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Task One – Ethical practice review

(AC1.1)
Oxford Dictionary defines ethics as ‘moral principles that govern a person’s behaviour or the conducting of an activity’. 

An ethical principle, that I implement within my work everyday is confidentiality. Within the role of people practice you are privy to a lot of information about the organisation and colleagues. Maintaining  the correct confidentiality allows me to build trust within the organisation and with my colleagues, I am both a trustworthy employee, dealing with personnel information, performance reviews, disciplinaries and sensitive personal information as well as, an approachable people professional that colleagues feel they can trust and disclose sensitive information or report issues. (Cook, 2022)

One professional value, that I believe to be important inside the work place and use to underpin my behaviour in work is to have respect for property and people. 
Throughout my day to day work I continue to conduct myself in a way that shows respect for all individuals, whether it is colleagues, suppliers or customers. Respecting everyone can create a positive culture and improves employee retention and inclusivity. (Roger, 2018)

(AC1.2)
Linking nicely with the ethical principle I use every day, Confidentiality, an ethical legislation I conform to is EU General Data Protection Regulation (GDPR) and Data Protection Act 2018 (DPA 2018) (gov.uk) I conform to these legislation by understanding and implementing them whenever relevant. 
Some examples of how I do this include; attend regular training on GDPR to ensure my understanding and knowledge is up to date, secure all personal information correctly; hard copies are keep in a locked cabinet in locked offices accessed only by relevant personnel, digital copies kept on a secure intranet only able to be accessed by relevant personnel, not to verbally disclose any confidential information to non-relevant personnel, to act with respect and discretion wherever appropriate, using collected data in the correct and intended way, make sure I and the organisation is adhering to the GDPR policy in place. (Ayling & Suff,  2023)

(AC2.1) 
Contributing my views and opinions – 
Being able to contribute my views and opinions in an inclusive and respectful ways has previously been difficult for me. In previous work places, it was a struggle to gain the space to share my opinion or views and for them to be heard. Leaving these types of organisations and moving into one that listens and appreciates individual voices, I have had to adapt and train myself to be patience and thoughtful, I do this by not interrupting/finishing other people sentences, waiting for my turn to speak, allowing all others to speak, talking to the relevant person, staying on topic, taking the time to listen and using tools e.g. hands up function on Teams. (McQuerrey, 2021). For me this is an everyday, conscious behaviour, in which I continue to work on daily. 

Clarifying problems or issues – 
I believe it is important to not be confrontational when clarifying problems, whether the problem is a personal one or a physical issue that has been created by a colleague’s mistake, mis-communications or operational errors. For anyone to have a clear understanding of an issue, it has to be communicated clearly and calmly, once the problem is understood, a resolution can the found and implemented, a conclusion can also be drawn which will help prevent similar problems from arising in the future. This should promote the feeling of inclusivity in the workplace as everyone can understand, resolve and prevent the issues by clear and respectful communications. (Hicks, 2023)
One way I could enhance my own behaviour is to continue as I have mentioned above by consciously not interrupting, listening, having a clear understanding myself and not making assumptions. I can also continue to seek further training such as mediator training. 

Working effectively as part of a team – 
When asked how to build a cohesive team, Ana Filipa Fernandes, principal consultant at Oxford HR, says ’It is about establishing good, open communications about what you are trying to achieve, listening to people and being available to support them when they ask for help, even when it is outside your scope of work.’ (Fernandes, 2017)
I agree with the above statement and throughout my work, I work effectively as part of a team by championing, encouraging and supporting the team. I listen to the opinions of others and work with them. I also observe and identify people strengths and weakness to assess where they could work best to enhance the team or where/who they could work with to upskill in areas.
I could enhance my own behaviour working effectively as part of a team by  identifying my own strength and weaknesses and implementing a development plan. 

