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About me 
I am 39 and have lived in Wales, Bristol and London. I went to university in Bristol in 2003- 2006 then after graduating I moved back home to Wales and lived with my parents for 6 months while I saved up money and then decided to go travelling with a friend from university. 
We first went to Thailand, Malaysia, Singapore, Australia, New Zealand and finally North America. I had the most amazing 6 months and learnt about so many different cultures. When I came back from travelling I decided to move to London with a friend I went to school with, we moved to Hammersmith with 2 other friends and had a great time. I moved a few times while living in London and finally in 2013 I bought a flat in Lewisham and loved it. 
In 2015 I moved back to Wales and moved to Cardiff Bay, then I fell pregnant with my son, James in 2016. I started working at UWTSD during Covid and fell pregnant with my daughter, we then had a low key wedding due to Covid, but it was small but lovely and had our photos on our local beach in Porthcawl. In 2021 my daughter, Georgie was born. 
My family is now complete and life is busy with 2 kids, working and studying my CIPD level 7.

HR Background
I have been working in HR for over a decade. I started as an Executive Assistant for a CEO in a mobile company in London and noticed there was no HR department within the organisation, therefore I took it upon myself to put in some basic HR processes. 
It was at this point that I started the CIPD level 5. I did this qualification alongside my full time job and towards the end of the qualification I decided I wanted to focus on HR as a career so took up a temporary role as a HR advisor in an app company. After this role finished I moved back to Wales where I worked at a healthcare company, Great Bear Healthcare as a HR Officer and later became the HR manager. This role was great as it gave my autonomy to implement processes and procedures within the HR Department.
After being at Great Bear Healthcare for nearly 4 years I was ready for a change, my son was 3 I felt I needed to focus on my role as a mum more and take on a role less stressful and with less responsibilities so I took on the role as HR Administrator at the university. I fell pregnant with my daughter during Covid and after my maternity leave I returned back to the university. 
I have recently been promoted to a HR Policy and Compliance Officer which I am really enjoying even if it does come with its challenges.
CIPD Core Behaviours
Core behaviours form part of the CIPD Professional map, it focuses on ethical and evidence-based decision-making.
Core behaviours empowers people to create value for:
People
Society
Organisations
Our profession
(CIPD, 2024)




Gibbs reflective model
Gibbs reflective model is a framework widely used as a tool for reflective writing and personal development (Gibbs, 1988; Hashim, 2023). 
Gibb’s reflective cycle has 6 stages :
Description 
Feelings
Evaluation
Analysis
Conclusion 
Action Plan
Advantages
One of the advantages to Gibbs reflective model is that it offers an in-depth comprehensive analysis which allows for a more structured approach to the process (University of Edinburgh, 2020). It is also helpful in developing critical thinking and problem solving (Hassan, 2023) which is key towards helping with my personal development plan.
Disadvantages 
A potential drawback of Gibbs reflective model is that it lacks depth as it does not take into consideration assumptions and beliefs that you may have about the experience beforehand, also whether a change of assumption or practice will exist (University of Hull, 2024). I will consider this as part of my reflection and ensure that this is built into the personal development plan.
Considering this I will use the Gibbs model, as a model it helps you to learn and plan from things that went well or didn’t go well (University of Edinburgh, 2020).Through this portfolio I will be using Gibbs’ reflective model at each stage. I will start by description the scenario, then the feelings I felt during the scenario. Following this I will evaluate the process looking into what was good and bad. The analysis will be an opportunity to take meaning from what happened and ask why certain things went wrong. The conclusion will then look to summarise the learnings and what could be done different next time (Gibbs, 1988; University of Edinburgh, 2020).
As part of the portfolio I will produce a personal development plan rather than create an action plan for each scenario, which is the 6th step in Gibbs reflective model (Gibbs, 1988).


















