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WELCOME 

 

Congratulations on choosing to embark on a qualification to further your development. On 

behalf of the SMR HR Group SdnBhd – a warm welcome to the CIPD Level 3 Foundation 

Certificate in People Practicecandidates.  

The aim of this Handbook is to answer some of the more general questions that you may 

have on the Programme and to provide you with some basic information on the syllabus and 

assessment requirements.   

You will of course be provided with additional information during your induction session 

and will be supported by your tutors throughout the Programme. We hope that you enjoy 

your learning – the Programme has been designed with this in mind and caters for all types 

of learning styles. It has been designed specifically for the busy adult learner and will include 

lots of interactive learning - your participation and involvement is an essential part of the 

programme as you will find that a huge amount of your learning will be from the 

experiences of others in the group.  

Although we will create a relaxed environment, your commitment to hard work will be 

critical if you are to derive as much benefit from it as possible.  For our part, we as a tutor 

team will endeavour to make the course a stimulating and rewarding experience both 

academically and socially.We are committed to providing you with an excellent learning 

experience throughout your time with us.   

We really look forward to working with you till you obtain your certification and thereafter 

as your partner in professional development. Please do ensure that if you have any 

problems or concerns during the course of your studies that you contact us as we will do our 

utmost to support you.   

All the best! 

 

..................................... 

PROF. SUBRAMANIAN AMAMALAY 
Director 
SMR HR GROUP SDN BHD 
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SMR HR GroupSDN BHD 

Introduction 

SMR HR Group SdnBhd a wholly – owned subsidiary of Minda Global Berhad is one of the 

leading professional services firm provide world class learning solutions. We provide 

specialist business support to businesses of all sizes and in all sectors. We run a wide range 

of trainer qualification programmes. With a 30 years track record in 32++ countries with 

established organisation, we offer great value. Our publications in Trainer Training reflect 

our expertise. 
 

SMR has been in the business of HR related services since 1978.  SMR is renowned for their 

training products particularly in soft skills such as this programme. We have attached our 

customer list. 

The SMR Group provides the full spectrum of HR solutions and training programmes from 

technology, consulting & outsourcing, training & events to learning resources for 

maintaining, developing and nurturing talent. Our international customer base motivates us 

to develop state of the art products for talent management and development or Human 

Resource Development as it is collectively known now. Human Resource Development lies 

at the heart of business as its strategic driver, even so today when the focus is shifting to 

Human Capital Management. We’ve built our trust with clients over the years with excellent 

products and services. With our intense efforts in R & D, the SMR Group is a highly-valued 

partner for organisations seeking to build their “talent” via HRD technology, consulting, 

outsourcing and training. 

Capabilities 

The SMR Group provides you solutions and training programmes for maintaining, 

developing & nurturing your talent. Our products and services are backed by years of R & D 

and experience in bringing HR, IT, and consulting expertise together. All our proprietary 

products and services are developed by our R & D Centre. The company has a team of 

passionate, committed, friendly professionals who have worked in 30+ countries. 
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Experience & Customer Base 

We are motivated towards excellence by the wide acceptance of our solutions which are 

extensively used across the world in various industries – airlines, manufacturing, financial 

services, health, education and hospitality among others. Over the last 30 years, we have 

been able to provide value added services and products to our customers in 30+ countries. 

We ensure that our customers have an exceptional experience with us. Our team of 

software engineers, trainers and consultants aim to customize solutions that exactly match 

your needs. On any day, our international help desk is just a click away from you. 

Learning & Development 

We are also Asia’s largest Train-The-Trainer firm recognised for the use of FUN techniques in 

training. We offer training programmes in seven practice areas. They include accreditation 

and certification programmes. We have a wide range of training products – audio, video, 

assessments and publications.  

