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Hi, I'm Amy. I am a 25 year old from South Wales. 🏴󠁧󠁢󠁷󠁬󠁳󠁿
I currently work in HR as a HR Officer for a food manufacturer after completing my Human Resource Management degree in 2020. 🎓
I have been working in HR in some capacity for around 6 years and am looking to progress in my career. I am currently studying to achieve me CIPD Level 7 to help me do so. 📚
Gibbs Reflective Model
As part of this reflective portfolio, I have used Gibbs' Model of reflection to demonstrate I have used the core behaviours from the CIPD. 
The eight core behaviours are:
· Ethical Practice. 
· Professional Courage and Influence.  
· Valuing People.
· Working Inclusively.
· Passion for Learning.
·  Insights Focused.
· Situational Decision-making.
· Commercial Drive.
What Happened?
Conducting a staff forum for employees to express their concerns and opinions on their role and the business, encourages voice and well-being (CIPD D, 2022). Last month I conducted a staff forum for the employees, obtaining representatives from each shift to feedback thoughts and issues employees are facing. This will allow the business to delve deeper into these issues and attempt to improve them for employee engagement as well as encouraging inclusivity with workplace decisions (ACAS, 2022). This included staff from the production team, warehouse team, offices as well as a number of the management team.
How did I Feel?
As this was the first staff forum of the year, I was conscious that there may be a low turnout of staff and had the worry that they may not contribute to the meeting, listening only to the presentation that was given. I also felt nervous that the staff may have a negative attitude towards the meeting as they are unaware of what to expect and what would be the outcome of the meeting. As this was one of the first staff forums, I was aware that the employees attending the forum would likely demonstrate a lack of trust in the business. However, as member of the HR department, that has a regular shop floor presence, I went into the forum feeling positive that I could engage with the employees so I could understand their needs and potential ways in which I could improve their workplace experience, changing their mindset (CIPD, 2022). 
What was Good and Bad?
Reflecting on the forum, I feel that it was engaging, with the topics of discussion sparking a number of conversations regarding improvements within the factory that would make staff feel more engaged and have a better working environment. During these discussions, I was reassuring staff and encouraging them to be completely honest during the forum as this is an environment where the business can look at addressing issues within the factory. Staff were then open and honest about problems they would like resolving within the business. This can help build the relationship between employer and employee as improvements based on these suggestions can encourage employees to trust and have confidence in the business (ACAS, 2022). However, not all of the representatives from the business attended the meeting, meaning we could have missed out on some key insights to how other departments feel about the given topics.
Even though there was a positive turnout from the employees, there were only a small number who wanted to contribute ideas and thoughts to the forum. As they are representatives for their shifts, any information shared is on behalf of all employees within the factory. Naturally, the more contributions to the forum we get, the more beneficial it will become.
How can Theory Relate?
Within the situation where employees are raising problems to you, it is important to categorise those problems in the correct way before providing them with an answer (Snowden & Boone, 2007). Many of the problems raised would not be categorised into the simple contexts as per the Cynefin Framework. “The Cynefin Framework is a model that helps to identify and implement appropriate procedures in different situations” (Stuart, 2020, p.25). There are four categories that problems can be divided into, Simple, complicated, complex and chaotic and each have different solutions (Snowden & Boone, 2007) 
As I am a HR professional and do not work within the production environment, a number of the problems raised would fall within the complicated contexts of the framework meaning I would need to obtain advice and feedback from management within the production team in order to respond correctly to the employees. This left me feeling uneasy and nervous as I was not able to give the employees a straight answer to some of their questions and problems. However, it was important to reassure the employees I would take their feedback and obtain answers from the relevant managers ahead of the next forum. This would hopefully give them trust in me that I will act on their feedback. 
On the next forum, I think it would be beneficial to have the Operations manager there as he is an expert in that field. This means that he would be able to give more detailed feedback on some of the issues that were raised than a HR professional that does not work within the production environment. Lee et al., (2010) suggests that involving a number of stakeholders in meetings can result in improved organisational performance by encouraging trust amongst stakeholders such as the employees at the forum. 
