Task One
1. AC 1.1

Ethical principles govern all the decisions we make in both our personal and professional lives. 
One which I consider to be important and that underpins my behaviour at work is honesty. I regularly give feedback to housekeepers about their performance, and I found that honesty, however difficult, is essential in getting the best out of a member of staff. In my role as recruitment and training coordinator I first found myself giving only positive feedback in an attempt to encourage housekeepers and make them feel positive about their performance. I noticed, however, that this did not help and at probation reviews housekeepers often thought they were doing better than they were. They were unable to tell me about their areas for development and this led to them being less able to critically evaluate their performance. Skirting around an issue and allowing a housekeeper to believe they were performing well when they were not proved to be detrimental to their progress and ultimately led to poor performance.
“Employee performance is one of the most important outcomes in management”. (CIPD, 2022)
Therefore, if I want to get the best out of a housekeeper and help them progress, I have to help them recognise mistakes or underperformance. Honesty enables me to develop a housekeeper to better evaluate their own performance. 

A professional value that underpins my behaviour at work is working to the best of my ability. I deliver induction to new housekeepers at Bluestone, this involves a day of classroom-based learning before moving on to practical training in lodges. We employ a diverse range of people who have different levels of education and for whom a classroom setting has not always been a successful experience. 
“Effective induction may … affect employee turnover, absenteeism and employer brand.” (CIPD, 2023) Therefore, it is essential that I get things right for them on day one, setting the scene for their training journey at Bluestone. 
I want our new staff to feel confident, supported and able to progress during their probation. To meet the needs of all our trainees I have researched different methods of delivery that appeal to different learning styles. From my background in teaching, I use pedagogical research such as Bloom’s Taxonomy and Webb’s Depth of Knowledge to ensure I deliver training to the best of my ability. I reflect on what I am doing and am always looking for ways I can improve what I do. 

2. (AC1.2)
It is important that all candidates are given an equal opportunity during the recruitment process to ensure that, not only is the company conforming to the Equality Act 2010 but also, the reputation of the company as a good and ethical employer continues. When screening candidates I follow company procedure by inviting all applicants who fit the person specification to interview. I ensure that I do not ask any candidates about their age, religion, race, sexuality, gender, maternity or marital status either formally or informally during the assessment process. 
“The Health and Safety at Work etc Act 1974 is the primary piece of legislation covering occupational health and safety in Great Britain” (HSE, No Date). Conforming to this act ensures that we create a positive workplace in which all employees feel that their health and well-being is valued and ensures that staff feel safe at work. During induction I ensure all new staff are aware of this legislation, including the responsibilities of an employer to provide a healthy and safe workplace as well as their responsibilities to behave in a healthy and safe manner at all times. For example, I give particular instruction on the use of chemicals and ensure all staff are trained in manual handling before beginning work on park.


3. (AC2.1)
a) One example of how I have behaved in a way that was inclusive and respectful of others whilst contributing my views and opinions was at our monthly Team Planet meeting. The company continually strives to make our operation more sustainable, one suggestion was that all information given to new starters at Bluestone was to be given only digitally. Some of our staff do not have the means to support this as their only digital device might be an old mobile phone with a cracked screen. Others do not have the necessary digital literacy skills to access information digitally. I was able to remind the members of the need to consider this when planning on removing printed information. I was respectful in the way I spoke up by awaiting my turn and indicating my wish to speak, rather than interrupting, I was inclusive in that I was able to remind the committee that we need to consider all the diverse situations of our staff when making business wide decisions. I could further enhance this by looking at ways in which we could improve staff access to digital resources, such as mobile phone donation.
b) I was inclusive and respectful to others whilst clarifying problems and issues when a supervisor was upset because there were trainees on her area. The supervisor came to me because she did not feel that having trainees would lead to the best changeover. I was able to be inclusive and respectful to her whilst managing this problem by allowing her to express her opinion whilst also explaining the reasons behind the decision that I had made. I was able to reassure her that I had taken these concerns into account and had chosen competent trainees at the end of their training. I explained the reasons why I had had to make the decision. I also used the opportunity to talk to her about why she was feeling like this and what else was going on with her. A discussion led to her revealing there were some issues that she had at home that were affecting her performance at work. I was able to reassure her that she would have a successful day and she has since thanked me for speaking to her in a respectful manner. To further enhance this, I could have communicated to her beforehand and provided her with the evidence that led to my decision, so she felt included in the decision-making process.
c) I have behaved in a way that was inclusive and respectful of others whilst working effectively as part of a team at our monthly People’s Voice meeting. I am chair and each housekeeping team sends a representative. Before the meeting, I remind all the representatives to seek the views of their team. I always ensure I am inclusive and respectful by going around the table and allowing each person time to speak and give their opinion. I show that I am inclusive and respectful by not passing judgement on what they say and inviting solutions from all attendees rather than imposing my ideas on everyone. I think I could further enhance this by inviting representatives that are not just part of the housekeeping team, for example, our linen and our inventory team. This would help increase the inclusivity and make every member of housekeeping feel that they have a voice. 



4. (AC2.2)
“People professionals have the power to help shape good work and good working lives within organisations.” (CIPD 2024). Therefore, it is important that people practice professionals to stay up to date with developments in the world of work for several reasons. These include professionally -being aware of changes in legislation, health and safety law, compliance and their effects on business operation- and personally for career development and competence. The consequences of people practice professionals not being up to date are wide. They risk being sued, a loss of reputation, a loss of business or a loss of staff.
Two of the methods I have found most effective for this are meeting with other people practice professionals and accessing websites such as ACAS and CIPD. Meeting with other people professionals at events such as recruitment fairs or CIPD workshops allows for collaboration and sharing of good practice. Accessing websites, particularly where you can sign up for notifications, has allowed me to keep up to date, seek advice and study quantified research that allows me to improve my practice.
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	Key dates
	What did you do?
	Why?
	What did you learn from this?
	How have/will you use this?
Any further action?