Technology 

Our contribution to HR technology is marked by the recent release of HRDPower.net® R2, a 

new version of our proprietary web based end-to-end HRD software, that has set a new and 

unprecedented standard in competency management and strategic HRD. Our on demand 

software such as E-Review and E-Training makes it easy for organisations to automate 

strategic HRD functions. 

Consulting & Outsourcing 

Our consultants are internationally renowned for their HR expertise and publications. We 

have developed a formidable HR Consulting process with proprietary tools in HRD functions 

and HRD technology over the years. As a group, we have developed extensive intellectual 

property.  

A Regional Flagship Event 

The annual Asia HRD Congress™ - the largest event for HR professionals in Asia Pacific, is 

part of the group’s continuous HR community building initiative. SMR brings the HR 

community together at Asia’s largest HRD event – the Asia HRD Congress™. The three day 

conference, exhibition and awards are recognised as the industry standard today in Asia. For 

more information, please visit www.smrhrgroup.com 

http://www.smrhrgroup.com/
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Recognition 

As a leading HRD consulting company in the region, we have won several awards: 

1. 17th ranking at Technology Fast 500 Asia Pacific Award from Deloitte Hong  Kong 

2. Second placing in the Enterprise 50 Award judged by Deloitte Malaysia 

3. The SMI Award for ICT Adoption 

4. The Asia Pacific Keris Honesty Award for Honest Business practices 

5. The Golden Bull Award for Emerging SMI’s 

6. The Global Contribution to HR Award from HRT Power Jobs, India 

7. The Most Promising HR Excellence Award by Malaysian Institute of Human Resource 

Management (MIHRM) 

8. The Merit Award for Export Brand Excellence by Malaysian International  Trade and 

Industry Ministry 

9. Business Summit Gold Award 2007 

 

Corporate Information 

      The group is part of SMR Technologies Berhad, a company listed on the MESDAQ Market of 

Bursa Malaysia Securities Berhad. The group has offices/subsidiaries/representatives in USA, 

Singapore, Bahrain, U.A.E., Brunei, India and Indonesia. Within the group, we have 

companies that have achieved MSC (Multimedia Super Corridor) status and ISO 9001 

certification.  

The Passion 

       Our passion to partner with organisations to help their people learn and perform beyond 

expectations keeps us on the path of lifelong learning. Our goal is to power your human 

capital with the latest technologies in Human Resource Development. We understand how 

important it is to keep up with the HRD trends and needs of our customers in order to 

deliver relevant and effective products and services. 

 



 

7 | P a g e  

The Course Team 

We aim to deliver a structured programme which is both rewarding and enjoyable.To help 

ensure that the programme meets your needs a number of different and complementary 

roles are allotted within the overall course structure. 

We have a core team of people who will take responsibility for the programme and 

individual contact details for tutors and assessors will be issued at the start of your course.   

Course Tutors - these are your first point of contact.  If there are any aspects of a subject 

which you either do not understand, or you feel could be approached differently to help you 

learn more effectively, then please take the opportunity to discuss these mattes with the 

tutor. 

Project Manager – is your point of contact after your tutor if you would like to pursue 

further discussions about a particular issue or if there is any aspect of 

the general management of the course which you would like to talk 

over. 

In addition, CIPD appoints an External Moderator to moderate the quality of the course and 

in particular of the assessment of assignments. 

 

Project Advisor 

   

 
Subramanian Amamalay 
+603 2770 9199 
subra@smrhrgroup.com 

 

Project Manager 

 
Zalina Binti Mat Zin 
lily@smrhub.com 
 

 

SMR Tutors 

 

 
MudiarasanKuppusamy 
drarasan@cyberjaya.edu.my 
 
Karen Ong 
karen@smrhrgroup.com 
 
Samsudin A. Rahman 
samsudin@smrhrgroup.com 
 
Sugitha A/P P. Kanniaseelan 
sugitha@cyberjaya.edu.my 
 
 

mailto:karen@smrhrgroup.com
mailto:samsudin@smrhrgroup.com
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Demudu A/L Naganaidu 
demudu@amu.edu.my 
 
Kumaran A/L Raman 
Kumaran@amu.edu.my 
 

  

The Chartered Institute of Personnel and Development (CIPD) 

The Chartered Institute of Personnel and Development (CIPD) is Europe’s largest HR 

development professional body. It is a globally recognised brand with over 140,000 

members, and they pride themselves on supporting and developing those responsible for 

the management and development of people within organisations. 

