Core Behaviours for People Professionals

Task One – Ethical practice review 
Question 1 (AC1.1) 
[bookmark: _Hlk163662499]Ethical principles are applied in human resource management to ensure that managers maintain and capitalise on important information for everyone involved within a business. CIPD (2022) describes ethical practices as the application of ethical values to organisational behaviour. Ethical principles in HR are guiding values that professionals use in their interactions with employees and managers. Integrity is an ethical principle I consider to be important. This involves ensuring I remain honest and open throughout any process in the workplace. This could be from recruitment, employee appraisals, and employee relations (including disciplinaries). It is important that integrity remains a fundamental ethical principle as it is the foundation to trust. Integrity informs the way in which I work as within my role as a People and Engagement Officer as I am involved in all aspects of employee relations. I believe it is important to be honest and open when giving feedback during the recruitment process so that others can learn and develop from their experience and the same would apply if I were to undertake an appraisal. Without integrity, we would not be able to build a culture of trust, respect and ‘good’ behaviour which overall benefits all parties involved as a whole. 
The CIPD Profession Map, (2018) sets out three professional values: 
· Principles-led;
· Evidence –based; 
· Outcomes-driven. 
Applying these values will contribute to a better decision-making in all aspects of professional practice whether the decisions relate to minor or major matters (Waite et al., 2021, p.70). Within my role, it is important to me that my learning and development continues as I grow into my role. Looking at the professional values, this relates to team working and collaboration and listening as these are two key elements that enhance my skills. It is important to me to use these skills so that I understand employees better and can switch my knowledge up and further better myself to support the team. 
Continuous learning in my role means that I am committed to enhancing my knowledge, skills and capabilities. It also means that through learning, I can become and am learning to become adaptable to suit the business and employees needs as a main line of support. The fundamental purpose of the people profession is to champion better work and working lives. Creating roles, opportunities, organisations and working environments that help get the best out of people, delivering great organisational outcomes. (CIPD, 2023). 
Question 2 (AC1.2)
The first way I, as a people professional would conform to ethics related legislation would be by following the Equality Act 2010. When looking into investigations and disciplinaries in work, I am very careful to follow our company policy and procedures. Acas (2020) set the minimum standard of fairness that workplaces should follow. They are used by employment tribunals when deciding on relevant cases. Our policy ensures that employees are treated fairly throughout the process and that we, as employers are acting in a fair and ethical way and that everyone is treated in the same way and with respect taking into consideration any protected characteristics. The Equality Act 2010 brought together more than 100 separate pieces of legislation and was created to protect individual rights, advance equality and promote a fair society (Waite et al., 2021, p.75). The Act is paramount in the employee lifecycle and provides protection to both the employer and employee. 
Another way in which I conform to ethics related legislation is by ensuring I am compliant with GDPR. The Data Protection Act 2018 is the UK’s implementation of the General Data Protection Regulation (GDPR) GOV.UK, (2018). In our Employee Handbook, we have a robust policy that protects employees to safeguard any personal information. This also includes job candidates. To ensure I conform to the legislation and protected individual rights I would take steps to ensure security on all personal data (including the locking away of specific data) and ensuring certain emails and password protected. By adhering to the data protection laws, I protect the privacy rights of individuals to run the risk of any data breaches. By following our own policies, it is the foundation to being able to conform on a day-to-day basis. 
Question 3 (AC2.1)
[bookmark: _Hlk163662512]When contributing my views and opinions, it is important to do this in a way everyone feels valued. I have always ensured that when doing so, I allow an employee to talk and for them to understand that I am listening. I will always portray my views and opinions in a respectful way and polite tone. I will always consider what other have to say and will always listen when required. I understand that it is important to change my views or opinions if a new perspective is presented, and an idea/opinion is more valid (it is important to be willing to compromise to reach a solution that everyone is happy with.) A way in which I could further enhance my behaviour would be so ensure that when someone is talking to me, I allow them time to speak before contributing. I understand that I can be too keen to help at times and this may feel as though the recipient doesn’t feel heard or that the time has been taken to understand their matters. Example… 
Situation – Weekly walk around 
How was I inclusive & respectful? 
· I ensured that I spoke to everyone from all departments.
· Usually on a walk around, people will feedback their ideas on what can be done with staff engagement and how they feel we are doing as a business. I will ensure that I listen and ask questions to get a better understand of others' views & points. 
· [bookmark: _Hlk163663191]If someone says something that I disagree with, or that I know we are doing behind the scenes that may not look like anything to them, I will push back in a respectful tone and explain my reasoning’s.

Further enhancement
· I could express my views and opinions in a clearer way. At times I will say things that people want to hear, to ensure that they are getting a positive experience. I understand that I should come across clearer and state facts. 
· I could ask the team questions so that I have a better understanding of what they want /need from an engagement perspective and fully validate their suggestions. 

