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1. Please explain:
1. [bookmark: _Hlk160028724]‘ethical principles’ and how these can inform the way people behave at work.
1. ‘professional values’ and how these can inform the way people behave at work.
	(AC 1.1)
Buchanan and Huczynski (2020) stated that ethical principles are the ‘codes of moral principles, values and rules that govern our decisions and actions with respect to what is right and wrong, good and bad’. For example, my organisation has six key values: fairness, quality, integrity, respect, teamwork and work-life balance (Bevan Buckland LLP, 2025). Values need to reflect the actions and behaviours of an organisation, as saying one thing and doing another can harm the organisation’s credibility and lose the trust of staff CIPD (2024). According to CIPD (2019), there are three different types of influence on unethical behaviour: rotten apples, bad barrels and sticky situations.
· Rotten apples describe individual differences, such as personality, peer pressure or moral development. I have noticed in my organisation that people with a longer length of service are more hesitant to change. People professionals can help manage this by creating a positive culture through policies like whistleblowing and empowering employees to raise concerns.
· Bad Barrels refers to organisation - or industry-wide indiscretions, such as levels of trust, leadership methods, and social norms of behaviour. People professionals need to ensure that there is a strong ethical climate, moral leadership, and the social norms in the organisation are ethical by following the FCA guidance.
· Sticky situations are potentially compromising decisions. People professionals must ensure that there are no negative influences on decisions, such as unrealistic goals, time pressure and competition. This can be achieved by designing stimulating jobs with manageable workloads so people do not cut corners or let decisions be driven through competition, e.g., competing for a bonus.  
The CIPD (2018) Profession map describes professional values as principles-led, evidence-based and outcomes-driven. Applying these values leads to better long-term and positive decisions. Some key professional values are fairness, openness, transparency, consistency and integrity. Research has shown that CEOs' personal values can significantly influence employees' ethical practices (Chin et al., 2013). Therefore, people professionals ensure senior staff members are professionally values-driven, as this influences all staff underneath them. Integrity is important in an organisation as the key elements are consistency, transparency, independence, responsibility, commitment, learning and emotional, physical and intellectual integration (Robinson and Dowson, 2011). In my organisation, we ensure our senior members of staff show integrity by keeping the whole organisation up to date and being transparent, building an honest, trustworthy reputation. Being value-driven helps employees to be passionate and take pride in their work; this helps to foster unity between all members of the team. as everyone has the same goal and vision (Dexian, 2024). 
1. Please give three examples of how you, as a member of the people practice team, conform with the Equality Act 2010 (or any updates), or regulation and law relating to ethics and professional practice in your own country. (AC 1.2)

I must conform to many ethics and professional practice laws as a people professional. The Equality Act 2010 was created to promote a fair society and protect individual rights by bringing together more than 100 pieces of legislation. The act is important as it ensures anti-discriminatory practice (Waite et al., 2021, p.75). 
In my organisation, we understand that all staff should be treated equally but that does not always mean fairness. It is important to ensure equity, making reasonable adjustments so that individuals can reach an equal outcome, such as hybrid working, flexible working hours/days and flexitime.

I also often read the People Management daily magazine by the CIPD and the ACAS website, as this helps me keep up to date with new legislation that comes into place. PM daily also helps me to keep informed about recent tribunals and studies that have taken place. It is important to keep up to date with recent legislation, such as employment laws to allow our staff their rights. An example of recent legislation that has been passed is flexible working under the Employment Rights Bill. This included day-one rights to request flexible working, stricter consultation rules to make employers follow a specified process when rejecting a request, and protection for parents and carers (UK Government, 2025).

We must also keep current with legislation to ensure our policies are up to date. HR policies guide companies that outline employers' and employees' rights and expectations. The legal terms in policies are constantly evolving and, therefore, need to be kept updated (HR and Talent Solutions, 2023). There are seven key reasons for keeping policies current: compliance with legal rights, protecting employee rights, addressing emerging issues, mitigating legal risks, consistency and transparency, employee engagement and retention and adapting to a changing workforce. These elements will all help to create a positive work culture and increase engagement in the workplace.