Level 3 FoundationCertificate in People Practice (FCPP) 

The CIPD Certificate in Level 3 is a foundation level programme meant for the HR profession. 

The new qualification is ideal for practitioners looking to acquire a means of professional 

recognition through CIPD membership in the field of people practice. Thisqualification is 

designed to develop learners knowledge and skills to providea solid foundation in HR, 

whether you are just starting out in your career or want to move to the next level.  The 

course will help you develop people practice with real hands on practice and relevant HR 

skills allowing you to add real value to your HR function. 

This programme is designed for people who are new to the role of HR or for people who 

have worked in HR for a number of years but who do not hold any formal qualifications. This 

programme also suitable for those aged 18+ who want to learn about people practice and 

also open to those who have worked as HR Officer Level for up to two years and who wish 

to get CIPD membership.  

Accredited by the CIPD, the qualification is equivalent to Level 3 and is designed to reflect 

the new CIPD professional standards and membership criteria. Successful completion 

will provide you with the knowledge you need to work towards the new CIPD Associate 

professional level of membership (Assoc. CIPD). This is a new professional grade of 

membership which recognises the skill, knowledge and approach needed to make a 

significant supporting contribution, and deliver excellent results in the workplace.  

Whether you're just starting out in your career or want to take your career to the next level 

with a recognised professional qualification, the CHRP will help to build your knowledge and 

skills.  

mailto:demudu@amu.edu.my
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No formal prior qualifications are required; however, candidates will need to have a level of 

numeracy, literacy and IT skills to enable them to participate and complete the assessments. 

The course consists of a short induction where you will receive information on the 

Qualification, the learner support available to you, the programme outline and key 

assessment dates.  In the meantime, we have produced this handbook to give you as much 

information as possible to help you understand what is required when undertaking study of 

this kind. 

Course Structure - Foundation Certificate in People Practice 

Studying for your CIPD qualifications requires hard work and commitment. SMR recognises 

that everyone’s preference and work priorities differ, therefore the programme is offered 

on  weekend and weekday route.  

CIPD recommends: 

- 120 GLH hours. 

- 240 TQT Hours. 

 
Content  
 
The Level 3Foundation Certificate in People Practiceconsists of the following 4 modules: 

 
1. BUSINESS,  CULTURE  AND CHANGE IN CONTEXT 
2. PRINCIPLES OF ANALYTICS  
3. CORE BEHAVIOURS FOR PEOPLE PROFESSIONALS  
4. ESSENTIALS OF PEOPLE PRACTICE  
 
 
What can you expect to learn from each CIPD Foundation Certificate in People Practice 
module? 
 

BUSINESS,  CULTURE  AND CHANGE IN CONTEXT 

 
Purpose and aim of unit  
 
This unit considers the impact of external 
influences and how the digital and 
commercial environment shapes businesses 
and the culture within which they operate. It 
considers the importance of people’s 

 
Learning outcomes  
 
On completion of this unit, learners will:  
 
1. Understand the business environment in 
which the people profession operates, 
including the key issues that affect it. 
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behaviour on organisational culture and its 
ability to manage change effectively.  
 
This unit is designed to enable learners to 
develop an understanding of the key 
external influences that impact on 
businesses and the context within which 
they operate, including discussing how and 
why organisations set goals.  
 
