TASK ONE – Ethical Practice review

AC1.1 Ethical principles are guidelines that govern our behaviour and that influence our decision making.
Ethical Principle: Honesty. involves being truthful, and open in all interactions, it means recording and relaying information accurately and without deception, this principle is crucial in maintaining trust and credibility in a professional setting.
As part of my role, one of my tasks is to collate care and support hours delivered by our services and staff, and report these back to the local authority for accurate payments to be made to the company.
Without honesty, this could be manipulated to increase the profit and payment made to the company.
Professional Values, vary across different settings but fundamentally form the basis for decision making within a professional role: 
 Integrity involves having and maintaining a strong moral character and adhering to ethical principles. It is beyond being honest and includes doing what is right even when nobody is checking or watching. 
 In my role as a recruitment coordinator, I am responsible for hiring support workers to staff our services and provide support to the individuals in our care. This includes, being honest and transparent, having respect for the candidates, having a fair and unbiased selection process, confidentiality. 
Without Integrity, rules may be broken, and good practice may not be followed when shortlisting, interviewing, and offering positions to new staff.
AC1.2. As an HR / recruitment coordinator and people professional, following ethics related legislation is crucial within the workplace to ensure that we are following up to date guidance and legislation. two examples are as follows:
 Confidentiality and data protection.
As an HR / recruitment coordinator I often deal with sensitive and confidential information, relating to new, current, and former employees, such as bank details, personal information, supervisions and investigations, medical records. Conforming with confidentiality and data protection laws in essential in maintaining trust and professional compliance, and legal standards. Ensuring that all employee records and information is stored securely and have restricted access to those that are authorised to access the files. Where information needs to be disclosed such as a medical condition, only the relevant information relating to the role is passed on, and only to the area manager.
Discrimination and equal opportunities.
[bookmark: _Hlk167190887]As an HR/ recruitment coordinator, I must uphold the principles of non-discrimination and practice of equal opportunities, to create a fair and inclusive recruitment process for all applicants, regardless of their age, race, gender, religion, or disability. We receive hundreds of applications for our support worker positions on a weekly basis and review all applications based on their ability to carry out the role, and any previous work history in a similar role, never on ay protected characteristics. With the exception of being able to advertise Male / female only support worker posts where there are male / female only services, and this is covered under the Equality Act 2010. (UK), Part 1, Schedule 9.

AC2.1
a) Contributing Your Views and opinion.
1) During a recent workshop training day around recruitment, those attending were asked for their opinions on certain topics, and to share their views, but it was the same few people answering all the questions.

I switched approach to ask the quieter participants for their thoughts and input to give them chance to have their say ensuring that all participants had been included and had a say in the discussions.

2) To further enhance my behaviour, I will have a more structured approach in place from the start, during any future discussions, and ensure that each person gets an equal opportunity to have their say and to express their opinions, this ensures a fairer and a more inclusive engagement for all.

b) Clarifying problems or issues
1) During a relaunch of our recruitment process there was confusion from managers about what their part in the process they had to play, as well as area administrators, and us as recruitment coordinators. I arranged to put together a drop-in session so we could compile a frequently asked questions and answer bank, so that everyone felt comfortable asking questions and seeking clarification even if they thought they were ‘silly’ questions.

2) To improve on this in future, I would ensure that all relevant managers were booked on to a training session rather than leave it optional and create a step-by-step process clearly showing each step of a process and who was responsible for which tasks, along with compiling a frequently asked question bank beforehand.

c) Working effectively as part of a team
1) During a recent onboarding case, I was tasked with obtaining copies of the successful applicants ID and contacted them to ask them to take the originals into our local office to be scanned and verified by the local team there, before being forwarded over. During this conversation the applicant disclosed that they were transgender and so their birth certificate would not be in the name they are using now but didn’t want the local team to know of their situation, to respect their wishes and to facilitate a smooth onboarding process. We agreed that the area manager would need to know, and that the documents should be provided in person to her, however due to staffing levels the area manager wasn’t available to do this as there were interviews being held on the same day, and they were struggling to facilitate them. I arranged to meet the applicant myself in person and take the copies myself which involved a 4 hour round trip and then assisted the local team with interviews that were being held on the day.

2) To improve on this in future, I would ensure that an alternative system was used whereby the documents could be verified using a digital screening system, and that this would be a smoother and much more efficient way of obtaining documents and creating a quicker process all round.

