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3CO03- Core Behaviours for people professionals
Task one- Ethical practice review 
1) Please explain:
a) [bookmark: _Hlk160028724]‘Ethical principles’ and how these can inform the way people behave at work.

Ethical principles can be defined as deciding what is morally right and wrong to do in the conduct of life (Khillar, 2022). They are how we make the right and fair decisions, which helps us as people professionals keep our promises to employees and maintain the trust they have in us. This informs the way people behave at work as every person should be carrying out ethical behaviour daily. Showing integrity and fairness in any decision-making process and respect for others is required in a working environment. CIPD (2024) mentions that ethics link in with professionalism and to create cultures of transparency and trust, practitioners should demonstrate integrity when advising business partners the right course of action. This is accurate as it can inform the behaviour of people at work by ensuring they uphold integrity and make decisions fairly. For example, when manager’s stick to their promises to staff they are upholding their integrity and ensuring that the employees feel respected and are being treated fairly. In addition to this, ethical principles can lead to improved workplace culture as employees would prefer to work in a company which is ethical and has moral values. If employees feel trusted and are treated fairly, it will improve their behaviour at work and can lead to increased motivation and job satisfaction as a result. Furthermore, an organisation that carries out ethical principles ensures that they are committed to keeping their promises to employees and providing processes that support the policy to help employees feel valued and heard (Indeed, 2025). (256)

b) ‘Professional values’ and how these can inform the way people behave at work.
	(AC 1.1)

Professional values are the ethical principles that guide the decision-making process by having integrity and accountability. Whilst ethical principles apply to everyone and inform what people think is morally correct. Professional values relate to how we approach work, and how our behaviours and actions apply to our work. For example, in my organisation an employee made a mistake on a client’s payroll and instead of fixing it and liaising with them, they tried to blame the client. We explained to them that they must take responsibility and take accountability to the mistake that they made. Employees need to have accountability as we can learn and improve from the mistakes that we make (Salveron, 2024). Additionally, professional values can inform the way people behave at work by having reliability and maintaining a consistent high-quality standard of work. This promotes and develops the employee’s improvement and can drive them to deliver the best outcome of any job. (155)

2) Please give three examples of how you, as a member of the people practice team, conform with the Equality Act 2010 (or any updates), or regulation and law relating to ethics and professional practice in your own country. (AC 1.2)

The Equality Act 2010 was created to protect individuals’ rights and promotes a fair and equal society where it pulled together 100 pieces of legislation (Waite et al.,2021, p.75). As a member of the people practice team, we ensure that we conform with the Equality Act and regulations in place by not discriminating against individuals with protected characteristics (mad-hr, 2024). By making reasonable adjustments to accommodate employees with disabilities we are ensuring compliance, and the employees can carry out their roles more efficiently. We conduct monthly assessments with the employees to identify any difficulties they are facing in their role and can make reasonable adjustments, so that they can perform in their role to the best of their ability. We have implemented a hybrid working policy to ensure that this gives employees a chance to put a request in to work from home. This helps by giving them the support they need and promotes a positive working environment. For example, we ensure that we provide the appropriate training for our employees, which will promote inclusion and diversity amongst all staff. 

In addition to this, another example of a way in which we comply and follow the regulations is that we promote a positive and diverse culture. We have a code of conduct that clearly states what the expected behaviour should be for our staff and the policies that must be adhered to. As any consequences of discrimination, harassment or bullying will result in disciplinary action. The code of conduct is sent to every employee and new starters before their first day with us, this makes them aware, before they start their employment with us. 

Lastly, we comply with the Equality Act and regulations through our recruitment process, and we avoid any discrimination and potential bias as it is unlawful (BBC, 2025). This is actioned through our interview board. Also, all our interview attendees will be prepared with the relevant training to carry out a fair assessment on each candidate. This will ensure we follow a diverse and inclusive culture. Moreover, we as a people practice team ensure that we comply with HMRC and the government legislation, especially regarding the national minimum wage changes that come into force each April. We need to ensure that every person is paid correctly and legally above NMW. (383)


3) Please summarise different ways people practitioners can demonstrate respectful and inclusive working in relation to: 
a) contributing views and opinions 

