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AC 1.1

An example of an ethical principle would be equality. Equality is ensuring that people with certain protected characteristics are not discriminated against because of those characteristics. This would include for example ensuring that recruitment and promotion processes and other opportunities at work are equally available to all. Equality can be beneficial to businesses such as Dunbia by promoting a diverse workforce with a range of skills, experience and ideas which helps to keep the business efficient and innovative as well as reflecting wider society.

An example of a professional value would be inclusivity. “An inclusive workplace means everyone feels valued at work” ACAS (2024). At Dunbia this is an important value as have we 31 different nationalities working together and need to ensure everyone can work together. We provide translated documents for some policies and procedure as well as training. This ensures staff have the same level of understanding and nobody is left out. This also helps ensure that Dunbia can attracted and retain workers with a range of skills from a variety of backgrounds. 



AC 1.2

Many aspects of people management are governed or influenced by legislation. One important piece of legislation which people professionals need to be aware of is the Equalities Act 2010 which provided protection for persons with certain characteristics which are listed below:

· age
· gender reassignment
· being married or in a civil partnership
· being pregnant or on maternity leave
· disability
· race including colour, nationality, ethnic or national origin
· religion or belief
· sex
· sexual orientation

People professionals can conform to the Equality Act 2010 by ensuring recruitment processes are compliant and support equality and diversity in the workplace. At Dunbia we utilise application forms do not ask questions regarding the above information which may influence the recruiter’s decision. I discuss interview arrangements with applicants before they attend to ensure that they can access the interview in person or online with support if needed. We ensure that that the assessments supports people with neurodiversity to provide fairness and inclusivity.

I support employees with assessments and implementation of reasonable adjustments at work based on the recommendations of occupational health professionals. This includes employees with illness and/or disability I also support employees who are pregnant prior to leaving on maternity leave by ensuring that arrangements are in place for leave and that adjustments are made to work if needed. I also support in arranging keep in touch days to support employees in feeling included and up-to-date with any changes at work whilst on maternity leave and support in returning to the workplace.





AC 2.1

A) I took part in a team meeting where options for improving recruitment and retention was discussed. One of the options to consider was extending options to work part time and changes in shift patterns to make some of the roles more attractive to a more diverse range of applicants. I shared my views regarding the potential benefits of extending part time working which included the roles being more attractive to those with caring responsibilities and disabilities. I shared my views honestly whilst listening respectfully to other points of view. I also challenged views which did not promote equality in a respectful manner when needed. I needed to consider the diverse range of languages in the group. The meeting dealt with a range of issues including how changes could be implemented in practice, but we did find a good range of solutions to implement the changes to improve access to roles by potential applicants and retain colleagues when life circumstances change. One way in which this behaviour could be enhanced is to improve my skills in other languages and enhance my knowledge of how to maximise the communication efficacy with neurodiverse colleagues by completing additional course inside and outside of work.


B) I recall having to conduct training with a new colleague who was neurodiverse. My colleague was having difficulty in learning and following some of the tasks allocated following training by using the how to guides provided for colleagues to refer back to. I spoke with the colleague to understand the issue and the colleague explained that it was difficult to remember and process the information as provided in the guides and that they learn more effectively in a visual way and by doing tasks. We created a visual flow chart with screenshots to use alongside the guides and my colleague found this method of learning far easier and has excelled at performing those tasks since. One thing I would change in the future is to speak to colleagues about how they learn best prior to commencing training and tailor the style of training to suit their needs.


C) I work as part of a diverse team with colleagues from many different nationalities. We once worked on a task to prepare for audit and had recently had some changes within the team which included a higher than usual number of newer colleagues. We had to utilise the experience of longer serving colleagues alongside the multilingual skills of other colleagues to ensure that we could work as effectively as possible on the audit work whilst completing day to day tasks. We paired up on some tasks to help new colleagues learn about the tasks to be completed. The way we worked also ensured that everyone felt included and part of the new team we were building together. I found that working in small groups and pairs not only supported each other in learning and completing tasks but also helped to learn and understand more about each other and different backgrounds, skills and cultures which was very beneficial. In the future I would like to incorporate that type of learning and working more formally as part of new colleague training which would support the integration and teamworking for the variety of persons and roles within the team. As Belbin’s theory suggests, it is important to have an optimal balance of roles within the team to perform most effectively. I would also like to complete some of the basic language courses available in order to enhance my ability to support colleagues with other languages.


AC 2.2

It is important for people professionals to stay up-to-date with developments in the world of work and people practice due to the rapidly changing employment market, increasing diversity of the workforce, changing ways of working and technological changes, all of which can impact on the workplace and the role of people professionals. It is also important for people professionals to keep up-to-date with changes in legislation as well as understanding differences in legislation in different regions. For example, the new workplace recycling requirements in Wales and how this will need to be reflected in company policies and employee behaviours. Failing to keep up-to-date with developments could potentially lead to incorrect advice being given to management and employees and incorrect or out-of-date policies and procedures being followed. This in turn could lead to unnecessary disputes between employees and the business, poor morale, confusion, potential prosecution or civil action. 

I have found ACAS online training sources to be a useful resource for learning. I have also found signing up to alerts from Welsh Government, ACAS and other sources useful for getting notifications about potential or actual changes in legislation and practice which I can follow up on and notify management as required. 

