This will enable learners to define workplace 
culture and how people’s behaviour shapes 
it. Learners will be able to explain how 
organisations are whole systems and how 
their actions affect others. Learners will also 
discuss how people learn, adapt and develop 
in different ways. The concept of change is a 
key focus of this unit and they will be able to 
explain how people professionals impact 
people in different ways and the importance 
of how focused project planning directs 
change in manageable ways.  
 

 
2. Understand how people’s behaviour in the 
workplace affects and shapes culture. 

 
3. Understand the importance of effective 
management of change Be able to reflect on 
own practice and development needs and 
maintain a plan for personal development. 
 

PRINCIPLES OF ANALYTICS 

 
Purpose and aim of unit  
 
This unit looks at how people professionals 
make both straightforward and complex 
choices as they carry out their roles. It 
focuses on how utilising a diverse range of 
analytics and evidence is essential to the 
rationalisation and enhancement of working 
practices and situational decision-making to 
create value.  
 
Learners will cover how evidence-based 
practice informs measures and outcomes 
and how it is applied within their 
organisation.  
 
By the end of this unit the learners will be 
able to explain the importance of using data, 

 
Learning outcomes  
 
On completion of this unit, learners will:  
 
1. Understand how evidence-based practice 
informs organisational measures and 
outcomes. 
 
2. Know how creating value benefits 
employees, customers and wider 
stakeholders.  
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the different types of data measurement 
and how these are used to inform decision 
making, including interpreting basic financial 
information using critical thinking skills and 
common calculations. Learners will also be 
able to review the concept of creating value, 
explaining how their organisation 
approaches this for its customers and 
stakeholders. Finally, they will cover the role 
of analytics and other technology in 
enhancing working practices, including the 
associated risks. 
 

CORE BEHAVIOURS FOR PEOPLE PROFESSIONALS   

 
Purpose and aim of unit  
 
This unit introduces the core behaviours for 
people professionals, focusing on ethical 
practice to create value. It considers how 
certain ways of thinking and acting should be 
universally consistent, even in new and 
challenging situations, to promote a sense of 
well-being and inclusivity in the organisation.  
 
By the end of this unit the learners will be 
able to  
develop insight into different approaches to 
customer focus using ethical principles to 
inform your approach to work. Learners will 
evaluate ethical values and contextualise 
them within your work, specifying the ways 
in which they conform to associated 
regulation and law. The importance of 
positive ways of working will be examined 
and they will use this to clarify problems and 
issues as well as contributing views and 
opinions in a respectful and inclusive 
manner. Learners will also discuss ways in 
which they recognise and accept their own 
mistakes and show empathy to others. 
Finally, they will examine the concept of 
reflective practice aimed at consolidating 

 
Learning outcomes  
 
On completion of this unit, learners will:  
 
1. Understand insightful approaches to 
supporting and maintaining ethics and 
professional practice.  
 
2. Be able to promote respect and inclusive 
working underpinned by professional 
courage and a passion for learning.  
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and improving their professional knowledge, 
skills and experience.  
 
 

ESSENTIALS OF PEOPLE PRACTICE   

 
Purpose and aim of unit  
 
This unit introduces the fundamentals of 
people practice, ranging from the employee 
lifecycle to policies, regulation and law. It 
further explores a diverse array of specialist 
subjects such as recruitment, talent 
management, reward and learning and 
development, essential to a career in people 
practice. Importantly, this unit enables 
practitioners to apply their knowledge and 
skills, building their confidence and ability to 
practise progressively  
 
Learners will gain skills on effective 
recruitment, selection, and appointment of 
individuals through the assessment of 
employee lifecycles, including where they 
are placed within this. Contrasting different 
recruitment and selection methods they will 
also support learners application of skills 
that relate to contributing to effective 
recruitment.  
 