Conclusion
The staff forum enables me to create a ‘sense of team spirit and purpose’ within the group and allow them to have a voice when discussing their wellbeing (CIPD A, 2022). I was able to encourage that issues raised at the forum will be taken into consideration and feedback will be given at the next forum. This will give the employees the confidence and trust in me that the business will implement change based on their feedback (Edwards & Peccei, 2010).
What Would I do Different Next Time?
By conducting this staff forum, I have learnt it is important to give employees the opportunity in an open room with their colleagues and the management team to discuss their frustrations within the business. Without this forum, the issues may not have been brought to the attention of the HR and management team and therefore not creating value (CIPD, 2022). While being in this meeting, it allowed me to focus on what the issues were and link them to how they impact overall business performance as a HR professional (CIPD, 2022). 
Based on the fact that not all employees contributed to the meeting, it may have been an idea to ask each shift representatives separately if there was anything they wanted to discuss as opposed to the whole room, give the option to email me privately or even offer a drop in session in my office provided they wanted to discuss anything further. Furthermore, the operations manager was not at the meeting but it would have been very beneficial for me as a HR professional to obtain his feedback on a number of the points raised as well as the employees from production. This is something that can be introduced at the next staff forum.
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What Happened?
I have had to make effective and pragmatic decisions based on a situation where an employee was brought to the office after making some distressing comments. By using situational decision making I had to adapt to the situation that was in front of me, thinking on the spot and avoiding an approach that is used across a number of situations (CIPD B, 2022). They were refusing to continue carrying out their role and seemed very distressed and upset. Without upsetting the employee further, I tried to ask the right questions so I could gain full understanding, explore issues and gain an insight into what they were going through and what it is that had caused this distress before making any decisions as to what I was going to do next (CIPD C, 2022).
It was important to do this as there was the potential the employee would lose engagement with me and get more upset if I had asked what they deemed as a poor question. The questions asked included, “why don’t you want to continue your role?”, “What is causing you to feel this way?” to name a few. While using a lessened tone to ask the employee those questions, it enabled me to be reassuring and create the feeling of a safe environment so the employee would open up and explain more about the way they were feeling (Riggio, 2013). At the end of the situation, I was able to call the employee’s family member and they left site safely. 
How Did I Feel?
At this time, I was feeling very stressed as I did not want to say the wrong thing or ask a question that may cause the employee to become even more distressed. I did not know the employee well and people react in different ways during times of stress (Zeidner, 2021). I was also feeling worried for the employee and wanted to show them that I was only there to help them as opposed to disciplining them for refusing to carry out their role. I knew I needed to sound calm to the employee so they would feel a reassurance and want to relay information to me. Throughout this, I was trying to plan ahead, thinking of the next steps as I was on my own in the department and knew the employee was unlikely to go back to work that day based on situational judgement.  
What was Good and Bad?
I managed to remain calm and reassure the employee that whatever they told me was confidential and that I could help them throughout the meeting. I was trying to create a safe environment for the employee in order for them to open up to me. If the employee was communicating with me, it meant I could attempt to resolve the issue quicker. However, the employee had very little engagement with me and remained very quiet throughout the interaction. I was also the only one in the department meaning I could not ask colleagues for support which made this situation more complicated. 
One positive aspect was that any questions asked to the employee did not seem to trigger any more distress, meaning that I was potentially gaining a small level of trust and making the employee feel at ease. It was important to help the employee relax and ensure I was listening well to what they were saying in an attempt to resolve the issue (Mind, 2022). Once the employee was more relaxed, I was able to convince the employee to allow me to contact a member of their family to collect them from site. This ensured their safety and the safety of my other employees in the factory. 
How can Theory Relate?
The Johari Window Model represents ‘personal information, feelings, motivation and whether information is known or unknown to oneself or others’ (Communication Theory, 2023). This can help explain the situation as the distress the employee was feeling was part of the hidden area aspect of the window model as this represents information that the individual knows about themselves but is hesitant to release. This of course made it difficult  for me to help as they would not release the information (Baker, 2011). By studying the model I can see that the employee may also venture into the unknown areas of the model along with the hidden areas. This means that their thoughts, feelings or information may be unknown to them as well as it was unknown to me. Encouraging communication can be a helpful way of reducing the unknown area as the issues will become more clear for both parties (Communication Theory, 2023)
Conclusion
On reflection of the situation, I could have called another member of the management team to support me. However, it could have been possible that having another member of management there may have caused the employee more distress. In hindsight, I could have asked the employee if they wanted one of their colleagues with them to support them or asked if they would rather speak with someone else rather than myself. 
