occurring. I actually issued a copy of the Tuckman model to the team so they could see what was happening from an external perspective. I felt my intervention and collaborative approach did assist as the team settled and are now norming and approaching performing. 
Some teams and working groups ensure that groups will function at an optimum level by having the ideal mix of personalities within. Using personality profile questionnaires can help teams and groups to understand more about its members. The questionnaires give insight into how people like to work and identify the strengths and weaknesses of that profile. The Belbin model is a well-used. Belbin (1981 and 2007) (Belbin, 1981)identified that the roles people would assume in a team would often be dependent on their personality and the surrounding team dynamics. He classified the roles people would assume into three, task related, social or team related and individual thinking related. On completion of the questionnaire team members could see what role they were likely to assume plus the strengths and weaknesses they may display. This facilitated self-awareness and reflection. 
An example of this has been of use to me as my mentor and manager during my apprenticeship has completed the Belbin model (as have I) and it has enabled me to appreciate her as a unified high scoring “specialist” I am now aware  of her strengths and weaknesses within a team. I have discovered that I am an implementer and co-ordinator which I recognise fully in myself.
Underlying factors would inevitably influence the functioning of the team and impact on it. Such factors can be political belief. Opinions on politics can cause a canyon in teams unless managed from the outset. Establishing grounds rules on expression and rules of engagement can enable the freedom of speech to occur in a non- conflicting way. A team should feel within a safe inclusive environment. It is important to acknowledge that political does not mean solely believing in the view of a government political party but that informal politics within a team can stem from a shared belief by some of interests, views and motivations. Without constructive engagement political activity can breed dysfunction within a team.
Conclusions
Teams and groups form in work. Their survival depends on group and team members, dynamics, internal and external influences. Knowledge of team formation, stages of progression, best practice and common failings can optimise the team’s chance of success. There are many studies and tools to assist in this success. The role of the HR professional can be instrumental by displaying the eight ideal behaviours on the CIPD Professional Map.
Recommendations
That business owners and senior managers within the organisation I work for are given insight into the benefits of formalising clear objectives for team and group work and that consideration is given to personality profile testing.
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LO5 
Introduction
I have assessed myself against the 2013 CIPD HR Professional Map at Band Level 2, this Map appropriate for my current studies. I have taken the results from one core area and two behaviours to enable me to place them onto a developmental plan for the purpose of my studies. I have chosen areas that will take me out of my comfort zone and provide me with a challenge. 
Findings 
CPD is not only personally beneficial but is often a pre-requisite of entering a profession. With my current HR role I wish to develop myself to be the best version of myself in work. I trust that my personal efforts will also benefit the organisation I work for. To assist me I have utilised the CPD online tool and worked through the assessments in turn discovering that on some I was working to the correct expected level in all areas but that I had exceeded within the area of resource and talent planning which I have done considerable work on since in role.
The areas that I need to work on are as follows: 
Professional Areas: 
· Insights, Strategy and Solutions (core) -
Service delivery and information
Behaviours: 
· Curious
· Skilled influencer
Justification
As well as from the results of my assessment in the above areas I have realised that some financial knowledge and skill is required longer term in role. Others are currently managing the payroll function due to the historic absence of a HR function.  I recognise that this needs to change due to the pressures on the current person fulfilling the role and the need for me to expand my expertise in HR. I need to learn and go out of my comfort zone and be committed to taking the function over long term. It will also assist in my personal credibility in role. I will need to skilfully influence the business owner to see the merits in this progression and ensure that I see the perspective of all those involved.
I have already spoken to the Management Accountant for the business and asked for some basic tuition to give me insight into the finance function generally. I have also asked the Operational Manager for some coaching in using SAGE. 
I also recognise through self-assessment the need to progress Employee Engagement as I have limited knowledge of it and the organisation has limited experience of it. I have started to research different approaches already. 
I have populated my Personal Development Plan (PDP) in line with the results of my self-assessment against the whole of the Professional Map. It is not a finished document as I will add opportunities to it as they present themselves.
I have determined my learning style through a questionnaire and tailored my approach to optimise my potential to achieve. 
My approach to my populating my PDP has been a 5 point plan of the following stages: 
1. A personal skills audit: I’ve used the tool but also sought feedback from my mentor and line manager plus colleagues who trust to be honest with me. I’ve also reflected on what’s gone well and what hasn’t in the last 6 months that may have been as a result of my input.
2. Setting objectives: My objectives are SMART – specific, measureable, achievable, realistic and time bound.
3. Selecting opportunities: I’ve looked at those that will benefit both me and the organisation
4. Identifying needed actions: Doing what I do best – organising!
5. Implement and progress my plan: By divulging it to my coach and mentor who will help me ensure that I achieve as they know I want to.
Conclusion
I do feel that on completion of the self-assessment it was an accurate and reflective account of where I am and areas I need to work on. Maths and now finance has always been an area of concern to me and an area that I do not excel in. I am now as a result of self- assessment realising that I need to address this obstacle and mental barrier. The completion of personality questionnaires and learning styles has additional helped me in realising that I am like many others in working life and studies. 
On an organisational level the self-assessment has highlighted areas that are virtually non-existent within the organisation that I need to address such as employee engagement. 
It has been a very useful exercise. 