By the end of this unit the learners will be 
able to identify different recruitment and 
selection methods and ways of preparing 
material for job roles and to attract 
candidates. Learners will also shortlist 
candidates and participate in a selection 
interview and the associated follow-up 
actions. Understanding legislation and 
organisational practices is a vital part of this 
unit, as is the meaning of diversity and 
inclusion in respect of recruitment and 
employee relationships. Finally, learners will 

 
Learning outcomes  
 
On completion of this unit, learners will:  
 
1.  Understand the employee lifecycle and 
different roles within it. 
 
2.  Be able to contribute to the effective 
selection and appointment of individuals.  
 
3. Know how legislation and organisational 
practices affect employment relationships.  
 
4.  Know the importance of performance 
management in motivating and retaining 
individuals.  
 
5.  Know the importance of reward in 
attracting, motivating and retaining 
individuals.  
 
6.  Understand how to support others to 
develop the skills and knowledge required to 
meet both individual and organisational 
objectives. 
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Teaching Method 

Throughout the programme your tutor will use a wide range of teaching and learning 

approaches which have been developed over many years and have been refined in the light 

of feedback from students and tutors.   You will receive a combination of formal teaching 

and a range of opportunities to learn for yourself.  For example: 

• Lectures and structured discussions 

• Case studies 

• Presentations 

• Practical classroom exercises 

• Handouts and guidance notes 

• Training videos/DVDs and audio. 

• Professional discussions 

• Role play of interviews and negotiations 

 
 
Attendance on the Course 
 
We expect that participants make every effort to attend every session on this short course.  

Experienced trainers may well have come across some of the material before, but please 

remember that the assessment requirements for this accreditation are very particular.  One-

to-one guidance from the tutor or programme manager is to supplement not substitute for 

attendance.  

 

If you are unwell or have to be absent for any reason, it is essential that you inform your 

tutor as soon as possible and produce medical evidence where applicable.  

 

 

 

 

be able to explain the factors associated 
with performance management and the role 
of appraisal.  
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Format of Assessment 

There are NO EXAMS for this programme. However, you will be assessed in a variety of 

ways. Participation in discussions and completion of these course works are essential to 

successfully obtaining your CIPD-Level 3, Foundation Certificate in People Practice (FCPP) 

Certification. 

Assessment Methods  
 
In the top section of each brief is an indication of the assessment methods to be used. For 

clarity, the Foundation National Assignment Banks’ refer to, and make use of, three main 

assessment methods, as below:  

 

• Examination of written material, referred to as ‘Written’ within the briefs. This may be 

examination of material written to show knowledge, such as a report or statement, or 

examination of work related ‘products’, such as a questionnaire or job description, 

produced by the candidate for an activity.  

 

• Observation of the candidate undertaking an activity, referred to as ‘Observation’ 

within the briefs. Observation will usually be by the tutor/assessor but, may on 

occasion be by a peer, if stated within the brief. 

 

• Discussion or oral Q&A, referred to as ‘Discussion’ within the briefs. This term refers to 

small amounts of discussion or Q&A between candidate and tutor/assessor, where a 

candidate discusses a particular aspect of their evidence, in order to meet related 

assessment criteria and the discussion is confirmed and briefly summarised, in writing, 

by the tutor/assessor.  

 
 
Evidence to be produced 
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Candidates are expected to generate work or evidence from the activities, which is then 

assessed against the requirements by their tutor/assessor. The ‘Evidence to be produced’ 

section clarifies the particular evidence that should be provided for assessment.  

 
 
Evidence items listed in the assignment briefs include:  
 
 
 
Report  
This is a written ‘business-style’ document in which candidates demonstrate their 

knowledge and understanding of a particular topic. A typical structure is:  

- Title  

- Introduction  

- Main body, focusing on the core question(s) to be addressed  

- Conclusions  

- Recommendations (if requested in the question)  

 
Although good practice and appropriate at Intermediate level, at Foundation level there is 

no formal requirement for a bibliography or references to be included. Candidates should 

therefore not be penalised in the assessment, if these are absent. We do encourage it as 

much as possible, however. 