People practitioners can demonstrate respectful and inclusive working in relation to contributing views and opinions by practicing active listening. By practicing this, it will let the employees feel heard and respected and they will feel that their views and opinions matter to the business. It is key to communication, and letting the other person talk without interruption will demonstrate a respectful workplace. Additionally, if they demonstrate respectful behaviour to others through their actions and language, it will promote a positive culture and workplace environment. Having a positive culture will also link into the employees feeling safe and secure to share their problems with you. This will contribute to a respectful and inclusive workplace, where the employees feel safe and secure. In addition to this, it can be useful to be honest about how you feel about other perspectives and recognising that everyone will have different views and opinions. Betari’s box method shows us that your attitude affects your behaviours, and your behaviours will affect someone else attitude. It is a cycle that if you sow self-awareness, it can be broken and re structured. (183)

b) clarifying problems or issues

Moreover, people practitioners can demonstrate respectful and inclusive working when clarifying problems as they can show empathy when an employee comes to them with an issue. This will help you understand what the other person is going through and it will make them feel heard and respected. You can ensure that you ask the right questions, and practice asking open questions, this will allow people to figure out solutions to any problems and work together as part of a team. You could also practice self-reflection to see how the problems and issues arise and look at area for improvement so that they do not happen again. Additionally, you can continue your learning and stay up to date with any business or industry changes to avoid any potential issues and to learn more about being a diverse and inclusive workplace. If employees see that their business is being respectful and are leading inclusivity then will feel empowered and happy to work, there. (161)

c) [bookmark: _Hlk159952079]working effectively as part of a team (AC 2.1)

Finally, you can demonstrate a respectful and inclusive workplace by working effectively as part of a team by always being respectful to others. If any conflict was to arise, you will need to process it and practice active listening to resolve it. For example, the team leader could ask the team how would you resolve a conflict. They could adapt and use the Belbin method as it will be useful if everyone in the team has different strengths and weaknesses. As a result of this Belbin’s theory explains that, if an employee can identify their strengths in their role, it will benefit the team and will allow them to work effectively. For example, if everyone had the same strength, they would be competing to be the best, which can lead to conflict. To resolve any conflict within a team they could have an open and honest conversation about what is bothering them and how could they move forward and work as a team. If this is successful, they will improve the businesses morale and will promote a respectful workplace. (179)


4) Please provide three recommendations for how people practice team members can find out about current issues and developments in the world of work and people practice. (AC 2.2)

Webinars
People practice team members can find out about current issues and developments in the world of work and people practice engaging with professional networks like the CIPD, who provide webinars, reports and other reading materials on current issues businesses could be facing. Joining in on the webinars that they produce will be a good idea for any team member that would wish to gain a better understanding of current issues and how they can be resolved and how further developments can aid a business. 

Social Media Platforms 
In addition to this, people professionals could engage in social media platforms like LinkedIn and other HR forums. This will provide them with all the up-to-date news and will have other HR professional’s opinions regarding a certain topic or issue.

Subscribing to reliable websites 
Lastly, a recommendation for the people practice team and how they can find out about current issues and developments in the world of work can be found on industry websites. For example, reading reliable sources found on the CIPD website or reading business reviews will be useful as they should be up to date with the relevant news and updates. These will help with guidance on potential issues you could be facing as a business-like people management for example. You could also read about how other businesses have dealt with certain situations, which could be helpful with your own business development. (233)

5) Briefly explain how people practitioners can be proactive in their approach to continued professional development (CPD), using your own approach as an example. (AC 2.3)

People practitioners can be proactive in their approach to professional development by keeping up to date with changes in legislation to ensure that their knowledge is relevant and in date. By attending webinars and other training events it will develop their professional development and will broaden their skills. Additionally, they can be proactive with their CPD by seeking feedback from colleagues and managers, which will help them identify any weaknesses and room for improvement. In my opinion, I feel like I can be proactive in my approach to CPD by looking at my goals and targets to see where my strengths and weaknesses are, to identify my learning objectives for improvement. I am currently studying for my CIPD Level three and by attending the workshops that are put on every month, I feel it helps me with my knowledge and interpersonal skills. The CPD is important to me as an individual as it helps to build my confidence and credibility, the benefit to the organisation is that it can help maximise support staff development. This can lead to better staff morale and increased motivation (Waite et al.,2021, p.85).  (188)

Please see below my CPD reflections:
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CIPP Advanced Payroll Technician Course
28/09/2023
Business acumen

Attended/completed a course

CIPP Certificate.pdf

‘The learning experience that | am reflecting on is the completion on my payroll qualification, which | completed in September 2023. This has helped me to progress in my current role and | am grateful for the opportunity to have completed it.

