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1. Understand the purpose and value of the people profession. 
Q: With reference to the CIPD Profession Map, appraise what it means to be a people professional. (AC 1.1)

PSA (2021) advise words professional and profession are seen as different meanings, from differing perspectives. They suggest profession refers to abiding by accepted codes of ethics and standards, being accountable for these when acting for the benefit of the public good. Professional, they state, would be defined as acting with respect, integrity, responsibility and confidence within chosen profession. A professional would apply these principles for the interest of others, setting high standard regardless of whether they belong to a professional body or not, acting with integrity.

Mind tools (2025) describe professional as any individuals with specialist up-to-date knowledge and skills, often belonging to a governing body following certain policies, procedures and ethics; they are reliable and honest, open, working to high standards. 

CIPD (no date) advise The Profession Map sets standards for People Professionals to aid confidence in decision making and drive positive change, comprising of purpose and values, core knowledge, such as culture/behaviours, evidenced based practice to aid decision making, valuing people acting ethically. The purpose of people professionals making positive impact within organisations to champion better working lives, acting with confidence through change, acting ethically to rules and policies.

CIPD (2025a) Code of Conduct set out expectations of people professional and how they should behave, with integrity, competency and ethically, striving to do the right thing, acting with fairness, role model with professionalism and competence, the attributes of people profession are important within organisations, providing positive impact to aid decision making and drive change, 

HR Professionals bring value in many ways, aligning business strategy and values whilst being the voice for employees undertaking decision making to champion better working. Undertaking CIPD Degree mean professionals are setting standards and governed by CIPD memberships risking revoked should members act against rules of the membership. The role involves  policies and procedures to protect organisations and employees providing fairness and consistency.

People professionals are the core of organisations, from the organisations strategy to employee engagements adding value and go between stakeholders and employees.


2. Know own personal and ethical values and apply these consistently in their (people practice) work.  
Q: Discuss your personal and ethical values (one of each), with examples of how these are evident in your work. (If you have yet to work in people practice, explore how you believe your values would inform your work.)  (AC 1.2)   

CIPD (2025) According The Profession Map, abiding by core principles of the map builds professional credibility and is the international standard for people professionals.

According to Knowledge Academy (2025), personal values are principles that individuals abide by to influence everyday choices and behaviours. These are embedded within people’s upbringings and experiences, such as acting with honesty, integrity, respect, and trustworthiness. In my role, it is vital to build trust, example being, when consulting employees about a new Payroll system. Honesty and transparency are required from the onset. Clear instructions on the process and potential individual impacts were given ensuring employees felt involved and trusted the process.

Ethical values, according to Taylor and Woodhams (2022) is making right decisions which are ethically set by individual codes of right and wrong, empowered to do the right thing.

[bookmark: _Hlk187474275]CIPD (2024a) advise ethics sit within core Behaviours of the Profession Map, where ethical practice aids sound decision making combined with ethical framework and theories to make decisions. 

Four forces framework helps determine decisions, looking at several aspects, needs and benefits to the organisation, ethics of decisions, legal legislation and personal believes, looking at various aspects to make ethical decisions.


The Ethic Centre (2016) suggest Deontology, looking at the wider picture than simply something is right or wrong, looking at behaviours opposed to just consequences and the implications of not looking at the wider picture.





The Eight Ethical Lenses, CIPD (2015) allow critical analysis, making more rounded, non– bias decisions. Through Fairness, Merit, Markets, Democracy, Well-being, Rights and Duties, Character and Handing down lens, we can analyse each lens from different perspectives and form a more rounded view. 

Fairness, being one of the 8 lenses that particularly underpins my behaviour in work, when dealing with grievance complaints . I remain professional and strive to ensure individuals feel confident they can confide in HR, have their issues dealt with fairly and confidentially, in accordance with relevant legislation and policies, guaranteeing no individual is unfairly treated.



3. Know the importance of people professionals contributing to discussions in an informed, clear and confident way to influence others. 
Q: Discuss reasons why this is important and the consequences of people practitioners not being willing or able to influence others. (AC 1.3)


CIPD (2025b) advise the importance of professional courage and ability to influence others. from presenting cases for change, working with managers on decisions, dealing with stakeholders on strategy plans, all requiring ability to discuss, challenge or resist opposition. 