Please see EV4 to support LO5







EV4
The outcome of my self-assessment.
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Insights, Strategies and Solutions
· Consider who the stakeholders are in the projects you work on, and think about what you can do in your role to best support them.
· Review recent CIPD survey results (such as Employee Outlook or Learning and Development Survey), and identify any trends or risks which may impact your organisation.
· Undertake some online research using the CIPD website on the principles of business and HR metrics, and how they can be used to benefit the organisation
· Find someone in your organisation who writes project and financial reports, and ask them to share their approach with you. Identify what learnings you can put into place for your own report writing.
· Before starting work on a project, find out from others what they think the risks and opportunities might be – particularly if similar projects have been delivered before. Consider how you can learn from their insights, and how you can improve the way you support programmes and projects moving forward.
· Seek feedback on the quality of your support to HR projects and programmes, and how they support the HR strategy. Where could you improve?
· Locate the most recent annual review or report for your organisation, or find out someone who knows about the organisation's performance. Find out what things the organisation measures its performance by (eg, turnover, profit, production, customer satisfaction etc). Compare last year's performance with the previous three years.
· Participate in regular market / customer / product updates and understand how these affect the organisation.
· Build up your internal network and talk to others about external influences that affect their departments' work.
· Plan in time during your working week to regularly update yourself on legislation relevant for your role and organisation.
· Review the project management practice in your organisation as it relates to your role. Is there anything which can be improved? Share your thoughts with your line manager.
· Read some overview documents on your organisation's strategy, and discuss with your manager the links with your own / the team’s responsibilities. Obtain the people strategy for your organisation and understand how it aligns with the organisation strategy.

Leading HR
· Build relationships with other HR colleagues outside of your organisation to broaden your knowledge of HR policy and practice.
· Seek feedback from others on the quality of your support to the team's overall HR plan. Ask specifically for feedback on areas you could improve.
· Undertake some online research using the CIPD latest surveys to identify trends in HR thinking and practice. Pick some of these ideas to share with your colleagues, and discuss how your organisation might benefit from these insights.
· Identify some of your key peers and customers in your organisation who have a very different personal style to you. Reflect on how you could change your working style to more effectively work with them. Ask your manager for guidance on how to get the best out of people who you find difficult to work with.
· Ask a range of other people (such as your manager, a couple of your peers, a couple of your customers) for feedback on the work you deliver and the way you deliver it. Ask for some specific examples of areas you could improve, and strengths to build on. Ask your manager and trusted peers to offer some feedback on the extent of your HR expertise in the area you work in, and build their feedback into your development plan.
· Find out from your manager how your objectives fit into the wider team’s and organisation’s objectives. Identify where you can support other members of your team so that work isn't being replicated unecessarily.
· Implement a system which can track the progress of your projects and work for the team against all the project / team objectives, KPIs, service-level agreements etc. If records don't currently exist, set up a system where you can record key HR budget data and people data in a logical and confidential way.
· Spend time with your manager to understand how budgets are managed and forecasted in the organisation. Ask questions to understand the types of budget data that you're likely to be asked for, and ensure you have that information to hand as and when you're asked for input into people financial planning.
· Research different ways of supporting your team so that you're more effective in working together - you could start by reading the principles behind Tuckman's stages of group development.
· Research different methods of data collection and analysis online, and consider how you could adopt one or two specific approaches in your role. Find out how other HR colleagues collate and analyse data, and the advantages and disadvantages of doing it this way.



Organisational Design
· Consider the data and information that's available in your organisation regarding structure, accountabilities and spans of control. Are there any gaps in the data available? What else would be useful to know if you needed to assess the organisation's current design? Discuss your findings with your manager.
· Build relationships with the business by keeping them up-to-date with relevant data and feedback from staff on organisation design changes.
· Shadow a design specialist in structural design meetings so that you can experience the development of proposals, challenges and development of business cases and plans first hand.
· Make a list of the blockers and enablers of change in your organisation (this could be people, processes, the culture etc). Share it with your manager and talk through how you could overcome the blockers, and use the enablers to be more effective in your role.
· Ask your manager and other HR colleagues from other teams how they engage the business in change activity. Ask managers and staff in the organisation how they like to be engaged, and what types of communication they like to receive when going through change.
· Undertake research on job levelling using the CIPD website and other online HR resources. Speak to your manager or others in the organisation design team to understand how its applied in your organisation.
· Consider becoming trained in job evaluation, and speak to others in the HR team who undertake job evaluation to understand the fundamental principles.

