Ethical Practice Paper by Ffion Davies

1. [bookmark: _Int_4GUtCOd4]Explain what is meant by ‘ethical principles’ and ‘professional values’, and how these might inform the way people approach their work. (AC 1.1)

Within the People Profession sector, ethical standards and professional values are fundamental. 
[bookmark: _Int_ABrODTGQ]According to BBC (n.d), “ethics is a system of moral principles. They affect how people make decisions and lead their lives. Ethics is concerned with what is good for individuals and society and is also described as moral philosophy. “
[bookmark: _Int_yPEJGzRo]According to The Black Sheep Community (2022), “Professional value is a generic term for principles that are major and unique to practicing a profession. In simple words, they are the guiding beliefs and principles that influence our work behaviour (profession).”

Since ethical standards and professional values have an impact on an organization's reputation, it is important to continually foster an ethical culture that lowers the risk of legal action and boosts employee and stakeholder morale (CIPD, 2021).

In 2017, The Department for Business, Energy and Industrial Strategy named John Lewis as one of the 191 companies who had been paying employees below the legal minimum wage. It is stated by BBC (2017) that John Lewis revised their annual profit for 2016-2017 by £36 million to cover back payments to employees. John Lewis is an example of a company that doesn't always maintain ethical standards, even though this isn't their intention. 

Costco is an illustration of an organisation that maintains moral standards and professional values. According to Moore (2022), Costco increased base rate of pay from $13 per hour to $14 per hour in 2018, and then to $15 per hour in 2019, which is higher than the average wage. In America, the typical retail employee earns $7.25 to $9 per hour.

2. Identify a piece of legislation and a Code of Practice that support ethical and professional practice, with examples of how a people professional would conform to these. (AC 1.2)
People professionals can conform effectively to current legislation in the area of ethics and professional practice in a number of ways. Keeping informed of any changes to legislation is one method to achieve this. Failing to comply with legislation could lead to fines, loss of reputation, loss of current or potential staff, loss of productivity or even imprisonment (Xenon Management, Training and Recruitment Ltd, n.d). 

A fundamental element of legislation that ensures the protection of personal data in the UK is the Data Protection Act 1998/2018. Personal information being saved on computers is becoming more and more common. The Data Protection Act was created to guarantee that data is handled correctly, kept private, and not amended or deleted and to protect individuals from the misuse of information about them. Personal information that could be kept consists of things like:
· Name & Address
· Date of Birth
· Medical Records

[bookmark: _Int_JwzOURqz]“Data protection issues have an impact on most HR activities, from handling recruitment to employee record-keeping, performance monitoring and references. It's crucial that employers understand their responsibilities and liabilities under data protection law. They must manage data responsibly and keep up-to-date with data protection principles and legal developments.” (CIPD, 2022).

In order to comply with The Data Protection Act, organisations could do (but not limited to):
· Audit information systems to reveal who is in possession of what data and why.
· Give managers instructions on how to manage data after taking into account how it is used.
· Ensure that the DPA and GDPR are followed in regards to all information gathered.
· Test the stored data's security.
· Review the rules and procedures, such as those concerning references and private use of the phone, email, and mail.

Within NHS England, they have created The Records Management Code of Practice.
[bookmark: _Int_IpuMGH6h]“The Records Management Code of Practice for Health and Social Care 2021 (from this point onwards referred to as the Code) is a guide for you to use in relation to the practice of managing records.” (NHS England, 2021).
The Records Management Code of Practice was developed for the management of records, which is in line with the principles of the Data Protection Act of 2018. In accordance with accepted standards, the Records Management Code of Practice provides the basis for consistent and efficient records management.
[bookmark: _Int_DGWu8lbn]As stated in the Code (NHS England, 2021), when there is a new use of personal data or a change in how it is used and there is a high risk to privacy, organisations are obligated to complete Data Protection Impact Assessments (DPIAs). “For example, if you intend to add three racking shelves for paper HR files to the existing twenty shelves you would probably not complete a DPIA. If you were looking to send your records offsite for scanning or destruction you must complete a DIPA, as this is a new process and the risk is greater.” (NHS England, 2021).



3. Describe how a people professional would demonstrate respectful and inclusive working in relation to: (AC 2.1)

Contributing Views and Opinions
When you interact with respect and inclusivity, you make sure to provide your views and opinions in a considerate manner to other team members. Preparing in advance what we will say, how we will say it, and any relevant data or examples we may use to back up our points and being ready to clarify and rephrase our points of view to make them more comprehensible to others. (Waite et al., 2021).

Clarify Problems or Issues
A positive culture and an embedded culture of respect among the employees are important things that people professionals may foster. According to Madjoski (2015), listening skills are crucial for HR professionals to perform their role efficiently. Focusing on the speaker is necessary for effective listening. You can communicate your interest in what the speaker is saying nonverbally by nodding, making eye contact, making hand movements, and displaying certain facial expressions (Waite et al., 2021). People professionals should listen to understand rather than to respond, therefore they should listen with open non-biased listening (Madjoski, 2015).