Taylor and Woodhams (2022) suggest that, in order influence others, it’s important professionals review how and what they want to convey in accordance with Core Behaviours of the profession map. 

Communication must be clear and concise, to build strong and effective working relationships. It is important to consider the influence-approach, and how some approaches prove more suitable than others, as well as the importance of taking responsibility for errors and putting this right. Within organisations, open communication and informed discussions create trust and encourage inclusive behaviours, preventing misunderstandings or conflicts.
HR have important roles in discussions being informed using good verbal and written communications skills, having professional courage to speak up,SAB (2024) suggest within organisations there are differences of opinions, open communication and informed discussions creating trust and encouraging inclusive behaviours avoiding misunderstandings or conflicts.


The Q Mindset (2024) highlight the importance of having effective influence skills being approachable and assertive for the greater good driving positive change, building respect, collaboration and develop strong professional relationships within organisations.


The World of Work (2024) explore 6 forms of influencing powers, looking at how power can be seen, Coercive,Referent,information, expert,legitimate,reward, the purpose of 6 powers is that power needs to be gained before used, the positives of this influence is it can be beneficial in helping less self-aware leaders grow in confidence leading by example, the downfall being, sometimes people with power can abuse this and could be misused in negative ways causing issues within the workplace and breakdown in communication causing disruption.

HBR (2023) suggest, often where power of influence goes wrong is when the desire of outcome becomes more important than the process, failing to consider situations can had detrimental effects on productivity and effectiveness in the long term creating an atmosphere of distrust and upset causing negative cultures.

An example where I influenced in clear and confident way was the implementation of a HR system within my workplace, I recognised the importance of being clear with staff from the start about how the change would take place, when this would happen, provided guidance on how it can be used and highlighted the positives benefitting the organisation in the long term, I initially gained buy in from stakeholders and managers to positively feedback to employees. The new system was introduced in stages, effectiveness monitored, then rolled out throughout the organisation, proving successful with little issues. 





4. [bookmark: _Hlk133927075]Know when and how to raise matters that might be unethical or illegal.  
Q: Discuss, with examples, when and how you would react to both unethical and illegal matters (one of each). (AC 1.4)

CIPD (2019) suggest Unethical behaviours can be defined as behaviours seen as inappropriate, unmoral, jeopardising professional standards or organisational policies potentially harming reputation, goals and values, illegal behaviours would be breaking the law in a behaviour/ action which someone has chosen to undertake which is against law. 

CIPD (2025a) Code of practice and Ethics demonstrates obligations members adhere to in a legal and ethical manor, organisations should have whistle-blowing polices which protects employees identity but allows employees to raise concerns without negative repercussions, having strong policies and procedures in place to instil confidence matters will be dealt with and how these are going to be undertaken without judgment but according to legislations and policies. CIPD members can seek advice from CIPD forums and CIPD provide guidance on procedure to go through if unethical or illegal behaviours arise. HR can also refer to ACAS(no date) for what is deemed as acceptable, ethically or illegal with guidance on how to deal with these.

 CIPD (2024b) professionals can also refer to ethics at work employers guide which illustrate ‘red flags’ of unethical behaviours along with setting out the standards within the professional map.

Criterion (2024 ) unethical behaviour would be a manager wanting to hire a relative without having relevant skills or experience and only employing due to the family connection, this would be an unethical act and unfair process. The action to deal with this would be to stop the process progressing, obtain a CV from the candidate and follow the selection process in place providing the same process to everyone, If the action was to have gone ahead it would cause conflict within the organisation as it is putting other applicants at a disadvantage. 

Example of an illegal act would be an employee stealing from an organisation, this would be criminal act, our internal procedure to deal with this is once the facts have been established, the employee would likely be suspended for investigation, Legal advice could be sought from professional bodies such as CIPD, ACAS or consultation with solicitors.to move forward with the process in the correct manor. ACAS (no date a )

It is vital that unethical behaviours is addressed with swiftly and effectively to  limit reputational damage, the VW scandal  being one example  BBS News (2015) having huge financial and irreversible reputational damage to the organisation.


