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Development plan





	NAME:
	Sarah Mason
	MEMBERSHIP NUMBER:       
	5599128


	COVERING THE PERIOD FROM:
	December 2020
	TO:
	March 2022




	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
	Evidence of achievement and reflection 

	Insights and strategy.
Expand knowledge on Employment Law


	CIPD Level 5

Complete Employment Law assignment.
Read ACAS code of practise. Network and attend free courses. Sign up to regular updates.
	Attend course to gain knowledge.
Work with Seniors and Directors to gain business knowledge 
	Pass Employment Law module.
Fell confident in meetings with my knowledge.
Able to mentor others 
	March 2022
	Employment law module completed and passed.

I have listened to podcasts and utilised platforms, such as ‘HR Ninjas@ to support with my knowledge. I have dealt with two settlement agreements and worked closely with an employment law solicitor, by doing so I have gained experience and knowledge. I have advised on workplace situations with confidence. I am currently working with the HR business partners and the Regional managers with our Property managers team. The team have been put on home working contracts at the start of COVID-19, for business needs we require them to work from branches (at least part of the week), there are over 60 employees so the process would mean a collective consultation. I have decided to have informal conversations with each employee to discuss if they would be happy to Hybrid work. I have also ensured that going forward all Property Managers contracts are hybrid working. I have had a good response from most. The ones that are not forth coming, their home working productivity will need to be managed closely to ensure they are fulfilling their role.
I will continue to seek advice from our employment law solicitor to ensure understanding and to build my knowledge further.

	Improve the HR function.
Improve Performance 



	CIPD Level 5

Meeting to discuss the HR strategy identify ways to improve the objectives so the HR function has a real impact on the business, comparison to other HR functions 
	Senior input, brainstorm to improve. Feedback to what works and what may need to improve. KPI’s achieved 
	The HR function will be a valuable asset to the business and working in collaboration with others 

Pass Performance Management module 

Pass Engagement module
	March 2022
(ongoing)
	Performance Management module passed.
Employee Engagement module passed.

I have been working closely with my team to improve the HR function. I have written a people strategy and delivered to shareholders and the board of directors. The strategy is based on the hr function being a key department within the business. We are there to support and advice and drive the business forward.
I have scheduled in branch visits for myself and my team, the employees feel comfortable in approaching us and working in collaboration with us as a team. I received a personal thank you form the CEO as I was nominated as a great asset to the business by my peers. The team has also been personally thanked by the CEO for their contribution. I attend the weekly RM meeting and have weekly calls with the Sales Director. I am also one of the strategic implementation team, which is a team of all the heads of departments and we work on the business plan, what can we do strategically to move the business forward and make things happen.




	HR should know the business. Spot trends and advice the broader business on strengths and opportunities that can impact the business 






	CIPD Level 5

Branch visits.
SWOT analysis and recommendations for improvement 
	Continual feedback.

Observation make an improved business.

CIPD website 

Network to gain information
	All HR advisors are aware of all the aspects of the business. Therefore, has the knowledge to impact the business positively and drive KPI’s 
	June 2021
(ongoing)
	I have held weekly one to one meeting with my HR business partners to discuss the business and how as a HR team we can improve. I have rewritten the performance improvement policy, this has been trained out to all Regional Managers and head of departments. The Regional mangers delivered this training with the HR business partners to all branch managers. Each RM now has an organisational chart of each of their branches, this is colour coded red, amber and green. This allows us all to have an incite into the key employees and the ones that are potentially a problem. This will allow the correct processes to be followed, as in one to one’s and correct conversations to take place to be able to follow the PIP process. Through my HR career I have partaken in performance reviews, contributing, coaching and giving impartial guidance. I have reflected on my own delivery and emotions to ensure that I deliver in a professional way. 