Task Two
My CPD Reflections Log

	Record Name: Yellow Belt Lean Training
Date: 17/11/2023
Profession Map
Learning and development Area:
Type of Learning
Something I'm doing/I've done at work Experience:
Supporting
N/A
material:
If you have a web page you'd like to reference, add the URL below (to open the link, right click and choose open in a new tab).
1.  What did I learn?
I learned how to be more efficient in my role on a daily basis by using the six sigma method. It helped me learn how evaluate daily tasks and how to make changes to manage my time.
1. What did the learning experience tell me about myself?
The course taught me how to evaluate my time more and how small changes in my working environment can help me be more productive. By making my work station less chaotic, I feel better in myself and work at a less stressful pace.
1. How does this learning experience impact my professional practice and the way I'll approach situations in the future?
I feel the course was a great benefit to my work as I have a better analytical thought process. I learned to stop, take a moment to process my surroundings and find a solution to everyday problems. I use this approach with more complicated situations. It is best to not rush into things and potentially double you work having to undo something that just needed an extra moment of thought. The course has made me more reflective and questioning of processes and to look for solutions to problems and different ways of working. I have used this to not only improve my own work but improve working within the team.
	I have advised my colleagues of the benefits of the course and they are looking into doing the course themselves. Once everyone has undergone the training, we feel we will work better as a team and the HR office will be more streamlined with certain processes.

As a team we have weekly reports on Excel documents which each area of the department filled in on separate documents and collated into one prior to submission to senior management. Reflecting on different and more efficient ways of working learned through yellow belt I suggested that a single shared Excel document could be used and accessed online and filled in by each department to reduce the time spent on the task and work more efficiently. Theis new way of working has greatly simplified and improved the completion of this task and freed up time to utilise on other tasks.


4. What do I need to do next for this learning experience to have a wider positive impact (eg on others, my organisation, the sector, the profession, society)?



	


	Record Name: Maternity Leave Changes
Date: 08/02/2024
Profession Map
Resourcing Area:
Type of Learning
Read an article/blog/book etc Experience:
Supporting
N/A
material:

	If you have a web page you'd like to reference, add the URL below (to open the link, right click and choose open in a new tab).
Maternity leave and pay | CIPD HR-inform
1. What did I learn?
I learned the new Maternity Pay Rates from April 2024.
1. What did the learning experience tell me about myself?
The experience taught me to keep up to date with changes to the law / regulations so I can ensure the information is filtered down to employees and managers.
1. How does this learning experience impact my professional practice and the way I'll approach situations in the future?
I have learned the new information so I can ensure all Maternity Leave information is updated on our records to ensure any employees taking Maternity Leave will be paid correctly. Learning about these changes to Maternity Pay has also made me appreciate the importance in practice of keeping up-to-date with changes relevant to people professionals and the wider business. I have since looked for upcoming changes to legislation and practice and signed up for alerts from different organisations as a result.
4. What do I need to do next for this learning experience to have a wider positive impact (eg on others, my organisation, the sector, the profession, society)?
I have updated all relevant documents with the updated pay rates to ensure that my colleagues within the team, managers and colleagues taking Maternity Leave have the correct information and this should reduce the risk of errors in calculating and paying Maternity Pay. This in turn should also reduce the risk of stress for pregnant colleagues and those on maternity leave caused by errors with payments.



	

	Record Name: ACAS
Date: 12/03/2024
Profession Map
Learning and development Area:
Type of Learning
Something I'm doing/I've done at work Experience:
Supporting
N/A
material:

	If you have a web page you'd like to reference, add the URL below (to open the link, right click and choose open in a new tab).
Home | Home (acas.org.uk)
1. What did I learn?
I have learned new changes in legislation that came in to effect in April 2024.
1. What did the learning experience tell me about myself?
By completing the courses I learned how hard it is to keep on top of all the rules and regulations we have to follow as a HR professional.
1. How does this learning experience impact my professional practice and the way I'll approach situations in the future?
By completing the free courses I have added to my knowledge that will help in my day to day work. I am better informed on subjects that help me better advise employees and managers. It has also given me an appreciation of the knowledge areas which are important to stay up-to-date with and how continuous learning will be beneficial to me throughout my career. It has made me more confident in looking for new courses and other sources of knowledge to improve my understanding and the courses themselves were excellent starting points for further learning.
1. What do I need to do next for this learning experience to have a wider positive impact (eg on others, my organisation, the sector, the profession, society)?
As a team we are learning all the time and by sharing the new information we are learning together and support each other. I have enjoyed sharing the knowledge gained through completing the courses and have recommended them to my colleagues. The courses have now been listed by my manager as part of the training resources available to colleagues as part of their further learning and training. I feel that the awareness and accessibility of the courses to the team has been helpful in learning and also as points of discussion in the workplace.












References:

AC 1.1

UK Government (2013). Government Equalities Office and Equality and Human Rights Commission.
Available at: https://www.gov.uk/guidance/equality-act-2010-guidance (Accessed: 06 April 2024).

ACAS (2024). Equality, diversity and inclusion. Available at: https://www.acas.org.uk/improving-equality-diversity-and-inclusion (Accessed: 06 April 2024).


AC 1.2

UK Government (2013). Government Equalities Office and Equality and Human Rights Commission.
Available at: https://www.gov.uk/guidance/equality-act-2010-guidance (Accessed: 06 April 2024).


AC 2.1

Belbin (2024) Why Use Belbin Team Roles?. Available at: https://www.belbin.com/resources/articles-directory/team-roles-and-culture. (Accessed on 10 April 2024)


AC 2.2

Welsh Government (2024). Workplace recycling is changing. Available at: https://www.gov.wales/workplace-recycling. (Accessed on: 07 April 2024)

University of Minnesota (2023) Human Resource Generalist Certificate. Available at: https://ccaps.umn.edu/story/why-continuous-learning-matters-your-human-resources-career. (Accessed on: 08 April 2024)

Wite, K., Beevers, K., Small, N., Tomlinson, K., Hussain, S., (2021) ‘People Practice A Complete Guide’, London: Kogan Page. p 89