5. Be able to make use of related theory and thinking, to argue the human and business benefits of people feeling included, valued, and fairly treated at work. 
Q: Demonstrate your ability to do this with a written argument, which poses different theoretical perspectives, as well as your own. (AC 2.1)

Inclusion (2024) suggest, inclusion being human right for all individuals, regardless of race,age,disability or any other need, giving equal opportunities and treated Fairly ,feeling valued, accepted with no discrimination or bias

CIPD (2024c) suggest having equality, diversity and inclusion values and policies in place create better working environments where employees feel empowered, safe and heard increasing retention, reduces sickness, promotes job satisfaction benefitting employees and organisations. People Professional need to be aware of the 9 protected Characteristics, Gov.com (no date) 

Investors in people  (2019) further supports the need to feel valued, included and fairly treated, suggesting people perform better, have better productivity, feel part of a team, more motivated and loyal within organisations, feeling valued can be in respect of fair pay, working conditions, how people are treated compared to others, recognised for doing a good job and the value that individual has on the organisation or team, self-esteem, happiness within the organisation. feeling undervalued can breakdown communication, causing negative cultures

There are many human and business theories to support this thinking, such are motivation theories, studies that examine what drives human behaviour, why people act in ways and what influences choices. The motivational theories support it helps enhance performance and goal setting, individuals are more self-aware and helps build strong positive relationships.

Developstrongmind (2025) Motivational theories such as Maslow’s theory, believes in order for people to reach full potential , people need to fulfil basic needs, psychological and self-fulfilment needs. 

Simply Psychology (2023)suggest Herzbergs two-factor theory looks deep into what makes people truly happy and fulfilled in work, one being, what people need to have to be satisfied in their job, such as salary, job security, relationships with other colleagues , the second factor, motivators, what makes you put best effort at work, such as challenges, recognition, opportunities growth etc, the theory suggests that motivator having bigger impact on overall feelings of happiness than company policies, job security.

According to Investors in People, not feeling valued was the third most common reason people would leave organisations, 39% in 2017, also suggesting links to better physical and mental health as well as better engagement and motivation, areas such as fair pay, working conditions, fair treatment all evidence of feeling valued, included in discussions and decision making , feeling part of a team, showing the importance of organisations being aware of these theories,  implementing then into the ethos of the organisation.

HBR (2023) research suggest 13% increase on productivity when workers are happy,  advising since covid the importance of flexibility, rebuilding belonging , instilling a culture of autonomy and purpose to have a shared vision for employees to feel worthy and valued benefiting both employees and organisations to retain employees, enhance culture with happier employees.

CIPD (2024d) The CIPD good work index provides valuable insight to how people feel about work, examining different aspects of work and providing results to assist employers on improvement areas, the Good work Index clearly defines different areas of focus, providing employees with a voice and work life balance, engagement being a focus and the positives of employees being engaged with their work for mental wellbeing.

It is my responsibility as a people professional to install inclusivity and wellbeing throughout the organisation. I focus on championing better working lives and want people to come to work and have a positive experience. 


6. [bookmark: _Hlk159579697]Know how to design people practice initiatives to be inclusive and how to check inclusivity after an initiative has been implemented. 
Q: Discuss, with examples, how you have, or would, achieve both of these (AC 2.2) 

CIPD (2024e) suggest five actions to embed to be more inclusive. CIPD states the importances of employees being involved, develop managers, build stakeholder commitment to initiatives, implement policies and procedures and review outcome and effectiveness. 

People professionals can refer to the profession map CIPD (no date) and implement the ethos of the profession map and the roles and responsibilities when implementing initiatives to ensure purpose and value and behaviours are being met.

I initiated a HR system within Rhyal Engineering (2019), to be successful, I took into consideration the needs of a new system and put this forward to stakeholders for feedback and opinions, I then researched suitable systems.  The purpose being employees to communication more efficiently, I send out communication to managers advising and sent out questionnaires to discussed within site teams to gain feedback from employees on opinions, concerns or suggestions which could be considered when making decisions, gathering internal date and external results to form a EBD.