Organisational Development
· Find out what data your organisation collects to assess team and individuals. What is data is quantitative, systemised, qualitative? How reliable and recent is the data?
· Find out what information your organisation creates that details the structures (org charts), systems (systems maps), culture (outcomes of engagement or culture surveys) etc. Make a note of how to obtain / keep up to date the relevant information.
· Shadow an OD specialist at a scoping meeting (where the issue is defined through a process of entering and contracting) or an initial diagnosis meeting.
· Support the delivery of a change programme that includes organisation development (OD) specialist/s.
· When new organisation changes are happening, take the opportunity to sit in on briefings to fully understand the changes. Create a list of Frequently Asked Questions (FAQs) to refer to when dealing with queries from the business.
· Read up on one area of Organisational Development theory that interests you (for example, drivers of team and organisation performance, group dynamics, systems theory).
· Find out what diagnostic tools and frameworks are being used to assess your own organisation’s capabilities and why they are appropriate for your organisation needs (e.g. engagement surveys, assessment tools, cultural diagnostics).
· Speak to an Organisation Development specialist within or outside of your organisation to appreciate the kind of support managers and employees require during a typical change programme.

Resourcing and Talent Planning
· Volunteer to manage an assessment centre or selection process that's new to you.

Learning and Development
· Research different approaches to learning and development in a range of organisations using the CIPD website and other online HR resources. Share ideas which may benefit your organisation with an L&D manager.
· Undertake a SWOT analysis of the way your organisation stores L&D related data. What opportunities are there to improve the way this is done? Are there any risks to the organisation of the the way things are currently done? Share your findings with your manager.
· Do some online research on different learning and development methodologies (you could use the CIPD website or discussion forums). Identify the key elements to be considered when designing L&D interventions.
· Who are your key customers when learning and training events are being delivered (think about the people attending the event as well as the people running it)? Consider what they need from you as a best practice 'support service'. Are there any things that you could change / start doing which would improve the way programmes are delivered? Share your thoughts with your manager.
· Consider setting up a database / spreadsheet to keep records of individuals' development needs. Set aside time to regularly review it through the year so you can let individuals know when there may be opportunities which will support their development.
· Find out how your organisation conducts training needs analysis. What is the standard approach? Research best practice on the CIPD website and compare this to the way your organisation works. Are there any areas which can be improved?
· Research traditional adult learning theories including learning styles and the importance of workplace and informal learning methods (see 70:20:10 model). Identify the advantages and drawbacks of a variety of learning delivery methods and how these appeal to different employees.
· Research different approaches to learning and development in a range of organisations using the CIPD website and other online HR resources. Share ideas which may benefit your organisation with a L&D manager.

Performance and Reward
· Identify the sources of reward data within your organisation and think about how you can collate this to show trends and inter-relationships.
· Agree a role or group of roles that your organisation cites as having special reward requirements. Research how other organisations (including equivalent or competitor organisations) create reward packages for these roles. Understand how this differs to the package offered by your organisation.
· Research employment legislation around reward and pay (including the Equal Pay Act) using the CIPD, ACAS and other relevant websites.
· Seek out project opportunities connected with your organisation’s performance and reward plan / cycle to understand key elements and how they align (for example, job evaluation, performance-related pay or bonuses, recognition programmes etc).
· Read your organisation’s performance and reward policies and create an FAQ document to help you answer manager and employee reward queries.
· Talk to a reward specialist in your organisation to understand the different elements of reward including job evaluation, fixed pay, variable pay, employee benefits and total reward and their purpose and impact in attracting, motivating and retaining talent.
· Read your organisation's published annual statement and pay particular attention to the information relating to executive pay (if it has one). Find out if there has been a history of shareholder or decision maker disagreements around executive remuneration.
· Spend time with a colleague to understand how your organisation evaluates the effectiveness of its elements of reward.