What Would I do Different Next Time?
If this situation was to happen again, I would take the employee to a more private office as the HR office can be relatively busy with employees in and out with queries. As mentioned above, I would ask the employee if they would like a colleague to be with them or if they would rather it be a 1 on 1 conversation. This may have made the employee feel more at ease when in discussion with myself. I need to have more confidence in my abilities as I dealt this this in the correct way, however felt very uncomfortable and nervous I was wrong. 
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What Happened?
I have had to build trust by role modelling ethical behaviours, applying principles and values within decision making during an issue where a member of staff was using language that isn’t acceptable within the workplace. I was called down to the factory floor to discuss a member of staff’s language and behaviour around their colleagues as it was deemed inappropriate and unacceptable. I identified the best way to approach the staff member was to be calm and honest with them regarding their behaviour, making clear the impact they were having on their colleagues and highlighting the importance of maintaining an inclusive and respectful environment at work. This was done by taking the employee into the office on the production floor as it was more private. I also had to explain that their language and behaviour did not fall under the business’ values. This was important to explain to the employee so they could understand their decision to act in this way could have been having a significant impact on their colleagues (CIPD E, 2022).  Ensuring good communication skills with the employee meant I was able to influence them so they make better decisions in the future regarding the way they behave (CIPD, 2023).
How Did I Feel?
After outlining the rules and explaining I needed this behaviour to change, the employee started to get angry explaining all they had done was swearing around colleagues which wasn’t that bad. I remained calm and again explained the importance of maintaining an inclusive and respectful working environment for employees. It was important I remained calm during this as it avoided further conflict, as well as demonstrating a good example of how to handle situations against opposition (MindTools, 2022). I listened to the responses the employee had and ensured they understood the reasons they were being spoken with before allowing them to return to work. 
After taking the call to go and speak with the employee, I felt very anxious as I was not given full context as to how the individual was behaving. This would have been helpful to me as I could have prepared myself for the situation and how I was going to apply principles and defuse the situation. I also felt very rushed to speak with the employee to ensure they did not disrupt and offend their colleagues further. I thought the employee would be relatively irate, shouting and swearing at the team leaders on the shop floor and assumed that when I spoke with the individual that they would be the same. This thought also made me nervous as I was put in the situation where I had to deal with this alone and was unsure whether I would know how to effectively deal with this behaviour. 
What Was Good and Bad?
Calling the employee into the office within the factory was good as I could get them away from their colleagues and team leader to speak with them alone, however there are a number of windows in the office where other employees could see the meeting taking place. This may have enabled the employee to become distracted while engaging with me, with the potential of them using the language they were previously and behaving unacceptably. Taking the meeting outside of the factory may have helped the employee feel more at ease while speaking with HR. The employee’s behaviour and language caused other employees to feel demotivated which would have lowered their productivity levels that shift (Kimball & Nink, 2006).
How Can Theory Relate?
The Thomas & Kilmann model (2008, P.2) “assesses an individual’s behaviour in conflict situations”. The model describes the five ways in which to handle conflict. They are Competing, Collaborating, Compromising, Avoiding and Accommodating (Thomas & Kilman, 2008). The model argues that during a situation where quick decision making is needed or where action such a discipline may arise, competing is the better course of action for dealing with conflict. Where the employee was behaving unacceptably around colleagues and using poor language, I agree that the model’s competing category is more suited. 
During this situation, I could approached it in a more avoiding way. This would have meant either getting another member of staff to diffuse the situation as opposed to me as they resolve more effectively, or I could have left the employee cool down to reduce the pressure of the situation (McGrath & Bates, 2017). However, I believe reacting in a more avoiding way during the situation would create the wrong impression for the other employees, meaning they may potentially feel it is acceptable to react like this in future as it is not dealt with effectively. Based on this, I believe I acted in the correct way and gave off the right impression to other employees within the business. 