CIPD (2023) feedback proved positive, the organisation had a historic system in place which employees were struggling with. once all information was gathered, the new system was implemented, initially to smaller teams to monitor any issues and then rolled out within the organisation, I provided an open-door policy where employees felt able to ask questions or air concerns. The way I checked the initiative had been inclusive was obtaining feedback from managers and employees on the effectiveness of the system and what else they would like implemented to help them.


















7. Be able to work inclusively with others and build positive working relationships. 
Q: Using a combination of your own reflections and feedback from at least one other person, discuss your ability to work inclusively and positively with others. (AC 2.3)


CIPD (2025d ) The Profession Map suggest , HR have key roles in embedding working inclusively  and diversity within organisations, importance of providing employees with a voice to build trust and create positive culture which helps manage conflict better, this is highlighted within the core behaviours of the Profession map CIPD (no date) valuing people, working inclusively, working ethically, standards set to aid better decision making and champion better working.

I value inclusion and diversity at work and personally, I see myself as an individual who values honestly and integrity, taking pride in doing right thing for the right reasons, valuing the importances of building positive relationships, championing positive values and culture, act ethically and legally. I would like to further develop skills on professional courage and influence, HR can be challenging and it’s important to continually develop on latest techniques 

Feedback from my latest appraisal, Alix Thompson on the 6th January highlighted me having effective communication skills and  positive working relationships offering sound advice to managers, working effectively on my own and others, the development of the HR system being successful using effective influence skills with colleagues, areas of development being to continuously keep up to date with legislation and to improve the department by initiating new systems and IT to streamline processes and procedures.

Feedback following questionnaire on my ability to work inclusively and positively with others and the roll out of HR system, Nick Mathias, Finance Manager,  9th January 2025 , Nick commended my ability to work effectively with others, always providing an ‘open door’ policy and willing to support and assist management positively creating all-inclusive environment with positive mental attitude welcoming involvement from departments to make right decisions taking responsibilities seriously. Future developments suggested to continue offer open communication and continue to development understanding of other departments.

Nick commented the roll out of the HR system and commended on communication and feedback received, how everyone was kept informed at all stages.

[bookmark: _Hlk165445609]There is no requirement to include evidence of the use of references to wider reading for AC 2.3




8. Understand how the people practitioner role is evolving and the implications this has for your ongoing professional development. 
Q: Demonstrate your understanding of this with a written response and related entries in your CPD Plan. (AC 3.1)


As a HR Officer, the role is evolving all the time, CIPD (2022) provides annual snapshots providing up to date evidence of challenges experiences over the year, help establish key areas for development.

According to HR (2016) Employees are having to evolve with more technology taking away paper files processes being more digital to make departments more efficient and information more accessible, there are more policies and procedures in place, such as smoking policy as times have evolved where it is no longer permitted to smoke within workplaces, transparency in pay and contracts  with legal implications ACAS (no date c) highlight incorrect contracts etc have implications by not abiding by law regarding these. It has been suggests 25 years ago, the People Profession role was regarded as somewhere to speak about issues where there’s more focus on strategic planning and involvement of the strategy and goals of the organisation, so the role has grown adding value with emphasis on being reactive to business solutions opposed to historic back office scenario,

With the development of the People Practice function, it’s important to keep connected with the development of the role, the legal implications of not being up to date with legislation can have massive implications, it’s important to keep up to date with this along with ensuring the role continuously evolve in valuing people, acting with professional courage and use of influential skills, understanding different ways to do this in a positive way. AIHR ( No date) New developments in Technology is an area of development, ensure implementation of right IT systems which work for the organisation, ensuring the organisation is optimising time management to be effective. 

It's important to continually improve my knowledge and skills as a result of the role evolving, such as ensuring I development my understanding of new legislation, to be effective in my skills in advising managers on legislation matters ACAS ( no date b)  I also need to increase my IT, professional courage and influential skills by undertaking various podcasts and online courses .