(AC2.2)
As recent as the 6th April, expanded and new employment laws have come into place. These changes include changes to flexible working laws, Reasonable adjustment laws and protection from redundancy during parental leave. (Brione, 2024)
It is extremely important to stay up to date with changes and developments in the world of work such as the ones mentioned above, if you were not to adhere to the developments, you may be breaking the law and putting yourself and the organisation at risk. 
Two methods I find useful in making sure I am aware of changes to legislations, developments in the world of working and people practice is to attend seminars, where you can network with similar professionals, learn of any developments and have the opportunity to ask questions to industry professionals. Seminars can be found and filtered down on websites such as Eventbrite. Eventbrite - Discover the Best Local Events & Things to Do
Another way I find usual to stay connected is to follow credited social media accounts such as CIPD, People Management and Personnel Today, these pages continually release up to dates articles and information on all areas of the people professional industry.  




Task Two – Professional Development
	Implementing New Processes for Shortlisting
	Employment Law Update - South West Wales with Morgan La Roche Solicitors
	Environmental Sustainability Skills for Managers
	Record Name

	11/04/20
	21/03/2024
	12/03/2024
	Date

	Something I'm doing/I've done at work
	Attended an event
	Attended/ completed a course
	Type of Learning Experience

	As part of developing within my new role in HR, I have created and trialled a new process for anonymous shortlisting for recruitment.
<p>I have used excel to create anonymous scoring sheet which can be used by a panel of people to identify the strongest candidate, highlight their strengths and weaknesses and identify panel scoring trends.
	2024 updates on different areas of employment law conference which  covered recent case law , topical issues and changes on the horizon by Hannah Belton, Tribunal Judge and university lecturer.
	A two day course that taught a small group of people the trends and drivers for sustainability and environmental risks and opportunities for organisations as well as the laws and other compliance obligations, and how managers can help drive improvements in sustainability through influencing the people they work with.
	What did I learn?

	Through this project I have learnt how to use excel to enhance and simplify the process for hiring managers as well as streamline the process by using program formulars, which has taken away extra administration work.
	I have a strong interest in employment law and employee rights, this update gave me a clearer understanding of changes to legislations that have or are due to take effect.
	This was an extremely interesting course that made me realise I was slightly ignorant to environmental and sustainability risk.
	What did the learning experience tell me about myself?

	As someone who like simple and direct result, I believe with continued attention I can help streamline more of the recruiting process by designing and trialling platforms, which can simplify results as well as quicken the process for the hiring managers.
I have also password protected all sheets, the panel are only able to use the sheet to input the scores into the correct cells, the sheet also limits the user to scoring between 0-5, this allows all candidates to be scored fairly by each panel member and stops panel member using their own scoring systems which can cause discrepancies between candidates. 
	Since attending the Employment Law seminar, I have an understand of the changes that have/are coming in to place, I can make sure I as a people personal am adhere to current legislations.
	Since the course I have been more aware of the carbon footprint in some of my day-to-day tasks from ordering next day delivery to product lifecycles and recycling.
It has given me a better understanding of Environment Management System (EMS) standard ISO14001:2015
	How does this learning experience impact my professional practice and the way I'll approach situations in the future?

	I have asked all employee that has recently used the scoring sheet to send feedback to myself, to allow me to make appropriate changes before it is implemented as a hiring standard.

Going forward, I will continue to educate myself on excel and other uses it has to help speed up the recruitment process. I am currently working on a request form that hiring manager will need to fill out before job adverts are made. Within the form I want to create an automated timeline for the vacancy e.g. if an manager inputs they would like the vacancy to go live on 1st May, the form will automatically state the vacancy needs to close on 15th May (2 weeks), shortlisting will complete on 22st May (1 week), Interviews commencing 29th May and offers sent 5th June. 
	I can ensure the organisation is also implementing and adhering to current legislations. I can also ensure that all organisation policies are kept up to date.
	As requested by my organisations, I will presenting the information I have learnt from the course through an internal development day.
	What do I need to do next for this learning experience to have a wider positive impact (e.g. on others, my organisation, the sector, the profession, society)?
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