	Understand ways to improve and measure engagement with in organisation

Employee Engagement
	CIPD Level 5

Utilise the Gallup Q12.
Utilise academic research tools and CIPD site 
	Access academic research 

Access CIPD website 

Network to gain information 

Colleague forum to Listen
	Build an Employee engagement survey.

Implement a review process to analyse the data received.

Work with POP’s to analyse with their RM’s on the data received – to listen to our colleagues and be transparent, with integrity
	May 2022
	I have built the Employee survey, based on information I have received from Gallup q12 and the CIPD website. The survey is currently live, with two weeks to go. I send out regular updates as to how important for engagement improvements it is to complete. Once the survey has ended I will hold meetings with a selection of departments as to what I could have done asked or maybe what I should not have asked. 

I will be sending out pulse surveys later in the year, especially to the areas with poor feedback, to see if we have listened and improved our engagement in these areas.

	Develop a deeper knowledge of the company’s financial department. To be involved in budget building and bonus 
Commissions. Look at the commercial performance and goals. Understand trends and reasons for property trends.

Knowledge of commercial drive 

Commercial awareness 
	Spend time with Financial director to understand the accounts 

Spend time with Sales Directors to understand the commissions and bonus schemes.
Attend weekly RM meetings.

Ensure understanding and ask regular questions 

Take the responsibility to provide timely pragmatic advice at all times. Delivering solutions that meet the needs of the business
	Input from accounts team 

Input from directors, RM’s and Branch Mangers 

Read up on the current organisations policy and procedures.

Analyse what the business requires 
	To be able to talk freely about the financial awareness of the business. To be part of building the budget for the business and my own department. To be able to know the expected performance goals.

To be able to answer queries on commissions and bonus schemes
	Dec 2022
	Target to be completed by year end December 2022

	
Improve ethical practises 






	Develop professionalism and consistency. Transparency and trust in in everything we do.

Consider my actions and purpose in everything I do and deliver, influence the key stakeholders to live and breathe the purpose and values. 

Raise a concern when the purpose and values. Practises and procedure are not delivered.

Have evidence and explanations of the choices made and the advice provided 
	Support with delivery of brand and value workshops.

Deliver EDI workshops 

Champion and deliver the purpose and values in everything I and the HR team do.

Challenge when aware that the purpose and values are not being delivered, even if it is a key stake holder.


Look at the current policies and procedures. 

Write EDI policy 

Rewrite the whistle blowing policy 


	CIPD website 

Employment law solicitor 

Code of practice 
XpertHR website 

Deliver to board for approval 


	Dec 2022
	Target to be completed by year end December 2022 (this will also be ongoing)

	Complete self-assessment using the CIPD new profession map





	Complete the self-assessment on the CIPD website
	CIPD website
	Complete self-assessment and record developments 
	April 2022
	Ongoing assessment 







	
Development record





	NAME:
	Sarah Mason
	MEMBERSHIP NUMBER:
	5599128


	COVERING THE PERIOD FROM:
	January 2022
	TO:
	March 2023





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

	1
March 2022 
Ongoing 






1
January 2022 










2
January 2022





4
February 2022








5
March 2022







6
March 2022 
Ongoing







	
Read up on employment law updates regularly.







Creating a working from home and hybrid policy.










Performance Management 





Create an Employee Engagement Survey. 









Colleague engagement and EDI forum established 







Plan what knowledge I require from the Financial director.
Plan what knowledge I require from the Sales Director.
Deliver a presentation to my team, highlighting what they could do to support control of costs 
	Ensure that I am up to date with recent Employment law knowledge and ensure that I am up to date with any changes






Due to COVID-19. Working form home has become part of the norm.

We do not have a current policy in place.

To ensure consistency and to be able to manage productivity as per the policy.



Ensure the whole business is aware of the PIP process.
Be the support to advice and help the process. Ensure that all procedures are delivered in a value led way
To measure the engagement of our workforce. To boost morale. Our staff will have the trust that we will listen to them and be transparent.







No colleague forum meetings. The colleagues would like to be listened to.