When clarifying problems or issues, I will always do this in a respectful way. I am aware that communication is key in this environment and that I must be open and honest. If I have asked an employee to clarify problems or issues, this is usually for me to help them in a situation. A way I could further enhance my behaviour when clarifying problems or issues would be to not take a biased approach. I need to understand that what I may think is the right thing to do, is perhaps what someone else may not feel comfortable in doing so. 
Situation – Staff Payroll Queries
 How was I inclusive & respectful? 
· I would listen to their issues and offer and help and support where required. 
· I would ensure that the employee felt they had time to sit down with me and go through any pay discrepancies so that we could mutually work this out together. 
· [bookmark: _Hlk163663246]I would be understanding and be open that sometimes on payroll, we can make mistakes and to reassure them that together, we can investigate this situation further.
Further enhancement 
· I could be more forward thinking in the situation. When looking at payslips ahead of issue, if I could see any anomalies that I know someone will pick up on, I could have a plan in place ready to push back on (in line with unpaid sickness, unpaid appointments etc.) 
· I could be more empathic in these circumstances, if someone is struggling with pay, could we offer other solutions? (I.E wage advances to help support them.) 
· [bookmark: _Hlk163663274]To not be afraid to push back, challenge or query discrepancies that I know are correct. Part of my self-assessment is to have more confidence in my own work abilities.
When looking at working effectively and as part of a team, Bruce Tuckman’s model of group development reflects on how groups can move through different stages of teamwork. These stages are commonly known as: Forming, Storming, Norming, Performing and Adjourning. Tuckman’s model explains that as the team develops maturity and ability, relationships establish, and leadership style changes to more collaborative or shared leadership. (West Chester University, 2022). 
Situation – Putting together a staff induction. 
How was I inclusive & respectful?
· I would ensure all managers were free and I allowed enough time in their calendars to meet with the new member of staff. Apprenticing their workload. 
· I would act in a polite way and always give managers the heads up before booking something into their calendars. 
·  I would remain professional and polite throughout an induction, welcoming any feedback and questions the new starters may have. 
Further enhancement 
· Recognise that others could be busy and have other work priorities. 
· Consider timings throughout an induction, not rushing through the important information that is new someone new starting within the company (as it may be second nature to me.) 
· Not allowing push backs from managers. This often happens where managers can become too busy. I understand this but it’s for me to have confidence in my ability to make them aware how important an induction is to new starters. 
Question 4 (AC2.2) 
[bookmark: _Hlk163662442]It is important for a people practice professional to stay up to date with developments in the world of work and people practice because planning and recording all learning should be done all the way through our careers. It is important because the world in HR is constantly evolving, especially employment law so it’s important that knowledge is always kept up to date so that we can provide the best service of HR possible (whilst protecting our employees). It’s also important to stay up to date so that we as employers have a competitive advantage. This means we are able to stay ahead of the game and adopt any innovative approaches because other companies do. This makes us look advantageous to employees seeking employment. If we don’t keep up to date with changes, we could find ourselves not being compliant with the law, poor decision making and being outdated with policies and procedures which then fails us as protecting our employees and also, we may find ourselves struggling to maintain staff due to other employers offering better benefits / treating staff in a fairer way. 
The first method I have found most effective in doing this is by doing my CIPD course. This is currently helping me with all the knowledge and skills I need to stay up to date. I would recommend this course as it gives a foundation knowledge to HR and will support with any understandings behind people practice. It also has already made me feel more confident in my role and having the knowledge to back up my skills is great. Once completed, the course is internationally recognised as the standard for HR professionals. It will demonstrate to any employer that I am able to excel in the field of HR. 
The second method I have found the most effective is by joining CIPD webinars. These are great to keep up to date with (especially employment law). I recently attending a session on flexible working and the upcoming changes. These webinars are important as they are recognised by CIPD and allow me to keep up to date with the laws that are constantly changing. 
Task 2 – Professional Development 
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	[bookmark: _Hlk163662412]Key dates
	What did you do?
	Why?
	What did you learn from this?
	How have/will you use this?
Any further action?

	Example:


14/06/2023
	


Offered myself to hear a disciplinary meeting in the workplace
	


To help enhance my professional development. It was a chance for me to show off my knowledge and accept any challenges I faced. It was a good learning curve, supported by the Head of People.

	


I learnt that it is important to treat everyone in a fair and equal manor. Even when letting people talk and explain their reasonings. I also learnt more in-depth peoples protected characteristics and how important they are in a formal meeting such as a disciplinary hearing. A good example was when a member of staff was off sick with mental health issues and submitted a sick note prior to the disciplinary hearing. It was my duty to undertake welfare checks and ensure that he was happy to proceed so that we did not have to decide in his absence. This benefitted the member of staff as he attended the hearing, provided sufficient evidence and instead of dismissal, we decided against a written warning, meaning the member of staff obtained employment.
	


I will use this as a learning curve and to take considerations more compassionately.


	18.02.2023



	Signed onto Level 3 CIPD
	To enhance my knowledge and to understand further into the world of HR. I also wanted to be recognised by CIPD and for my employer to recognise my skillset. It also helps me learn and understand how to treat all employees. It gives me a better understanding into the employee lifecycle. 
	I am still learning. So far it has been interesting to understand and network with people from other organisations. I was new coming into HR taking on this course, so it has been great to learn whilst I go. The People Practice book also gives me a great insight into HR and to understand the foundations (including employment law.) 
	I will use this in my every working day life. I will hope to help, teach and aspire people in my role. Once completed, I would like to move onto Level 5. 

	

01.03.2024


	Undertook a course on creating working relationships with staff and employees. 
	So that I can connect with all employees on any level. My struggle is self-confidence and I want to enable myself to push my boundaries and to believe in myself.  It was also important as I work with both male and females. I would want the male members of staff to reach out to me if needed and break down the stigma of them ony being comfortable speaking with men. 
	I learnt how to challenge and how to push back if I know something should be done in a certain way in-line with regulations. It helped my approach to my peers. I also learnt how to redirect my behaviour and mannerisms to different members of staff, depending on the issue. I have learnt how to manage and understand situations on an individual basis. 
	I will use this in my everyday life, as well as work. I will use this when speaking to Directors in recruitment meetings and proving myself in any challenges. I have learnt it is important to push back (if needed0 in a polite and professional manner. 
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