From this experience | have learnt that | work well under pressure, as | completed this in my own time, alongside working full time. It shows that | am a dedicated individual who can handle a variety of different tasks. Also, | leant that | need to have more confidence in my
abilities, as | tended to doubt myself on manual calculations when they were in fact correct. | need to remember this for the future.

In the future | will ensure that | have more faith in myself regarding certain manual calculations on statutory maternity and paternity pay for example. | will also ask for help if needed. In addition to this, | will ensure that | take more care with reading the questions more carefully
to make sure that | understand what the question s asking me. This course has made me change the way | work as | have become more conscious and careful about what figures | process, as | understand the importance of my role.

I plan to take on more responsibility in the payroll process to ensure | complete the payroll from start to finish with little help. This will also help me progress in my job role and will aid me in becoming a Senior HR Associate. Which will also benefit the business as the greater my
knowledge, the bigger impact | will have on the business.
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CIPD Level 3 Foundation Certificate in People Practice
18/09/2024

Learning and development

Attended/completed a course

N/A

Iam currently completing my CIPD Level 3 in People Practice. It is teaching me a variety of new skills, which | am excited to put them into practice. We have recently been taught about the importance of ethical practice, and they can affect any business decisions.

I have learnt that we need to have empathy for our employees as everyone has different coping mechanisms and how they deal with certain situations is different for a lot of people. Since this lecture, | have also learnt that you need to make fair and unbiased decisions. Its
about finding a balance between being fair and following policies.

It will change the way | work in the future as | will try and practice making unbiased decisions and look at multiple different sources that are more reliable, before making a final decision.

To have a wider positive impact on our business will put what | have learnt from this course into practice. | will have more knowledge about my role and what is expected of me, which should help me excel. | could suggest to my manager that we have a non-biased interview
panel and perhaps training on how to be unbiased.




image3.png
Record Name.
Date:

Profession Map Area:
Type of Learning Experience:
Supporting material:

Ifyou have a web page you'd
lke to reference, add the URL
below (to open the link,right
click and choose openina new

tab).

1.Whatis the learning
experience you're reflecting on
(eg.researching a topic, work
You've recently done, an event
You attended, a podeast you've
listened to)? (for reflections
captured pre-October 2024
“What did 1 learn?)

2. What did you learn from this
experience? (suggest 180-220
words) (fo reflections
captured pre-October 2024
“What did the learning
experience tell me about
myself?)

3. How does this change the
way you'll work in the future?
(Suggest 180-220 words)

4. What else have you done -
or what willyou do - for this
learning experience to have a
wider positive impact eg, on
others, your organisation, the
profession, soclety)? (Suggest
100-150 words)

Jayne Woodman's Menopause Talk
20/03/2025

Business acumen

Other

N/A

We had Jayne Woodman, a guest speaker who came in to talk to us about Menopause in our University Lecture. It was very informative and well presented. This talk was designed to educate us on menopause at work and how to deal with different types of situations.

From this experience | learnt that, Jayne is a part of Generation X and they were not well educated on this topic. There is over 13 million menopausal women in the UK and women aged 50-64 are the fastest growing workplace demographic. Also, menopause is not a part of the.
protected characteristics and it could lead to a tribunal,if anyone is being treated less fairly because of it It has made me reflect on how common menopause can be in the workplace and how we as employers need to be better educated on it.

This will change the way | work in the future as it will help me to be more understanding and have more empathy for people, as not every symptom is visible. It willallow me to think of reasonable adjustments that we could make in our workplace, that wil benefit our
‘employees. For example, making sure that the temperature in the office is well ventilated for an employee that's going through this. Also, providing managers with the relevant training so that they could approach this conversation with the appropriate tone and knowledge
required.

To have a wider positive impact in my workplace | will ensure that we have a menopause policy in place, and that we can try our best to make reasonable adjustments for our staff who are struggling. We will keep up to date with the relevant legislation and ensure that we build a
culture of care and trust.