	[bookmark: _Hlk163680608][bookmark: _Hlk164022551]30/06/2023



	[bookmark: _Hlk163673700]I carried out a research project into cleaning efficiency. 
I used a method of ‘plan do review’ that I first used when implementing the new Curriculum for Wales as a teacher.
I planned how I would conduct the research. I carried out the research by interviewing, observing and recording housekeepers who were efficient and demonstrating high standards in their cleaning. I looked at their techniques and learned how they used their time effectively and developed how their methods could be implemented throughout the housekeeping department to improve efficiency and productivity. In order to share the insights, I gained from my research I filmed them working and I learned how to produce instructional videos for use in training.
	[bookmark: _Hlk163673717]As a department we were suffering with high staff turnover and one reason given during exit interviews was that housekeepers felt too much pressure to achieve the cleaning allocation. By training cleaners to be more efficient I could alleviate the pressure they were feeling, thus improve our attrition rates.
	[bookmark: _Hlk163673729]I learned that I am able to transfer valuable research skills from my teaching career into my new career. I can plan and carry out a research project and utilise the results to improve my performance and the performance of others to the benefit of the company. 
	[bookmark: _Hlk163673743]I will regularly reflect on how operations are progressing; I will continue to review and implement change using the structure that I have created.

I would like to conduct further research into how the cognitive processing of housekeepers adapts and develops with training and experience.

	[bookmark: _Hlk163680531]07/11/23




	[bookmark: _Hlk163676890]ACAS website: Research into how to have difficult conversations.


	[bookmark: _Hlk163676904]Our supervisors were bringing problems to the senior team that were taking up a lot of time, it was felt, that with some training, the supervisors could manage these situations themselves. I was asked to deliver training on difficult conversations to supervisors in order for them to feel confident having conversations with their teams. This was something that I hadn’t done before so I wanted to ensure I was comfortable with what I was doing, and I was giving the supervisors appropriate information that was relevant and followed necessary legislation.
	[bookmark: _Hlk163676918]I learned the steps to having difficult conversations. I then transferred what I had learned into an interesting and engaging course that empowered our supervisors to take control and manage their teams appropriately.
	[bookmark: _Hlk163676933][bookmark: _Hlk163677138]My research also led me to reflect on how I managed difficult conversations. I understood more about myself, I discovered that I was a people pleaser who would shy away from conflict. I needed to take time to listen in a conversation rather than rushing in with what I felt was the best solution.
Now when I have a difficult conversation, I employ what I have learned and endeavour to show empathy.

	[bookmark: _Hlk163680895]06/12/23




	[bookmark: _Hlk163679681]Autism Wales Understanding Autism- online module
	[bookmark: _Hlk163679694]To have a greater understanding of Autism and to enable me to ensure that the housekeeping department is recognised as an inclusive workplace.
	[bookmark: _Hlk163679706]Although I had previous experience of working with children on the autistic spectrum this course enabled me to gain a greater understanding of what autism is, what the world can be like for adults with autism, how an autistic adult may struggle with communicating and interacting and what I can do to support people with autism in the workplace.

	[bookmark: _Hlk163679720]I have used what I have learned by developing our training programme. I have looked at all our training resources to ensure they are autism friendly, for example making sure the wording is concise and to the point.
When I talk to colleagues on the autistic spectrum I make sure I avoid sarcasm and give clear instructions avoiding metaphors which can be taken literally. I am aware that they may not make eye contact with me.
I have shared what I have learned with other members of the department.
I also feel more confident, when talking to colleagues on the autistic spectrum about their needs, that I can support them to perform well in their role.
I would like to further research how we can support people on the autistic spectrum through the recruitment and onboarding process, by looking at providing interview questions in advance for example.







References: 
ACAS (no date) Challenging conversations and how to manage them. Available at: Challenging conversations and how to manage them (acas.org.uk) (Accessed 11 April)

Autism Wales (2023) Understanding Autism eLearning module. Available at: Understanding Autism (full) – Autism Wales e-Learning (Accessed 11 April 2024)
CIPD (2024) Ethical practice and the role of people professionals. Available at: Ethical practice and the role of people professionals | Factsheets | CIPD (Accessed: 11 April 2024)
CIPD (2024) Ethics at work: An employer’s guide. Available at: Ethics at work: An employer’s guide | CIPD (Accessed: 11 April 2024)
CIPD (2024) HR and Standards. Available at: HR and Standards | Factsheets | CIPD  (Accessed 11 April 2024) 

CIPD (2024) Induction Factsheet, Available at: Induction | Factsheets | CIPD (Accessed 11 April 2010)

CIPD (2024) Profession Map. Available at: profession-map-full-standards-november-2023.pdf (cipd.org)  Accessed: 11 April 2024) 
HSE (No Date) Health and Safety at Work etc Act 1974. Available at: Health and Safety at Work etc Act 1974 – legislation explained (hse.gov.uk) (Accessed: 11 April 2024)
Krathwohl, D.R., 2002. A revision of Bloom's taxonomy: An overview. Theory into practice, 41(4), pp.212-218.
McCrea, E., 2019. Making Every Maths Lesson Count: Six principles to support great maths teaching (Making Every Lesson Count series). Crown House Publishing Ltd.
UK Government website (2024 ) Equality Act 2010 guidance. Available at: Equality Act 2010: guidance - GOV.UK (www.gov.uk) (Accessed: 11 April 2024)