9. Be able to assess (own) strengths, weaknesses and development areas, based on own considerations and feedback from others.  
Using a combination of your own conclusions and feedback from at least one other person, assess yourself against a specification of your choice (such as a role/job description or any two of the core behaviour areas of the CIPD Profession Map (associate level). Briefly explain the outcome of your assessment (strengths, weaknesses and development areas) and the information that informed your conclusions. (AC 3.2)

Assessing against my Job Description as HR Officer and using the feedback provided within my yearly appraisal with HR Manager on the 6th January 2025 and with the Finance Manager , Nick Mathias on the 9th January I have been able to determine strengths, weaknesses and development areas in accordance to my job specification. Mindtools (2025b) suggest Having a variety of feedback from different sources and departments has given me the ability to obtain a more rounded view of how I am performing opposed to just obtaining feedback from one person.

Obtaining feedback from the HR manager within my department provides me with credible information from within my department, the Finance Manager was able to provide an outside view as although I work on different aspects with him, he is in a different department and will provide a more rounded view of how I perform.

The strengths I have been able to identified is I have been able to achieve the roles and responsibilities expected of me as listed within my job specification and ensure HR objectives have been met, I am able to communicate effectively with the roll out of the HR system, as advised by the Finance Director on the questionnaire provided, with this being successful satisfying the need within my job specification of ensuring HR objectives being met. I have ensured contracts, training matrix and salary guidance information is up to date as noted within my Appraisal and action a high level of accuracy and discretion when handling confidential information.  managed effectively as noted during my appraisal, it was also noted the need to ensure I am continuously up to date with legal requirements and source IT /system opportunities which is part of my specification due to impending changes which I have taken on board and implementing within my development plan along with further develop skills in professional courage etc..

An area of weakness I have identified from my job specification, which I feel I need to improve on time management and improve my skills, sometimes I feel I try to complete too many activities and need to priorities better, This has been noted on the feedback from the HR Manager and I will look to implement a more methodical approach to manage this.




There is no requirement to include evidence of the use of references to wider reading for AC 3.2

10      Be able to formulate a range of appropriate CPD options to support ongoing  learning.
Following on from your self-assessment, identify a range of formal or informal development activities and add these to your CPD Plan/document. Provide a brief explanation as to why you have selected these activities. (AC 3.3)

Development activities chosen to undertake following my self-assessment and feedback from HR Manager and Finance Manager , will be to attending employment Law meeting with our solicitors in March, with the impending changes due and changes in legislation. I have selected to attend this meeting as it is part of my job specification to keep knowledge and skills up to date and will have legal implications by not attending, such as changes in contracts, policies etc. 

The second activity I want to undertake is to watch more up to date podcasts and videos regarding the development of IT within HR, this would allow me to gain better understanding strs to improve the department to work more efficiently and was suggested within my Appraisal of area for development. An area I would like to further develop is to undertake CIPD online course on professional courage and influence, I feel this is a continuous area of development and evolving all the time, different techniques will help me better deal with different situations. 

I want to further develop my understanding of valuing people so will be looking to attend the CIPD course to ensure I am fully aligned with the organisation as well as a Time management podcast’s where there are a variety of professional ones on you tube to help further develop my understanding and help develop better coping strategies.

There is no requirement to include evidence of the use of references to wider reading for AC 3.3




11 Be able to reflect on and draw conclusions about the effectiveness of development activities. 
Reflect on three development activities, already undertaken, that have had an impact on your work behaviour or performance, explaining how they have impacted you. (Your reflections should be presented within your CPD Record document.) (AC 3.4)



There is no requirement to include evidence of the use of references to wider reading for AC 3.4
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Development record





	NAME:
	
	MEMBERSHIP NUMBER:
	

	COVERING THE PERIOD FROM:
	
	TO:
	



This record sheet is for your guidance only – you may present your development record in any other format.

	Key dates
	What did you do?
	Why?
	What did you learn from this?
	How have/will you use this?
Any further action?