Conclusion
From this scenario arising, I have learnt it is vital to stay calm and listen to the employee’s concerns first before pulling them up on their behaviour straight away. This allows them to calm down while discussing their issues before having a discussion around their unacceptable language and behaviour. In order to be able to deal with this better, I would need to have more confidence in my abilities in the way I deal with situations like this one as well as more training on how to deal with conflicts. I was feeling nervous and apprehensive about how to deal with it, feeling I was not dealing with the situation in the correct way. 
What Would I Do Different Next Time?
If this situation was to happen again, I would take the employee to an office outside the factory environment so it was more private and the employee felt more relaxed. I would also ask someone to be with me as a witness just as a precaution in case the meeting got heated and I needed some help with dealing with the employee. 
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What Happened?
I have had to collaborate across boundaries effectively and inclusively to achieve positive outcomes where an employee raised a grievance regarding the way they were being treated by their manager. After conducting an investigation into the matter, it was found there was a gap in one of the policies relating to the grievance. Based on this, I had to demonstrate curiosity and make the most of the opportunities to learn, improve and innovate by re-looking at the policy and discover a way to improve and update it to ensure that if a grievance was raised similar to this again, there would be no gaps. 
I had to work collaboratively across departments to ensure the new policy was delivered to the managers and support them where needed taking into consideration their thoughts on the policies (CIPD A, 2023).This was done by creating a presentation on what was different about the policy and their roles and responsibilities as managers in caring for their staff. This was then delivered by myself to the managers and supervisors of the business.
How Did I Feel?
Upon discovery of the potential gap in the policy, I felt positive that there was an easy solution and discussed with other colleagues within the department to ensure this was resolved as soon as possible. Discussing with other colleagues also made me feel more relaxed about the situation (Halbesleben & Buckley, 2004). With regards to the presenting of the update, I was feeling very nervous as I am very fearful of presenting due to past experiences (Bodie et al., 2007). I do not have a lot of confidence when it comes to presenting to a number of people, with it being very prominent when in the situation. 
What Was Good & Bad?
The discovery of the gap meant we could improve the policy further with the idea of delving deeper into the other policies within this topic to ensure they are all aligned, having a positive impact on the business (Indeed Editorial Team, 2022). However, in doing so it was time consuming for the department as this was now made the priority over other tasks. The delivery of the presentation to the managers could have been better as I was very uncomfortable and nervous throughout which may have made it more difficult to digest the information I was giving. With the line managers being the people who are leading these policies, it is vital that they understand the changes for future events. 
How Can Theory Relate?
The Cognitive Load theory argues that training material should minimise cognitive load and aim to maximise the engagement and attention of its audience (Sweller, 1988). Based on the importance of the information the line managers are learning, it is vital they understood the information being conveyed in the presentation. It is vital not to overload your audience with a number of different visuals as it can add to the ‘cognitive load’ (Mindtools A, 2022). With relation to the grievance and to comply with cognitive load theory, breaking the information down into sections helps your audience retain the information and will be able to use it in future scenarios (Mindtools A, 2022).
Conclusion
During this, there were opportunities to save time. I could have looked for external support with dealing with the policies as opposed to trying to book in a meeting with my line manager when they were free. As the business has more than one site, it is more difficult to find a time where both the line manager and myself are on the same site and available for a meeting. I also could have presented the new update to a smaller number of managers, it would have meant doing more than one presentation, however the delivery may have been smoother and made me feel more confident (Barnier & Sutton, 2008).
What Would I do Different Next Time?
This type of scenario should not occur again for the business. As a result of this scenario occurring, the department made it priority to review and update the policies and procedures to ensure there were no gaps. The policies were also discussed with the managers from the shop floor so HR could obtain their feedback. Some feedback from the managers indicated they wanted more frequent training on the policies, so the business has been working with its managers to provide the extra support required with regards to grievances. If it did arise again, I would ensure that any updates that need presenting would be done to smaller groups to help me gain confidence when presenting. This would ensure the message is clear and concise, while keeping stakeholders engaged (Gallo, 2019).
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