AC2.2 Staying up to date with developments in the world of work and people practice is essential for professionals for the following reasons.
Remining relevant: with constant changes in laws, best practices, and regulations, staying current ensures that we are aware of the latest developments allowing us to remain relevant in our role.
Employee engagement and satisfaction: being aware of the ever-changing needs and expectations of employees is essential in my role, to ensure a positive work environment, staying up to date with things such as living and minimum wage requirements, and new policies allows me to implement changes that enhance employee engagement, satisfaction, and wellbeing.
Compliance and legal requirements: Employment laws and regulations, are subject to change. Non-compliance can have serious consequences for organisations and businesses. Professionals need to stay on top of legislation changes to ensure their practices and policies remain and comply with legal requirements.
Two effective ways for people practice professionals to stay up to date are as follows:
Continuous professional development: participating in and attending workshops, presentations, webinars, and conferences provides us with opportunities to learn about and discuss latest developments in our profession, often with industry experts and leaders, which allows us to keep up to date with the latest developments.
Professional membership: joining professional membership and bodies such as CIPD and ACAS, provided us with a wealth of information and resources relevant to our role, that is the most up to date versions available.
By using and combining both above examples means I will be equipped to address the needs of our staff and the requirements for a variety of our roles.







TASK 2 – Professional development
AC2.3 Participating and co-hosting a recruitment strategy day, with senior managers, managers, support staff and some of the people we support.
This day was held to interact with all levels of our company to see what the differences were between the people we support up to the senior management team when it came to recruiting new staff and how best to approach this. The day consisted of a structured approach to assist the people we support to draw and come up with individual adverts and what they wanted from their support staff, some just drew a picture, and others went into some detail of what they wanted. Some things that regularly appeared were Kind, Caring, funny, helpful, and some of the more extreme responses were, ‘has to like ghosts and ghost hunting’, and will take me to the pub.
Managers fed back on our current process and highlighted some of the difficulties they were facing. In response to this feedback, 
Since these days were held, we have updated and amended our process to incorporate these suggestions and, so far things seem to be running smoothly. I have gained a better understanding of the needs of the services and the people we support and what is important to them, and an insight how our operational team see our processes and the reasons behind the way some things must remain as they are. I am also aware and conscious that not one size fits all when it comes to advertising and recruiting new staff, going forward, I will take on board more of what the individual service requires and what approach will be best to fill their staffing gaps and needs.
Joining a webinar on Hiring insights. This webinar was hosted by one of the market leading recruitment agencies. I learnt that for every application received, the more ‘clicks’ required to submit a response the less completed applications will be received, giving us more applications to choose from with a wider variety of applications and skills sets to reviews.
Our former application route was for all applicants to upload their cv AND fill out an application form, which was time consuming having to answer lots of questions, the figures presented were that for every subsequent ‘click’ after the third we would lose 50 % of remaining applicants. Following this webinar, we reviewed our application process and changed all our adverts to accept CV only for all our support worker roles and since this has been done, we are receiving far more applications for our roles. We did however decide to keep the application for our more centralised roles such as finance, Staff development and HR roles, as a CV didn’t answer some of the more specific questions required for the role.


Signing up to the CIPD. I have recently signed up to membership of the CIPD. This is a professionally recognised organisation, and membership is highly sort after by prospective employers. I can access the latest research from their website as well as staying current and relevant in HR and L&D topics. 
“As a CIPD member I can
Demonstrate your expertise.
You are a professional who has proven ability to apply your knowledge in practice, beyond study and qualifications. You are competent, confident, and able to create an impact in the workplace.
Build your personal brand.
You are boosting your personal brand with a professional designation (the letters after your name) that recognise your experience and expertise. That designation is a badge of professionalism, a recognised stamp of approval that sets you apart when you need it most.
 Inspire confidence and trust.
You are a professional who has met our internationally recognised benchmark for excellence and inspire confidence in your employer, clients, and peers.
Stay current and relevant.
You are a professional committed to your own development - learning from the latest CIPD research, and other experienced professionals. You stay on top of the latest trends in the evolving world of HR and L&D, keeping your skills sharp.
 Uphold ethical values.
You are an ambassador for the profession, acting with integrity, and championing better work and working lives in all you do.”  CIPD (2024). 
Why choose CIPD membership? Available at: https://www.cipd.org/uk/membership/why-choose-cipd-membership/ (Accessed: 08/04/2024).
Joining the CIPD has boosted my confidence in my professional ability and makes my membership and my role look more professional and helps me stand out if I ever apply for a similar role elsewhere.