Scenario 1 - Making a new policy on shared parental leave policy
Core behaviours – Passion for learning and Professional Courage and Influence
Description 
I recently took on a new role at the university as the HR Policy and Compliance officer. I was contacted by an employee who wanted to get more information on Shared Parental Leave. This type of leave was introduced in December 2014 (Gov.uk, 2014) and offers more flexibility to parents while caring for their new baby (ACAS, 2023). Unfortunately I found that the university didn’t have a published policy, therefore I felt this needed to be created. Based on my passion for learning it meant that I was inquisitive about issues at work and wanted to look into it making improvements, and learning more about the policy (CIPD, 2023b).
In order to determine the content of the policy I used credible resources to source information, including CIPD, ACAS. I also researched and reviewed other universities policies to benchmark against what they were paying as occupational pay on top of statutory pay.
I drafted the policy and presented it to the Head of HR and Director of HR in order to fulfil my passion for learning by seeking feedback, I used the feedback to develop the policy more (CIPD, 2023b). It then was sent to the university council to give the final sign off. 
When the policy was approved there were several other things I had to do. I knew that as part of the process I would need to speak to the HR Systems Analyst, I prepared a document outlining what information would need to be included in the system , including the pay elements. Once I completed this document I used professional courage to speak to HR Systems analyst to ensure the HR and Payroll system was updated with the correct information to ensure shared parental leave occupational pay was set up in the background on the system for the eligible employees (CIPD,2023a). Having occupational pay as well as statutory pay benefits families and makes the university an employer of choice so I felt suggesting this was important (Matthew, 2019). I also created guidance for line managers on the policy with different scenario examples of how shared parental leave can be taken and a detailed FAQ section. I plan to review the policy annual going forward to continue with my passion for learning.
Feelings 
Initially I was nervous to suggest that a policy should be created as I was suggesting it to a more senior member of the team (Yeo, 2021). I used professional courage by speaking to the Head of HR Operations to suggest that I make a policy and asked her what information was needed for the policy to ensure it kept in line with other policies in the university (CIPD, 2023a). It is also quite a complicated policy and so anxious about getting it right (Bragg, 2023). I was also excited in my new role to be writing my first policy from scratch for the organisation and knew the benefits of having a policy in place would be to the university including being an employer of choice (Mattice-Zundel, 2021).
Evaluation
What was good?
I successfully produced a robust shared parental leave policy for the university and demonstrated my professional courage and influence within the university (CIPD,2023a). I had exposure to working with senior management within the university and provided the university with a policy that can be used for employees going forward.
What was bad?
The policy took longer than expected to write as I had to initially understand the complexity of the legislation myself before writing the policy, in order to do this I had to spend longer than expected researching and benchmarking before I wrote the policy (Clifford, 2017). I wanted to ensure the policy was written in a clear way for employees to understand (Dooney, 2017).
Analysis 
According to the CIPD professional courage is challenging decisions and actions, including getting buy-in from stakeholders and speaking up when I know something isn’t right (CIPD, 2023a). On reflection the reason the scenario went well was because I spoke out, I saw that a policy was needed and challenged senior leaders within the organisation on why there wasn’t one in place and confidentiality received the buy-in from stakeholders by producing a thorough robust policy (Richter & Steen,2003; SafetyCulture, 2023) This was achieved because I researched other organisations well beforehand and I felt passionate about implementing the policy (Anderson, 2013). I was given lot of autonomy to draft the policy which made me perform better (Reisinger & Fetterer, 2021).
It didn’t go as well as I would have hoped as the legislation around shared parental leave was difficult to understand (Cranshaw, 2021). I also had to produce it alongside my other tasks within my role and so wasn’t always able to manage my time effectively. Understand how to multitask better would have been beneficial here in ensure all the tasks were delivered in a better timeframe, (Wells, 2023). Going forward I will use a matrix model like Eisenhower’s Urgent Vs Important which helps to looks at a productive way to prioritise at daily tasks (Nevins, 2023).
Conclusion
I learnt the complexity of the shared parental leave and how important research is. This showed me that I needed to be on top of legislation going forward and ensuring there are policies in place in order to be seen as a reputable organisation (Amin, 2023).
The process could have gone better if I had better time management as it would produce better productivity and professional reputation (Mindtools, 2023), by developing my time management skills going forward I believe I will perform better when developing more policies. I could have spoken to more organisations rather than just research their policies on line and get more input from colleagues (Park, Tangirala, Hussain, 2023), as well as attending webinars on shared parental leave. Network with other HR professionals to build knowledge and share resources would have been useful as well (Miller Cole, 2019). 



