 
Reflective Statement  
 
This is a written reflection on an activity (or activities) carried out by candidates, with 

consideration of how they might improve in the future. Candidates should indicate what 

they did, what they learned from this and how they might apply this knowledge in the 

future. Example formats are available on the CIPD website.  

 
Observation Record  
 

This is a formal record of the Assessor’s comments and decisions. NAB briefs, which require 

observation, have an accompanying Observation Record, which should be used by the 

assessor to make notes on what they have observed, and to record their decisions re which 

criteria have, or have not, been met.  

 
Confirmation of Discussion by a Tutor/Assessor  
 
This form of evidence is used quite rarely in the NABs but may be useful to ensure 

completion of an occasional criterion. Small amounts of discussion or oral Q&A can be 

undertaken between candidate and assessor and confirmed and briefly summarised, in 
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writing, by the assessor. This confirmation/summary (usually no more than a few sentences) 

might be noted in a separate document or within the Assessment Record, if appropriate.  

 
(Personal) Development Plan  
 
This is an individual plan detailing a candidate’s intentions for on-going development. A 

typical format will include what the candidate wants to achieve, how they will achieve it, i.e. 

the action required, a review date and, ultimately, the outcome. Example formats are 

available on the CIPD website.  

 
Job Analysis Plan  
 
This is a plan which outlines the job role(s) to be analysed, the job analysis method(s) to be 

used, who will be involved in the analysis, the start point, time frame and completion date.  

 
Briefing Note  
 
This is a written document providing the key facts and options, in relation to a specific topic, 

for a particular audience. It is written and structured to enable others to quickly understand 

the topic and to enable decision making. Candidates will need to demonstrate the relevant 

knowledge, as defined by the assessment criteria, within their note.  

 

PowerPoint Presentation with Notes  
 
Candidates should use MS PowerPoint, or equivalent to produce slides and use the MS 

notes function to write their supporting text for each slide. This form of evidence should be 

submitted in paper form, printed off as ‘notes pages’, for the assessor to assess and provide 

feedback on the written content. Note: some briefs require presentations to be undertaken 

and observed, whilst others just request the written information as described here. This is 

clearly clarified within the briefs.  

 

Written Specification  
 
This is a written outline, usually of a procedure, process or required content. It is often 

linked to good practice in a particular HR/L&D practice area. The specification should 

include the title of the specification, the specified process or contents, what should happen 

in what order and, where appropriate, any resources required.  

 
Guidance Note  
 

This focuses on assisting others to know or do something. Candidates should remember to 

ensure they demonstrate the relevant knowledge, as defined by the assessment criteria, 

within their note.  
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Learning Needs Analysis Notes  
 

These are informal notes made by the candidate during the learning needs analysis meeting 

which record the current position of knowledge, skills and/or behaviours against the 

required position.  

 
 
 
 
Session Plan  
 

The session plan is a structured written outline of the aims, sequence and content of a 

training session. It should include a title, session aim and learning outcomes, timing, 

activities, content and required resources.  

 
 
Learning and Development Plan  
 
This is a plan for an individual learner (or identified group of learners) specifying what they 

need to do/achieve over a period of time, and by what method(s). It would usually be 

prepared in response to a learning needs analysis.  

 

Learning Resources  

 

These are products which will be used by the trainer with their learners. Examples include: 

handouts, activity briefs, case studies, PowerPoint slides.  

 
Evaluation Tools  
 
Tools specifically designed to collect the information required for evaluation, e.g. a 

questionnaire or observation form.  

 

Word Counts  
Within the ‘Evidence to be produced’ section, guidance is provided regarding an expected 

word count. As a very general rule, word count requirements are set at an approximate 500 

words for each credit point of the unit credit value. Whilst there is some flexibility in 

requirements, CIPD recommends that Centres check and ensure reasonable compliance 

with the stated guidance.  

Assessment Submission 
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All assessed assignment /coursework submission must be accompanied by a cover page 

with essential student information as shown below. All assignment / coursework must be 

submitted to www.turnitin.com as well as in hardcopy to your course tutor. 