Employee Engagement
· Ask colleagues how you can support with the design and delivery of employee surveys for your organisation. Learn from observing how they design different, specific pieces of research.
· Support the roll out of employee research (such as an employee survey followed up with focus groups) for your organisation to measure the level of engagement in the organisation and key reasons behind this.
· Choose a specific area of interest within the survey data to analyse. Compare results across time, between employee segments/locations/functions and with benchmark data to identify key trends.
· Develop reports that demonstrate the connection between employee engagement performance data (retention, absenteeism, productivity, and so on) with organisational performance as measured by sales, customer service, etc.
· Seek out project opportunities which support employee engagement to understand the wide range of HR areas that impact on engagement including employee communications, leadership and management culture, the organisation’s values and the approach to performance, reward and recognition.
· Support with the roll out, design and delivery of employee engagement solutions for your organisation.
· Research the key drivers of employee engagement by reading about Macleod & Clark’s four engagement enablers and by referring to case studies and research on the CIPD and ‘Engage for Success’ websites.
· Investigate how organisations research and measure employee engagement (usually via employee surveys, focus groups and benchmarking data). Read about best practice in this area and share your learning with colleagues.

Employee Relations
· Understand what data your organisation collates on employee relations. What opportunities are there to improve the way this is done? Are there any risks to the organisation of the way things are currently done? Share your findings with your manager.
· Spend time talking with employees to assess the level of awareness, understanding and interpretation of current policies. Identify potential enhancements/improvements and take suggestions to your HR colleagues.
· Research the background to legislative change. Keep abreast of national consultation on the employment law agenda through sources such as the government website.
· Participate/lead company inductions and use the opportunity to advise managers and staff about employee relations policies and practices.
· Use your professional network to provide opportunities to discuss specific employee relations issues and the full range of strategies and solutions available.
· Take time to research and understand relevant employment law for your organisation, gaining in-depth knowledge in key employee relations issues areas that will benefit the business.
· Use your internal network to discuss and surface opportunities regarding employee relations issues. Make recommendations to your HR colleagues.
· Investigate the level of awareness, understanding and impact of the organisation's existing policies and procedures by talking to managers and employees.

Service Delivery and Information
· Communicate regularly via different channels (face to face, email, phone, etc.) with your customers to understand what their priorities are and how you can support them.
· Undertake a SWOT analysis of the organisation's current record keeping. Highlight any risks with your manager/team, and propose any changes to mitigate these.
· Familiarise yourself with the Service Level Agreements that affect your role and responsibilities. Identify the key SLAs that you can impact, and consider what you can do to improve them.
· Build your knowledge of the organisation’s reporting systems and financial reporting. Familiarise yourself with the templates and language, so that you can interpret data accurately.
· Review your own approach to work, and ask others for feedback on the way you work. Are you effectiveness and efficient in your approach? Identify opportunities for continuous improvement.
· Familiarise yourself with key HR models and different delivery options (such as in-house, outsourced, offshore, partnership, shared services). Do some online research of HR Information Systems to understand the pros and cons of using technology in HR.
· Identify systems and processes in your role that you can become an ‘expert user’ of. Use your expertise to feed back suggestions for improvement and also to coach team members.

Decisive Thinker
· Investigate the range of information and data used in the HR function, for what purpose it is used, how it is analysed and reported by speaking to colleagues and, if relevant, HR information specialists.
· Ask for feedback on the way you collate, analyse and present data or information. Specifically seek out areas where you can improve your level of detailed thinking, and the impact it has on your work.
· Reflect on a challenging decision you have made at work. Consider all the information you drew upon to reach your decision, and how much each contributed to the success of the decision. Consider what additional information could have been useful.

Skilled Influencer
· Conduct a SWOT analysis on your approach to influencing others at work. Consider what's effective about your approach and what could be improved. Think about how effective the information and evidence you used was, and how well it supported your ability to influence. Apply your learning to future situations.
· Look for different ways to present your case when you're wanting someone to agree to what you're asking. Consider the different perspectives the person might take, and make sure you have responses which cover off all likely angles of the discussion.
· Observe those around you who are successful at influencing others and reflect on what it is about their approach and style that makes them convincing. Apply your insights to develop your influencing style.
· Seek feedback from your manager and colleagues about how they see your working style and differences between your style and the rest of the team. Consider how these differences can be advantageous to you.

Personally Credible
· Conduct a skills audit of your experience, knowledge and skills against the work you need to deliver in the next year. Work with your manager to create an action plan to develop any gaps over the next 6-12 months.
· Discuss with your manager where you would like to take your role in the next 12-18 months (or what you would have liked to have achieved). Use this to identify areas where you may need to develop your knowledge, skills and expertise and create an appropriate action plan.
· Reflect on the skills and knowledge of those around you, considering each indvidual's knowledge and expertise. Work to increase and update yourself in your own specialist area in order to inform and share your expertise with them.
· Reflect on occasions where you have been less successful or unable to provide advice and guidance on an issue within your area of expertise. Work to understand why, specifically considering your level of understanding of the issue, as well as the practicality and objectivity of your advice.