Scenario 2 – Implemented a new process for visa compliance 
Core behaviours – Commercial Drive and Insights Focused
Description
I recently took on a new role at the university which includes being responsible for compliance within HR, specifically immigration. When I took on the role I could see that there was work that needed to be done to be compliance, including ensure we have the correct documentation for foreign workers and complying with employment law (Gov.uk, no date). 
The Home Office are currently performing more audits than before, in 2022 alone they conducted over 1000 audits on organisations (HJT Training, 2023). It is therefore only a matter of time before they come to our university. The fines will be increasing to £60,000 in 2024 for employers allowing illegal immigrants to work in their university (Gov.uk, 2023), so it would have a massive financial implication if we’re not compliant, being cost- conscious here demonstrates my commercial drive (CIPD, 2023c) In order to protect the organisation the process of recording and monitoring visa compliance for all UWTSD employees on a visa needs to be reviewed (Andrews, 2019).
To begin the process I met with a lawyer to ask for their recommendations so needed to be insights focus by ensuring I asked the right questions to the lawyers and then used the information from the answers in order to gather the relevant information required to be compliant (CIPD, 2023c). I performed a review of the current processes we have in place and put together list of all the actions required going forward in order to remain compliant.
Feelings 
Initially I was overwhelmed by the amount of work that needed to be undertaken and shocked at the situation that the university was currently in. but I used my commercial drive to persevere (CIPD, 2023c). I felt like there was a lot of pressure on me to ensure the university is compliant when I knew my knowledge wasn’t at the level that I would have liked. In order to overcome this I did a attending lots of webinars and read a lot online.
Evaluation
What was good
I created a new clear process which ensured that the university is now compliant with UK visa legislation (Gov.uk, 2022) and that it is clear what visa each visa holder is on and in particular what restrictions they have in place, eg limited to 20 hours per week for employees on a student visa (Gov.uk, no date). I also ensured that there is a clear record of when the visas are due to expire making it easier to track. 
It was useful having the support from the law firm initially to help with more complex issues and the gain a better understanding of the legislation.
What was bad
I underestimated how much work needed to be done and therefore didn’t initially dedicate enough time to the project. There was a steep learning curve that I need to take to understand the complexity of UKVI legislation.
Analysis 
I believe the reason things went so well was because I felt passionate about wanting to make a better process, I was Insights focused as I asked questions and acquired evidence from our lawyers when I wasn’t sure of the answer as I knew the implications of getting it wrong. Knowing that there will likely be a home office audit soon was a key motivation and I was able to dedicate a lot of my time to the project.
I think another reason that things went so well was because I demonstrated my commercial drive by taking the relevant steps to identify the tasks that needed to be achieved while remaining cost-conscious and still aiming to deliver results to a high standard (CIPD, 2023c). when reviewing the documentation I ensure that I critically assessed and aggregated the evidence to ensure it was legal and trustworthy, especially the right to work documentation that was provided (CIPD, 2023c).
Due to the complexity of some of the legislation and the risk associated with getting it wrong meant at times I had to liaise with the law firm which in turn cost lots of money. As there was so much that needed to get done at times my work was rushed and I potentially made a few mistakes along the way.
Legislation was key in the process so ensuring I keep up to date with any changes in UKVI legislation and by reading case law on this topic to gain a better understanding (Coyle, 2023). 
Conclusion
I learnt a lot of new legislation and now have a deeper understanding of the UKVI requirements and restrictions associated with different visas. I learnt that I work well under pressure and especially on projects when I have a lot of autonomy (Reisinger & Fetterer, 2021).
The process could have been a more positive situation for everyone involved if I had more time and more things were documented initially, also if I didn’t have other tasks to do within my role as well and could have focused on this main task as research has shown you get better results if you focus on one task at a time and work smarter not harder (Krost, 2020).
In order for me to handle the situation better I would have needed more training to increase my skillset, and attend more webinars on visa compliance to gain an ongoing understanding (Satell, Bhaduri & McLess, 2023).