To increase my confidence in financial knowledge. To help my team understand what they can impact and support.
	This will give me up to date information that could impact the organisation. I will be aware of best practises and changes that will need to be put in place





Using the employment Law, Employee engagement and Employee relations modules, I was able to understand the writing of the policy to ensure it complies with the law and is fair and consistent.






Using Employee Engagement module.
Reading information on the CIPD website.
Utilising the purpose and values to deliver correctly
 
Using the Employee Engagement module.
Guising the Gallup Q12, I was able to compile the questions to ensure that I received enough information to be able to measure to make improvements.




Colleagues would like to be listened to. This will give me up to date information that could impact the organisation. I will be aware of best practises and changes that will need to be put in place.



Working with the financial director on budgets, grading and structures.
Planning for 2023/2024 budgets 
	









Brief the board – approval 
Brief the RM’s and heads of 
Ensure the policy is live on the intranet SharePoint.
Update as required.








Brief the whole business on the PIP process.
Listen and ask for feedback.
Work closely with POP’s to deliver



Brief the board on results.
Brief the RM’s and heads of. 
Work with the POPs, RM’s and heads of in analysing the key areas for improvement.
Pulse surveys throughout the year to monitor improvement, these can be channelled to key areas.





Forum meeting planned for Quarter two. First meeting for us to discuss the meeting rules and what they would like form the meeting. The expectation will be that they feedback to their colleagues with outcomes and where we are going as an organisation.

Discuss cases laws with POP’s. talk about in the weekly RM meetings. Discuss with CEO on a regular basis.


.Continue working with financial director and my team.











Reflecting on the PDP in March 2020, I have definably made progress against the objectives. Due to the COVID-19 pandemic some have not been completed in the timescales expected. However, as I started in a new role in January 2021, this has aloud me to work on my PDP and knowledge within HR. I am a standalone HR manager and I have found that the CIPD modules have be a great asset for my knowledge and understanding of what is required.

I feel that by writing assignments, this has support me with writing strategies and people plans, along with compiling emails and briefing papers. The course has given me more confidence and a wider perspective. This has been seen in my delivery to the board and in the questions, I have been able to answer. 

I always refer to SMART goals, when planning projects, this allow me to assess the goal using Who, What, Why and When, plan so that the success can be measurable, attain the goals, be realistic and timely. MindTools (2022).


I refer to the forming, storming and Norming module to balance myself personally and professionally, I am able to recognise signs of emotions and anxiety. HRMARS (2015).

I have found websites such at XpertHR, CIPD and the HR Ninjas page on Facebook very useful, while working through the assignments and in my professional capacity. I am able to refer to these sites to ensure understanding, or find out new legalisation and mandatory requirements. 

The business context incorporates the need for a Purpose and Values, this will allow the staff to understand what part they play in the organisation. I utilised this by being part of the decision making in Andrews Property Group purpose and values. I also paly a big part in delivering the workshop to the whole business. The CIPD course has help me progress my knowledge and skills to support with this delivery.

The CIPD Level 5, as part of the course there were some mandatory reading. I felt at first that this was going to be hard to achieve, due to homelife and professional commitments. However, I have felt this very useful and enjoyable. I have utilised my findings from reading in my workplace and this is something that I will continue. I have also found that as I have a long journey to and from work, this is an ideal opportunity to listen to podcasts, I am utilising this time in learning more. I have also found that I actually enjoy listening a lot more than I have ever expected.

I will use the Gantt Chart. Gantt (2021) to support with timelines and my future personal development.

I am a reflector, and I have found myself reflecting that although t times the CIPD course has been tough to fit round a busy job, disruptions due to the Pandemic and everyday life. I have been able to manage my time better and I have found that the course has added a lot of value. I intend to continue reflecting and continue reading and listening to podcasts to keep my knowledge up to date. I would defiantly recommend the CIPD course, for HR professionals. CIPD (2021).
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