Collaborative
· Reflect on a disagreement that you have had with someone at work (possibly with a coach or mentor). Review what happened by imagining that you are a third party observer of any communications and interactions. Consider how your approach could have been more collaborative and constructive and how you could have adopted a ‘win-win’ approach.
· Map out the current internal network you have within your organisation and the strength of these relationships. Identify mutual interests or priorities that you can use as a way to form new relationships.
· Schedule in time to meet with colleagues both in your immediate and wider team to discuss your current work and projects in order to share insights and find alignment / connections between your work.
· Gain greater awareness of your personality type and approach (MBTI or FIRO-B personality tools may be useful). Be proactive in working with others who have a different personality type and style so will complement your approach.

Driven to Deliver
· Display your goals / objectives in a highly visible place at work (eg, pinned next to your desk or screen) so that you are constantly reminded of what is important for you to focus on.
· Discuss your goals with your manager for the next six months. Plan the process / steps that you will need to go through to achieve each objective. Ensure that you include timesframes, deadlines and who you will need to involve. How will you measure the success of these?
· Develop a methodology for keeping a record of your work, particularly any complex projects. Ask your colleagues how they keep a track of their progress, and find a meth9od that works for you.
· Measure the impact of your work through specific HR or business measures so you can demonstrate what impact you've had in the organisation.

Courage to Challenge
· Reflect on the way you come across to people when you put forward your ideas - ask others for feedback on the way your ideas are received. Could you adapt your style for different people, whilst still standing by your views?
· Take opportunities to attend organisation or function wide briefings on projects, products or services, even if they are not directly related to your work. Increasing your knowledge and understanding will help you challenge ideas and proposals better.
· Coach or support a colleague or peer who doesn't have the confidence to challenge others. Help them to consider the different questions they can ask in order to get a full understanding of an issue before putting together their argument.

Role Model
· Take the time to study and understand the development journey of the organisation’s values. Consider how well your own values sit alongside those of the organisation.
· Reflect on a situation where you did not deliver in line with expectations on a piece of work. Consider what impact this had for others and your team and what you could have done to change this - how can you put this learning in place for next time?
· Seek feedback from your manager and colleagues on your judgement. Is it mainly sound? Do you often make mistakes? Study any challenging decisions you have made in the past and ask yourself, with hindsight, whether they were good decisions.
· Champion and review HR processes to ensure that all sensitive data is managed in accordance to the Data Protection Act. Identify any areas of non-compliance and discuss them with your manager.

Curious

· Volunteer to support a wider organisation working group or project to understand broader issues and how HR connects with other functions and departments.
· Search for online newsletters, forums and blogs that are relevant to your role or organisation sector. Sign up to receive updates, and set aside time to read and learn from them.
· Select an HR issue / subject (either within or outside your specialist area) and set aside time each week to find relevant articles and reports. Read them and share points of interest and ideas with colleagues, possibly by forming a discussion group.
· Discuss the possibility of trying out or trialling a new HR idea or process improvement with your manager.
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EV5 Development plan





	NAME:
	Alys Owens
	MEMBERSHIP NUMBER:       
	56652305

	COVERING THE PERIOD FROM:
	January 2021
	TO:
	January 2022




Planned outcome: as below but to be added to as opportunities arise 


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

	Insights, strategy and solutions

I want to address the area of service delivery and be curious. I want and need to learn about the finance and payroll function and to be able to be able to carry simple financial tasks out. This will develop my understanding and create longer term HR opportunities for me. It will also take me out of my comfort zone. 



	I need to seek approval then coaching and mentoring on the subject from within the organisation. I need to explore the feasibility of me completing a short external course in basic finance or pay roll accountancy such as Moneysoft Payroll Manager. This will increase my personal credibility.
	Ideally a coach and mentor
Time – maybe some of my own time
Report supporting me completing a course – cost/benefit analysis/business case.
Access on my computer.
	Being able to influence the business owner in seeing the benefits of me learning this aspect of the business.
Initially to be able to support those responsible for payroll in times of need. Longer term when my Apprenticeship is completed to take over the activity.
	Review July 2021
Completion January 2022

	I want to address the area of employee engagement by being driven to deliver in bringing a system in that allows employee feedback.




	I need to review a selection of engagement models and decide on which one would suit the organisation best. I then need to project manage its roll out accompanied with training for managers. This will demonstrate being a good role model.




	I will need time for research and collaboration. I will need to issue a employee satisfaction questionnaire as to what employees would like to see brought in. I will need time to construct it and the accompanying desired metrics.
Appropriate software on my computer.
	Buy in from the business owner and senior managers. A realistic report detailing approximate hours to be spent on it and this agreed to.
Choosing the right format
Enthusiasm and commitment
	Review End of February 2021
Completion and full implementation end of April 2021

	Further through targeted engagement activities I wish to ascertain the level of awareness, comprehension and impact employees hold surrounding HR Policies and Procedures. This will assist me in employee relations, particularly initially within the management team.