Dates and deadlines for submission of assignments will be given to you by the Programme 

Manager during the first week of your taught sessions.  Check your submission date.  If in 

doubt, ask your tutor. Remember that the submission date is not for a first draft but for 

the final draft. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Equal Opportunities & Complaints Procedure 

Foundation Certificate in People Practice 

 

Assessed Coursework Cover Sheet 

 

Student Name   : George Devan 

 Organisation   : XYZ BHD 

Unit Title: BUSINESS,  CULTURE  AND CHANGE IN CONTEXT 
 
Unit Code   : XXXX 

 Coursework Component : Written Assignment 

 Date of Submission  : xx/xx/xxxx 

 Total Word Count  : xxx 

 

 

 

 

 

 

 

 

http://www.turnitin.com/
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SMR HR GROUP is committed to the principles of respecting diversity and providing equal 

opportunity; irrespective of race, ethnic origin, gender, religious belief, sexual orientation or 

disability. We will not discriminate on any of these grounds. In particular we will endeavour 

to assist those who require additional help in accessing our services.  

Special Requirements for Assessment 
 

If you have any disability or any other reason for special assessment procedures, please 

speak to the Programme Manager upon enrolment into the programme. 

 

Complaints Procedure 

If you have a complaint about any part of the programme please put your complaint in 

writing and sends to: 

Zalina Binti Mat Zin    SMR HR Group 
Head of Training and Operations   Level 8, Tower block, University of Cyberjaya  

Campus, Persiaran Bestari, Cyber 11, 63000, 
Cyberjaya, Selangor, Malaysia 

      lily@smrhub.com 
 
The programme manager will respond to your complaint in writing within 10 working days.  

Peer Group Networking 

You will be actively encouraged to share your name and your contact details with other 

members of the group and to make contact with other students on a regular basis. 

Student Support 

As well as all taught sessions, a tutor support system is available to all students. For any 

administrative or pastoral queries please contact SMR HR GROUP SDN BHD at +603 2279 

9199 or by fax on +603 2279 9099. 

For specific study queries, you may contact the relevant course/module tutor. 

Policy on Cheating and Plagiarism 

Where a tutor/assessor/moderator suspects that a student has cheated or plagiarised 

another's written or spoken work, without acknowledgement to the originator, then the 

following action(s) will be taken: 

• The Programme Manager will be informed in writing. 

mailto:lily@smrhub.com
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• The Programme Manager will then investigate the specific accusation(s) with the   

student concerned. 

There are then 3 possible outcomes 

1) Accusation has no substance - no record kept. 

2) Issue a written warning with remedial action to be taken by the student and     

appropriate other persons – SMR HR GROUP keeps a record on student file. 

3) Suspend the student, CIPD informed, SMR HR GROUP keep a record on student file. 

 

Quality Assurance - Internal Verification Process  

CIPD UK has robust quality assurance processes and systems. All centres need to provide 

quality assurance arrangements and are subjected to monitoring.  

Internal verification is a process undertaken to ensure that:  

 

• assessment and grading is consistent across the programme and students 

• assessment instruments (assignments) are fit for purpose - i.e. they enable the learner to 

produce evidence which meets the grading criteria  

• assessment decisions accurately judge learner work (evidence) against the unit grading 

criteria.  

All assignment briefs which are issued to you have been verified internally by SMR’s interval 

verifier and externally by CIPD.  

The Process 

There will be a standardisation meeting at the beginning of the year to ensure that all tutors 

are clear about assessment requirements.  All tutors and assessors will be provided with 

assessment guidance and a copy of internal verification paperwork. 

The appointed assessors will assess the learners’ work and record their assessment 

decisions on the appropriate forms.  The internal verifier will sample assessed work to 

ensure that all of the criteria in the units are being met and the workload for learners is 

appropriate to the level and credit value of the unit. 