Scenario 3 – Appointing above the minimum for visa applicants 
Core values – Ethical practice and working Inclusively
Description 
I recently took over the role of applying for sponsorships for international employees, as part of the training I was informed that if someone didn’t meet all the necessary criteria to be sponsored that the university would consider offering to pay someone above the minimum of the grade, something that we only tend to do if the person’s skills and experience warrants it. I learnt this when I took on the process and it wasn’t until a few weeks into the process when there was someone who the university was going to sponsor who didn’t meet the threshold. I spoke to my line manager who advised that we offered them above the minimum of the grade. It was at that point that I did some reason into how many other employees who we have sponsored have been appointed above the minimum. I then prepared a document outlining this and benchmarking them against the other employees at the university in a similar role, some who had been at the university for longer to present to my manager and challenged them . I explained that didn’t seem fair to everyone involved and seemed unethical (CIPD, 2023d).
I wanted to change the process to make it more fair and to only appoint someone above the minimum of the grade if their qualifications, skills and experience warranted it. My Line manager allowed me to review the process and now we only offer employees more than the minimum salary based on qualifications and skills and experience.
Feelings 
I felt confused and surprised that this was a process the university followed as I thought the university would be more ethical in the way it acted as it has an Ethics and Integrity Code of Practice to uphold (UWTSD, 2022). I felt nervous questioning the process to my manager but felt in order to be respectful to others and be a university that works inclusively (CIPD, 2023e) I felt it need to be raised. At the end of the process I felt like I’d really accomplished something and felt proud of myself that I’d achieved a more ethical process. 
During the process I was thinking strategically and encompassing the UWTSD core values, one of which is to be inclusive (UWTSD, 2023), and doing so in a way that was protecting the university from unfair treatment of employees and remaining inclusive (CIPD, 2023e).
Evaluation
What was good?
It was good that I implement a process that ensured a more ethical approach in recruiting of international employees (CIPD, 2023d). The process has given me confidence to raise concerns going forward. I felt this was more ethical and would be more compliant and legal, and offer less risk to the university (Kaplan & Mikes, 2012). We were already trying to recruit a more diverse workforce and this will ensure that we do this by working inclusively (CIPD, 2023e) in a fair and more ethical way (CIPD, 2023d).
What was Bad? 
I was new to the role and so it was tough challenging my line manager, potentially on a process that I didn’t completely understand fully so I needed to ensure I was constructive, used inclusive language and I backed it up with evidence (Forbes, 2021). The other thing that is bad and potentially unethical is that there are still people employed who were appointed above the minimum before this process was implemented who are potentially being paid more than a colleague at the same level doing the same, so the process is still not completely fair (CIPD, 2023d). 
Analysis 
I think the process went so well because I took the initiative to challenge something that needed to be addressed. Also I think because the outcome is something that is more ethical it means that it should have been changed before. Research has shown that by being more ethical it will be beneficial to organisations (Bartlett & Preston, 2000). Even though it could be seen as potentially impacting on the amount of international employees that work for us, it is actually promoting the university as a more ethical employer and encouraging a more diverse workforce which is beneficial to the university to be seen as an employee of choice (Guerrero et al, 2020). ensuring the university works inclusively is also beneficial to universities as it helps attract more talent and diverse teams are more innovative (CIPD, 2023e).
Conclusion 
I have learnt that my opinion and judgment is respected more than I thought by my line manager and senior management which is important (Rogers, 2018), I have also learnt that I shouldn’t be afraid to question something that I don’t think its right or ethical (Tchividjian, 2018).
It could have been a more positive situation for everyone involved if this process had been implemented before . Following on from this it has taught me that both myself and my HR colleagues need to be considerate into the implications our decisions have on employees both ethically and working inclusively (CIPD, 2019).