TASK 2 – Professional development
AC2.3
	
Development record





	NAME:
	 Angela Slee
	MEMBERSHIP NUMBER:
	 88828650

	COVERING THE PERIOD FROM:
	 October 2023
	TO:
	March 2024





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

	

16/11/2023


	I attended an Internal training course at work on the basics of Trans awareness with Jezza Donovan. Following this course, I learnt about the concepts around transgender terminology, identity and the challenges faced by transgender individuals, and how we can promote and champion inclusivity in the workplace.
	I attended this course, to expand my limited knowledge around transgender topics. 
	I learned some useful information following this course, including the difficulties faced by being transgender, and how to better understand some of these challenges. I fell I am better equipped to develop strategies and practices around gender equality and being respectful and inclusive across our teams and throughout the business as a whole.
	I will use the information I have learned, to promote more awareness of being transgender, and to encourage more training for teams and new staff, working in conjunction with the HR business partners, our senior management and staff development teams, to develop workshops and resources freely available to staff in a bid to promote respectful practices and policies.

	

24/01/24









	I attended a conference titled Employment law update: what we have learnt in 2023 and what’s on the horizon for 2024.
	To broaden my knowledge of employment law and the implications for not getting it right, and how to remain compliant.
	I learned that I didn’t know as much as I thought I did. Since attending this conference, I have a better understanding of how to interpret complex legal concepts and how to practically apply this within my role.
	I will use this information to reinforce my decision making, and to approach situations with a better more informed approach, not only to consider the legal impact on individuals but on the organisation. I will use this to influence policy reviews and to ensure they correctly incorporate the new upcoming employment laws being introduced, and to ensure we remain compliant.

	
08/02/2024



	As part of my university course, I attended a presentation on Menopause awareness by Jane Woodmann.
	I wanted to learn more about the menopause, its symptoms and how it may be affecting me now or in the future. How it can impact on my work and homelife, as menopause is not openly spoken about in general.
	I learned how to recognise the signs and differences of the early menopause, including perimenopause, Menopause, and post menopause, and the affect it can have on all aspects of our lives. 
It raised my awareness of how long Women and men can be impacted by the menopause and its symptoms, and how as an employer we should best tackle menopause related absence. 
I have increased my awareness of hoe the menopause impacts us physically, emotionally and socially, and also my empathy towards friends and family that may be experiencing this stage in their life, and to be more understanding
	As a HR officer, this has changed my whole outlook and the way I work and deal with staff that may or may not be aware that they may be experiencing symptoms of menopause. 
In future I will be more empathetic towards people who are experiencing menopause, and work towards amending our policies, approach, and practices to enhance and better support our teams.
This can include flexible working arrangements and having the tools to deal with and signpost staff towards menopause related literature, seeking medical advice.
I am now also aware of the need to discuss the menopause more openly and without embarrassment to raise awareness and to educate others, and to also encourage more work-based workshops for staff, and access to literature relating to the topic.

	

20/10/2023


	Participating in and co -hosting a recruitment focused strategy day with senior managers, managers, support staff and the people we support.
	To engage with all levels of staff and the people we support, to gain a better insight into the needs of the operational teams and their recruitment requirements and to be able to update and amend practices and process to better reflect this.

	I learned that throughout the organisation, one size / approach doesn’t fit all. Every service, manager area and region face different challenges with regards to recruiting staff, as well as the difficulties they face.
I learned that our current approach, and our generic adverts weren’t working for everyone, and that tailored adverts for some of our harder to recruit areas were needed.
I have gained a better understanding of  the needs of the services and the people we support and what is important to them, as well as an insight on how our operations teams view and respond to our processes and the reasons behind their frustration at times, however I also learned that the reasons for our approach on somethings must remain as they are to remain fair and inclusive and to not discriminate against anyone applying for our roles.


	Since obtaining the feedback from the strategy day, I have updated and amended our process to incorporate the suggestions received.

I have also arranged and set up regular refresher and training sessions for mangers to ensure that our recruitment processes are being followed and that we remain compliant and within the law.

	
26/03/2024


	Joined the CIPD and signed up for membership
	To join a professionally recognised organisation, that has the latest research regarding HR and learning and development topics to assist me with staying current and relevant within my role.
	I learned that the CIPD and membership to them is highly sort after by prospective employers. 
It gives me the ability to demonstrate my expertise, and to apply my knowledge in to practise, as well as showing that I am part of a widely recognised professional organisation.

	I will continue to access resources and information from the CIPD website in all aspects of my current role. To ensure that the information I am giving and the processes and policies I am following always remain current and compliant.
I am also able to access information in advance of legislation changes to ensure that we follow the guidance and to stay within the law.
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