	I need to interview managers and explore their knowledge of the companies policies and procedures in a manner that shows a collaborative style to achieve a common goal that of identifying a gap that may need filling. Once done I need to dip test a selection of employees knowledge through a variety of roles across the business. I will then need to analyse the results and act on them. 
	Time
Targeted questions providing metrics
Spreadsheet to populate facts and perception.
	Carrying out an effective gap analysis based on where we should be and where we are and where we need to be within what timeframe. 
	End of March 2021

	I want to determine KPIS for the HR function and report on them monthly and annually. I want to use this to then set 3 key aims and objectives for the function for next year to assist in organisational development.





	I need to work collaboratively with the Operations Manager and the Business Owner in determining what they want reported on. I need to align to general practice to facilitate benchmarking in some key areas such as absence rate and turnover. 
	I will need to liaise with other HR professionals or students on my course to gain insight to their views. I will need time to plan and decide. I may need a software programme.
	Agreement through influence and negotiation as to what to report on.
Being driven to deliver to sustain the reporting and for it to have an outcome that leads to improvement
	End of March 2021
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Belbin team type questionnaire

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

How to complete the questionnaire

On the following pages are a series of statements divided into seven sections.
For each section, distribute a total of ten points among the statements which you think best describe your own behaviour.   See the example below:

When involved in a project with other people:

	A
	I have an aptitude for influencing people without pressurising them 
	

	B
	I am generally effective in preventing careless mistakes and omissions from spoiling the success of an operation
	1

	C
	I like to press for action to make sure that the meeting does not waste time or lose sight of the main objective
	3

	D
	I can be counted on to contribute something original
	2

	E
	I try to maintain my sense of professionalism
	

	F
	I am quick to see possibilities in new ideas and developments
	

	G
	I believe my capacity for judgement can help to bring about the right decisions
	1

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

	I
	I am always ready to back a good suggestion in the common interest
	3


Your points may be distributed among several sentences as in the example above.  In extreme cases they may be spread among all sentences or ten points may be given to a single sentence.
At the end, there are further instructions on how to tally your score.

Section 1
What I believe I can contribute to a team

	A
	I think I can quickly see and take advantage of new opportunities
	1

	B
	I can work well with a very wide range of people
	3

	C
	My specialist knowledge and experience is usually my major asset
	

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

	E
	I can be relied upon to finish any task I undertake
	2

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

	G
	I can usually tell whether a plan or idea will fit a particular situation
	1

	H
	I can offer a reasoned and unbiased case for alternative sources of action
	3

	I
	Producing ideas is one of my natural assets
	




Section 2
If I have a possible shortcoming in teamwork, it could be that:

	A
	I am not at ease unless meetings are well structured and controlled and generally well conducted
	2

	B
	I am inclined to be too generous towards others who have a valid viewpoint that has not been given a proper airing
	5

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

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

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

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

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

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

	I
	I am reluctant to express my opinions or proposal or plans that are incomplete or are insufficiently detailed
	3




Section 3
When involved in a project with other people:

	A
	I have an aptitude for influencing people without pressurising them 
	

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

	C
	I like to press for action to make sure that the meeting does not waste time or lose sight of the main objective
	3

	D
	I can be counted on to contribute something original
	

	E
	I try to maintain my sense of professionalism
	3

	F
	I am quick to see possibilities in new ideas and developments
	

	G
	I believe my capacity for judgement can help to bring about the right decisions
	2

	H
	I can be relied upon to bring an organised approach to the demands of the job
	2

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




Section 4
My characteristic approach to the group is that:

	A
	I contribute when I know what I’m talking about
	

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

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

	D
	I think I have a talent for making things work once a plan has to be put into operation
	3

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

	F
	I bring a touch of perfectionism to any job I undertake
	2

	G
	I am likely to be the one to make contacts outside the group or the firm
	1

	H
	While I am interested in all views I have no hesitation in making up my mind once a decision has to be made
	2

	I
	I maintain a quiet interest in getting to know colleagues better
	2




Section 5
I gain satisfaction in a job because:

	A
	I enjoy analysing situations and weighing up all the possible choices
	2

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

	C
	I like to feel I am fostering good working relationships
	2

	D
	I can have a strong influence on decisions
	2

	E
	I have a chance of meeting new people with different ideas
	2

	F
	I can get people to agree on priorities and objectives
	

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

	H
	I can find an opportunity to stretch my imagination
	

	I
	I am interested in finding practical solutions to problems
	2




Section 6
If I am suddenly given a difficult task with limited time and unfamiliar people:

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

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

	C
	I would find some way of reducing the size of the task by establishing what different individuals might best contribute
	2

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

	E
	I like to read up as much as I conveniently can on the subject
	2

	F
	In spite of conflicting pressure I would press ahead with whatever needed to be done
	3

	G
	I would take the lead if I felt the group was making no progress
	2

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

	I
	I believe I would keep cool and maintain my capacity to think straight
	1




Section 7
With reference to the problems to which I am subject to in working in groups:

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

	B
	Some people criticise me for being too analytical
	

	C
	My desire to check that we get the important details right are not always welcome
	2

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

	E
	I find it difficult to get started unless the goals are clear
	2 

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

	G
	I am conscious of demanding from others the things I cannot do myself
	2

	H
	I hesitate to express my personal views in front of difficult or powerful people
	2

	I
	I tend to show boredom unless I am actively engaged with stimulating people
	2



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





Scoring
The table below is used to compile your Belbin scores.

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

Then add up your totals for each team role.

Once you have established your total scores, note down below:
· Your primary team role (the one with the most points)
Implementer

· Your secondary team role
Co-ordinator

	
Roles
	Section 1
	Section 2
	Section 3
	Section 4
	Section 5
	Section 6
	Section 7
	Totals

	Completer
Finisher
	E
2
	I
3
	B
	F
2
	G
	D
	C
2
	 9

	Implementer
	G
1
	A
2
	H
2
	D
3
	I
2
	F
3
	E
2
	15

	Monitor
Evaluator
	H
3
	D
	G
2
	C
	A
2
	I
1
	B
	 8

	Specialist
	C
	H
	E
3
	A
	B
	E
2
	D
	5

	Co-ordinator
	D
	B
5
	A
	H
2
	F
	C
2
	G
2
	 11

	Team worker
	B
3
	F
	I
	I
1
	C
2
	B
	H
2
	7

	Resource
Investigator
	A
1
	C
	F

	G
2
	E
2
	H
	I
2
	7

	Shaper
	F
	E
	C
3
	B
	D
2
	G
2
	A
	7 

	Plant
	I
	G
	D
	E
	H
	A
	F
	 0 




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.






COMMUNICATION EFFECTIVENESS QUESTIONNAIRE

1. I maintain good eye contact and give people my full attention

	Rarely
	Occasionally
	Sometimes
	Frequently
	Always

	
	
	
	
	X



2. I smile warmly at people when they appear to want to talk to me

	Rarely
	Occasionally
	Sometimes
	Frequently
	Always

	
	
	
	
	X



3. I let people finish what they are saying without interrupting

	Rarely
	Occasionally
	Sometimes
	Frequently
	Always

	
	
	
	X 
	



4. I show genuine interest when people are talking to me

	Rarely
	Occasionally
	Sometimes
	Frequently
	Always

	
	
	
	
	X



5. I encourage people to speak their minds openly and share concerns

	Rarely
	Occasionally
	Sometimes
	Frequently
	Always

	
	
	
	
	X



6. I appear in the right frame of mind for all important discussions

	Rarely
	Occasionally
	Sometimes
	Frequently
	Always

	
	
	
	
	X



7. My body language is conducive to attentive listening 

	Rarely
	Occasionally
	Sometimes
	Frequently
	Always

	
	
	
	X
	



8. I listen enthusiastically and positively

	Rarely
	Occasionally
	Sometimes
	Frequently
	Always

	
	
	
	X
	



9. I do not trivialise the ideas or views expressed by other people

	Rarely
	Occasionally
	Sometimes
	Frequently
	Always

	
	
	
	
	X



10. 
I am calm and patient in conversation and discussion

	Rarely
	Occasionally
	Sometimes
	Frequently
	Always

	
	
	
	X
	



11. I am well prepared for meetings

	Rarely
	Occasionally
	Sometimes
	Frequently
	Always

	
	
	
	
	X



12. I avoid making the other person feel as if they are being interrogated

	Rarely
	Occasionally
	Sometimes
	Frequently
	Always

	
	
	X
	
	



13. I communicate feelings as well as ideas and facts

	Rarely
	Occasionally
	Sometimes
	Frequently
	Always

	
	
	X
	
	



14. I speak up when I am confused or unsure

	Rarely
	Occasionally
	Sometimes
	Frequently
	Always

	
	
	
	
	X



15. I summarise what I have heard to make sure I have understood clearly

	Rarely
	Occasionally
	Sometimes
	Frequently
	Always

	
	
	
	X
	



16. I give people time, attention and encouragement so they can get the message across

	Rarely
	Occasionally
	Sometimes
	Frequently
	Always

	
	