Working Effectively as Part of a Team
[bookmark: _Int_efGtxnLm]As stated by BrightHR (n.d), “To be effective, a team must know its overall purpose and current goals. Involve team members in goal-setting, since they’ll likely feel more engaged with goals they helped create.” By planning team-building events with clear team responsibilities that promote cooperation and collaboration among employees and , people professionals can have an impact on how well their teams perform as a whole (BrightHR, n.d).

4. [bookmark: _Int_NFYRdXAq]Summarise different ways a people professional would stay up-to-date with people practice and world of work issues and developments, highlighting 2 ways in particular, that you have personally found effective. (AC 2.2)

Nowadays, it is essential to stay updated in your field. The world of people practice is constantly evolving due to new innovations and technologies that create new trends in all sectors of the industry. Kroi (2016) stated that maintaining compliance with laws, developing internal procedures, and putting them into practice can be difficult, especially for small businesses with staff that is primarily operational and focused on carrying out transactions, preparing legal documents, preparing financial statements, registering businesses, and responding to correspondences.
According to Frontline Recruitment (2019), there are six ways to keep up to date: 
· Using professional social networks
· Subscribing to industry/trade magazines, blogs and newsletters
· Asking your employer for support
· Undertaking refresher courses
· Watching webinars and listening to podcasts
· Enlisting a mentor.

Personally, subscribing to magazines/blogs have been effective. I am subscribed to PM Daily, which means I receive emails every day with news stories from that day that are relevant to people professionals. Watching webinars and listening to podcasts have also been affective as they are updated frequently. One I personally listen to on a regular basis is HR Coffee Time by Fay Wallis on Spotify. Fay uploads a new podcast every Friday. 
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	Key dates
	What did you do?
	Why?
	What did you learn from this?
	How have/will you use this?
Any further action?

	March 2022 – January 2023

	CIPD in People Practice 

	I enrolled on the course to learn about the different ideas within an organisation and how I can apply it to my role and start my career within HR.
	I have currently learnt so far about business, culture and change in context, which includes gaining an understanding of an organisation’s business environment, PESTLE and why it is important to have business goals. I have also learnt about principles of analytics which includes evidence based practice and data measurements. My current assignment is regarding ethical principles and professional values, about legislation and how people professionals can demonstrate respectful and inclusive working. 
	This course will help me for my future career as I would like to start a career within the HR sector.
Learning different aspects have also helped me within my current role, if though it’s not directly related to my role. 




	17th August 2022


	Managing Attendance at Work Training
	As I deal with staff on a daily basis, I wanted to enrol on the training to gain a better understanding and knowledge of Managing Attendance at Work policy. 
	The policy is broken down into colour coded sections, which include notification and certification, frequent short term absence, long term absence, occupational health, returning to work, phased returns & temporary redeployment and reasonable and tailored adjustments. Statistics were given as to why it is important to manage attendance, and the cost of absence between August 2021 and July 2022.
	The course has helped me have a better understanding of the policy within the Health Board, and I will put that policy into practice when dealing with sickness within my team. 

	1st July 2022



	Easy Read Awareness Training
	As I deal with apprentices and create documents, I thought attending this training would give me an insight on how to write a document which is in Easy Read format, which is suitable for people with learning disabilities. 
	Easy Read includes turning and writing documents into a format that is more accessible to those with learning disabilities. Easy Read could be used for booklets, letters and policies. Using straightforward language and visuals to illustrate the content, easy read makes written material simpler to understand. 
[bookmark: _Int_FBV5XvnX]I learnt that text should be in short sentences, and should be presented on A4 pages. To prevent from detracting from the information, design elements should be kept to a minimum.
	I will apply this to every document I create within my role, with learning disabilities in mind. I have used it to create one document so far since attending the course, which I had good feedback from, that there was a lot of information but in a format that was easy to read. 

	1st August 2022
	HR Coffee Time – Episode 045
	Episode 045 is about how to stop procrastinating and find time for important projects at work. 
	Fay explained ways to help stop procrastinating. One of the tips was to check your emails at a set time every day, instead of having them open all the time and replying instantly when an email comes in. She suggested telling people that you will be trailing this way of working by letting them know in email signatures. Have a  conversation to stop being copied into emails that aren’t directly for you.
Assess and plan your time by using a time diary. This is recording by what you have been doing during the week, to be able to see what has been taking up your time. This allows you to be able to review your tasks. 
	I haven’t used these tips yet but I will be going forward, as I do spend a lot of my day doing lots of stuff, but not knowing what I’ve done at the end of the week. 

	13th September 2022


	HR Coffee Time – Episode 050
	Episode 050 is about how to impress in a competency based interviews, which is wanted to learn more about for future interviews.
	I learnt that in the UK, competency based interviews are the most popular type of interview used by organisations. One tip was to ask for the interview questions in advance to see what competencies you will be assessed on. If employers won’t give you the questions, then next step would be to look at a full job description to see what key skills are needed. I also learnt about the ‘STAR’ method: S – situation, T – task, A – action, R – result and how to apply STAR in an interview. 
Having hobbies and doing some volunteering can have a positive impact during your interview.
	The tips that I learnt will be great for my next interview, for how to prepare for the interview. Fay is doing a mini series on how to prepare and get through interviews, so I will continue to listen to the series, as it is good for my development. 