Given the flexible nature of the course, precise dates for internal verification cannot be set 

at the beginning of the year. Instead, internal verification will take place after six months of 

the course being conducted. 
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The programme manager will keep all the work that has been internally verifiedand will 

liaise with the external verifier to ensure compliance and provide samples for external 

verification. If there are fewer than five learners on the course, all learners’ work will be 

sampled. 

 

The programme manager will ensure course files are kept in proper order in the main office. 

The programme manager will select the sample from these. The programme manager will 

provide feedback to the assessor and internal verifier on the outcome of external 

verification. The programme manager will follow up on any action points identified.The 

internal verification process will be reviewed at the end of the year and any 

changes/recommendations will be recorded. 

 

Right of Appeal 

The assessment of assignment is done by a panel of assessors who are affiliated with SMR 
HR GROUP SDN BHD. The panel of assessors consists of academicians and practitioners with 
substantial experience in the relevant field.    

The assessment of assignments is moderated (checked for consistent quality) by the 
Centre’s own Internal Verifiers who sample a minimum of 40% of all assignments across all 
assessors. In addition, the External Verifier appointed by CIPD will moderate an agreed 
sample of all of the Centre’s assessments. 

As a student, you have the right of appeal if you feel your work has not been assessed 
correctly or fairly. The appeals procedure is as follows: 

1. The appeal is to be made in writing to the Programme Manager within 10 working 
days of being notified of the assessment decision. 
 

2. The Programme Manager/Internal Verifier will then arrange a meeting with the 
candidate and assessor in order to find a solution, within 10 working days of being 
informed of the appeal. 

 
3. The candidate will be notified in writing of the outcome of the appeal and discussion 

with the assessor.  
 

4. If a candidate still wishes to appeal against the assessment decision he/she must 
inform the Programme Manager/Internal Verifier, in writing, within 10 working days 
of being notified of the assessment decision. 
 

5. If no solution is reached the Programme Manager/Internal Verifier will arrange for 
the Appeals Panel to meet within 20 working days. The Appeals Panel will consist of 
the Programme Manager/Internal Verifier, the L & D Manager, a second 
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independent and approved assessor who was not involved in the original 
assessment.   
 

6. The outcome of the Appeals Panel will be: 
 

- Confirmation of the original decision OR 

- Decision that the evidence presented is an adequate demonstration of 
competence 
 
 

The candidate will be informed of the above in writing. 

7. If the candidate is dissatisfied with the outcome of the Appeals Panel the 
Programme Manager/Internal Verifier will refer the appeal to the CIPD UK who is the 
Awarding Body. 

NOTE that: 

A) The candidate may be accompanied at any stage of the above procedurefellow course 
member, workplace colleague or line manager. 

B) Written records will be kept by the Programme Manager/Internal Verifier on each of the 
above stages 

 

Learner Contract for SMR and Candidates of Certificate Programmes 

The purpose of this contract is to document the commitment of both SMR HR Group and 

the CIPD student. (This is not a legally binding contract.) 

A) The role of SMR HR GROUP SDN BHD is to: 

• Provide and support CIPD Courses and adhere to CIPD approvals criteria 

• Offer individual tutorials on a regular basis, both in person and via 

telephone/email 

• Design and deliver skills development workshops/group tutorials appropriate to 

each   module, as per the course calendar 

• Set and mark assignments/management research report/project 

• Store all student details, correspondence etc in a confidential personal file. 

 

B) The role of the student is to: 

 

• Follow the course structure as outlined to them 
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• Attend all skills development workshops and group tutorials and participate as      

required 

• Attend individual tutorials if appropriate 

• Join a peer group network of other students on the course, and pro-actively 

contact     other members on a regular basis 

• Submit assignments/project/management report by the dates indicated 

• Invest around 5-10 hours of private study per week 

• Abide by all centre regulations in the student handbook 

THANK YOU 