	
	
	X



17. I communicate clearly when giving information and instruction

	Rarely
	Occasionally
	Sometimes
	Frequently
	Always

	
	
	
	
	X



18. I openly demonstrate that I appreciate feedback from other people

	Rarely
	Occasionally
	Sometimes
	Frequently
	Always

	
	
	
	
	X



19. 
I do not insult or demean the other party when offering critical comments
	Rarely
	Occasionally
	Sometimes
	Frequently
	Always

	
	
	
	
	X



20. I am able to get complicated ideas across clearly

	Rarely
	Occasionally
	Sometimes
	Frequently
	Always

	
	
	
	X
	



21. I deliver my communication at a pace and way that is comfortable for others

	Rarely
	Occasionally
	Sometimes
	Frequently
	Always

	
	
	X
	
	



22. I demonstrate that I am helpful and genuine in conversations

	Rarely
	Occasionally
	Sometimes
	Frequently
	Always

	
	
	
	
	X



23. My written communications are clear and concise

	Rarely
	Occasionally
	Sometimes
	Frequently
	Always

	
	
	
	
	X



24. I keep everyone informed where appropriate

	Rarely
	Occasionally
	Sometimes
	Frequently
	Always

	
	
	
	
	X





Communication Style Questionnaire
This questionnaire is designed to help you assess your preferred communication style.
Thinking about your behaviour at work, write a score against each statement to represent which best typifies your behaviour where 
4 = agree strongly, 3 = agree somewhat, 2 = disagree somewhat, and 1 = disagree strongly.
As with all questionnaires, the level of your honesty and self-awareness will impact on the accuracy of the outcome…so, be truthful to yourself!

1. I express my opinions in an honest and appropriate manner.
2. I can get angry and let this show. 
3. I find it difficult to say ‘no’. 
4. If I do not agree with a task that my boss has given me, I find a way of dragging my feet on it. 
5. I feel comfortable in asking for help from someone if they know more than me. 
6. I feel guilty if I leave on time for a valid reason and other people are still working. 
7. I can be sarcastic. 
8. I think my way of doing things is better than other people’s. 
9. If someone takes advantage of me, I find a way of evening the score. 
10. I feel I have a right to say no to other people’s requests and to negotiate a compromise. 
11. If I am in a large meeting, I find I do not speak up. 
12. I like to be in control of a situation. 
13. I stare people down. 
14. I make good eye contact with other people. 
15. If I am unsure about a task that I have been given, I find it uncomfortable to ask for help. 
16. I talk about other people behind their backs. 
17. When I have to deal with someone in authority, I find it difficult to look them directly in the eye. 
18. I am a good listener and equally other people listen to what I have to say. 
19. Rather than confronting someone about an issue, I would rather give them the cold shoulder or drop hints to other people that I am not happy. 
20. I am not afraid to be direct with someone, even if they think I am being rude.



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 
4

	
Q3
1
	
Q4
1
	
Q2
1

	
Q5
4

	Q6
3
	
Q7
1
	
Q8
1

	
Q10
3


	
Q11
3
	
Q9
1
	
Q12
2

	
Q14
4



	
Q15
3
	
Q16
1
	
Q13
1

	
Q18
4


	
Q17
1
	
Q19
1
	
Q20
3

	
Total 19


	
Total 11
	
Total 5
	
Total 8 

	
Assertive

	
Passive
	
Passive Aggressive
	
Aggressive







LEARNING STYLES QUESTIONNAIRE
(Honey & Mumford - revised 1986)

This questionnaire is designed to find out your preferred learning style(s). Over the years you have probably developed learning 'habits' that help you benefit more from some experiences than from others. Since you are probably unaware of this, this questionnaire will help you pinpoint your learning preferences ‑ so that you are in a better position to select learning experiences that suit your style.
There is no time limit to this questionnaire. It will probably take you 10‑15 minutes. The accuracy of the results depends on how honest you can be. There are no right or wrong answers. If you agree more than you disagree with a statement put a tick by it (/). If you disagree more than you agree put a cross by it (x). Be sure to mark each item with either a tick or cross.

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

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

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

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

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

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

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

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

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

10.  I actively seek out new experiences. /

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

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

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

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

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

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

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

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

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

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

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

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

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

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

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

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

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

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

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

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

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

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

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

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

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

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

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

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

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

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

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

42. I tend to be a perfectionist. /

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

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

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

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

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

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

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

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

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

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

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

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

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

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

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

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

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

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

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

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

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

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

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

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

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

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

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

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

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

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

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

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

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

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

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

78. I steer clear of subjective or ambiguous topics.

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

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

				(Honey and Mumford 1986)
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