	
Jan 2025












Dec 2024












Dec 2024











Jan 24












	Year appraisal carried out my HR Manager , Alix Thompson










Undertook ACAS Course on Disciplinary and Grievances










ACAS course on Contracts










ACAS Managing Conflict Effectively
	To review my progress throughout the year and look at development areas to improve on









I felt it was an area I needed to understand better, we haven’t in the past had to deal with many disciplinary issues but feel the pending changes in the law may change this, I wanted to feel confident I could deal with these issues should they arise




Our organisation deal with a variety of different contracts, I wanted to further develop my confidence and understanding of the different types, and legal what is included etc





Managing conflict is always present within the role, and I feel you can never have enough tools to effectively manage this, and I need to keep up to date with different skills to deal with this
	Feeback given was mainly positive and encouraging, development areas identified to further develop IT and legislation knowledge 








The ACAS course was easy to understand and navigate and gave me a good understanding of times when these issues arise and tools and processes to deal with these effectively and legally. 







The Course has proven very useful and learn more about what the legal aspects of the sections mean and their implications.







I have learned a better understanding about why conflict happens and the importances of conflict resolution within the workplace which isn’t something I have thought about in the past, and the affect conflict can have on individuals. And the organisation as a whole.
	I am attending meetings to discuss impending legislation changes and attending various podcasts to research AI and IT which could be implemented within the department, 
I have learnt from my appraisal I am a good communicator and that I have the ability to implement Systems in an effective manor.





As yet I have not had the opportunity to use the skills and knowledge learnt from the course , it has , however helped me past reflect on previous jobs where I have had to deal with these issues and has helped me further build my knowledge confidence . I feel I have the tools to deal with situations better and know where to turn to for advice should I require it.


I have already been reviewing our current contracts to ensure we are compliant and will refer back to the course and ACAS for further guidance if needed.







I feel confident that if we have an issue with conflict in the workplace , I am better equipped skills and able to spot the signs earlier following the information learned from the course,    I will refer back to the course for guidance should I need to.

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	





	
Development plan





	NAME:
	Charlotte McQuarrie
	MEMBERSHIP NUMBER:       
	

	COVERING THE PERIOD FROM:
	
	TO:
	



This record sheet is for your guidance only – you may present your development plan in any other format.

Planned outcome

Where do I want to be by the end of this period? What do I want to be doing? (This may be evolutionary or “more of the same”.)

	What do I want/need to learn?
	What will I do to achieve this?
	What resources or support will I need?
	What will my success criteria be?
	Target dates for review and completion

	
Understand new Employment Law Legislation and the changes, how this will effect the organisation.



	Attending solicitors meeting to discuss what is currently in place and what changes are coming in to identify areas for change.

	CIPD Inform / ACAS / Solicitors advice

https://www.hughjames.com/
	To understand and implement relevant changes within the department following advice provided – will be also obtaining feedback from managment
	March 2025

	Understand how IT can help streamline processes and admin within the HR department to make the department more efficient, such as AI helping in the recruitment process and assisting in automating training for different department.

	Research relevant articles and podcasts coving AI and IT to help further develop the department and could make the department more efficient
	Research various website/ Podcasts/ IT Articles, such as CIPD factsheets, and various others.

https://www.cipd.org/uk/knowledge/factsheets/emerging-future-work-factsheet/

	To look at systems to save time and resources, to streamline the department
	Apr 2025

	Gain further understanding around Professional courage and Influence, Valuing people and how this can be improved within the organisation, looking at the positives and negatives of what we are currently doing, what I can implement to help with this 

	Attend CIPD course via my CIPD Learning Hub.
	Time to access the courses 
	To further develop my skills and understanding on professional courage and influence techniques 
	Feb 2025

	
How to better manage Time management within the work place to utilise my time better, I tend to try and achieve a lot within a short timescale and then it becomes unrealistic, I would like to learn better skills to understand time management and who I can manage this better.




	Attend various CIPD podcasts and research effective time management on youtube to better understand Time management and how this can be implemented within the department. 
	Time to access 
	To research techniques to develop skills to better manage time be become more efficient – will be obtaining feedback on the success from management.
	Feb 202
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