Scenario 4 – Creating a Standard Operation Procedure (SOP) for the sickness process 
Core values – Valuing people and Situational decision making
Description 
One of my colleagues called me to say that they felt overwhelmed with the amount of work they had to do before going on annual. We are part of a team and in order to demonstrate valuing people and consider her well-being (CIPD, 2023f) I considered how I could help her. I assessed the situation by asking her what work she had to do, based on this I considered what work I could help her with, I evaluate the work and made the decision that in order to help her it would be beneficial to take a large task from her while she finished off the smaller tasks (CIPD, 2023g). This was to input sickness into employees sickness into the HR system in time for payroll, a process I had not done before.
I demonstrated my ability at valuing people by listening to her when she described the process and made lots of notes to refer to (CIPD, 2023f). Once I had completed the task I decided to write a Standard operating procedure (SOP) for the process which I asked for my colleague to check when she returned from leave to ensure it was clear as she was more familiar with the process than me, by doing this I demonstrated my ability to value people (CIPD, 2023f).
Feelings 
I was feeling concerned when I initially started the process of inputting the sickness as I was very new to the process and had only received brief training. My colleague was potentially feeling relieved that I was helping her but potentially concerned as well that because I was new to the process that I might make mistakes. It was during the process that I realised that having a SOP for the process would be beneficial (Edy & Gamlen, 2007). After I had inputted the sicknesses and written the process I felt relieved and that I had produced a beneficial document for the team to use going forward. I think the team will feel pleased to have this SOP in place and find it beneficial to them (Blackmore, 2007).
Evaluation
What was good?
The situation gave me the opportunity to develop myself and to learn a process that I wasn’t familiar with while at the same time supporting a member of the team (CIPD, 2023f). It was good that it gave me the opportunity to use my initiative as well to develop an SOP that ordinarily I wouldn’t have as it isn’t a process that I usually dealt with. By stepping outside my comfort zone it allowed me to enhance my knowledge and experience while benefiting the team at the same time (Jackson, 2015). It was good that I was able to pick up the process quickly and there were no reported errors when payroll was run at the end of the month.
What was Bad? 
It took me longer than I wanted to enter the first few sicknesses as I was getting used to the process. Although my colleague gave me a brief overview of how to do the process I feel that if she had written the process down for me it would have been easier to pick up rather than relying on my hand written notes (Omotayo, 2015).
Analysis
Things went well initially because I considered the impact on the team (Kanawattanachai & Yoo, 2007) and valued my colleague by supporting her (CIPD, 2023f; CIPD, 2023g). I demonstrated my situational decision making by offering to help and assessed all the evidence available in the situation (CIPD, 2023g). I compared the option of doing the SOP with the risk to the business as there wasn’t one currently in place (Edy & Gamlen, 2007). I evaluated outcomes, by making the decision to write the SOP, this lead to a documented process in place. In order to continue to demonstrate my situational decision making I will respond to changes in the environment that may affect the process (CIPD, 2023g). 
The process also went well because I took the decision to help with a process to create a better outcome for the team (CIPD, 2023f ). Creating the SOP took longer than I thought I had to learn a process at the same time as writing so potentially I should have suggested that my colleague wrote the SOP as she wouldn’t have been able to do it quicker as she would be more familiar with the process. Potentially involving my colleagues manager in the process so she understood my colleagues workload at the time as well could have been helpful.
Conclusion 
I learnt that I am able to pick up processes a lot quicker than I originally realised. The process could have been more positive however if my colleague had spoken to her manager and explained her workload at the time as well could have been helpful (Mowbray & Wilkinson, 2022).
In order to develop a situation like this better in the future I need to ensure I listen more (Kluder & Itzchakov, 2022), as well as realising that I need to have the confidence to speak up to explain that process needed to be documented. It wasn’t necessarily part of my role to make the SOP but I took it as my responsibility to create it (Edmonson, 2018).








Personal Development Plan 
	What do I need/want to learn
	What will I do to achieve this?
	What resources will I need?
	What will my success criteria be?
	Target dates for completion


	Learn how to write beneficial robust HR polices 
	Attend an online course on policy writing (CPD, 2020)
	Resources provided by the training provider along with the time off needed to attend the course
	Complete the course.
What information I have learnt that I can use in future policies.
Seeing the difference in the policies a write 
	June 2024

	Understand the theory behind time management  and learn better ways to manage my time effectively
	Attend an online course (High speed training,2023)
	Resources provided by the training provider along with the time of the course and time during work to needed to attend the course (2 hours)
	Complete the course.
What information I have learnt that I can use in order to manage m time more effectively.
How I feel when using the techniques learnt in the course and then time it takes me to complete tasks.

	July 2024

	Keep up to date with legislation and employment law changes 
	Add the dates of  the CIPD timetable of employment law changes in the UK to my calendar (CIPD, 2024). 
Put a calendar reminder in to check gov. uk (Gov. uk, 2024) for any updates to legislation and Xpert HR (XpertHR, 2024)
	Visit the website and the time to input the dates into my calendar (30 minutes - 1 hour)
	When the dates are in the calendar that I then act upon anything that needs to be changed in the universities policies and procedures as a result of the  changes 
	June 2024

	Be more confident approaching senior management with suggestions for improvements to processes
	Attend a course on how to build confidence (Think confidence, 2024)
	Attend a face to face course with the training provider (1 day and £240 for the course)
	How I feel in situations when I need to approach senior management, and whether the message I want to relay comes across in the right way and any action comes from my suggestions
	October 2024

	Understand benefits and implications of working inclusively 
	Research journals, CIPD and speak to the ED&I HR Business Partner in the university
	Time to research (1 hour per week for 2 months) and speak to the ED&I HR Business partner (1 hour)
	Understanding the benefits of working inclusively and using this knowledge in my daily work and policies
	December 2024

	Understand the procedure for more of the processes in the HR team and work with the people responsible for these processes  
to create SOPs for each process 
	Schedule meets with the members of the HR admin team to discuss the processes 
	Time with the HR admin team ( 1 hour for each SOP – roughly 10 hours in total. Then time to write the SOPs myself roughly 1 hour for each again .
	A comprehensive group of SOPs for each HR admin based process
	January 2025