In my workplace, we have other laws and regulations to conform to due to being an accountancy firm, such as Financial Reporting Standards (FRS), which ensure financial statements are transparent and The Companies Act 2006, including duties for directors, shareholder rights and financial reporting obligations (ICPA, 2025). As a people professional, I must update policies efficiently and circulate them to staff so that they conform to relevant legislation. We have mandatory training that staff complete every 6 months, and new starters complete on their first day to be constantly aware and updated with the legislation.

1. Please summarise different ways people practitioners can demonstrate respectful and inclusive working in relation to: 
0. contributing views and opinions 
0. clarifying problems or issues
0. [bookmark: _Hlk159952079]working effectively as part of a team (AC 2.1)

Contributing views and opinions 
As people professionals, we must speak up and express our views when necessary; this enables employees to trust us and can add value to the organisation (CIPD, 2023). For example, I usually give constructive feedback during performance reviews and often give a differing opinion during group tasks. To be respectful and inclusive when contributing views and opinions people professionals need to:
· Be clear about their motive for contributing views and opinions and what they would like the outcome to be
· Be prepared to rephrase and explain their views if confusion arises
· Recognise and accept that others may have a difference in opinion
During communication, the listener's impression is based on 55% body language, 38% tone, and 7% words, conveying the importance of our emotions, facial expressions and gestures (Mehrabian, A., and Wiener, M., 1967). Therefore, to ensure respectful and inclusive communication, professionals must use body language to show calmness, not shuffling about and being over-animated, which could suggest we are not confident (Waite et al., 2021, p.78).

Clarifying problems or issues
People professionals can demonstrate respectful and inclusive working through excellent listening skills when clarifying problems or issues. During my Mental Health First Aid training, I learnt that often, we do not hear what other people are saying to us, as we are too busy thinking about what we are going to say next. Stephen Covey (1989) stated that there are five types of listening:
· Ignoring: not listening at all
· Pretending: nodding, not engaged
· Selective listening: hearing only certain parts of the conversation
· Attentive listening: paying attention and focusing on the words spoken
· Empathetic listening: understanding how a person feels through their body language, words and tone. Empathy is an important trait in a people professional; it is defined as ‘the ability to sense, perceive or conceptualise how another person experiences the world’ (Duff, S., 2017). In other words, empathy is a strong sense of care for someone in need. Empathy is important to build trust and connections (Skills for Health, 2025).
It is vital that people professionals have efficient questioning skills, being non-directive to help others solve their own problems by reflecting, asking questions and giving feedback rather than being directive- telling, instructing or giving advice for solutions. People professionals can use the funnel technique to ensure that they understand the problem. By firstly asking broad, open-ended questions to gain more depth, then narrow down and gain more detail by asking closed questions to develop a better understanding of the situation (Lee, E., 2025).

Working effectively as part of a team
According to the CIPD Profession map, valuing people and working inclusively are core behaviours for people professionals (CIPD,2023). Working inclusively is defined as ‘working and collaborating across all boundaries, effectively and inclusively, to achieve positive outcomes’ (Waite et al., 2021, p.81). The model developed by Tuckman and Jensen (1977) outlines the stages essential for team growth and enhancing interpersonal relationships. These stages are:
· Forming - finding each other’s strengths and weaknesses and deciding on responsibilities. 
· Storming - individuals’ differences in opinions cause discussions, which help to clear the air and dissolve any hidden agendas.
· Norming - the team comes together and supports each other while working effectively in their roles.
· Performing – the team is highly effective, and there is great collaboration and respect.
· Adjourning – the project is coming to an end, so this stage looks at the well-being of the team before moving into different directions
Individual differences in a team are important as they bring different skills, abilities, personalities, and values (Bauer, T., Erdogan, B., 2012). People professionals need to recognise this in group settings, enabling everyone to contribute to the team. Being respectful and inclusive in a team setting can enhance efficiency and improve the work culture (Indeed Editorial Team, 2025).

1. Please provide three recommendations for how people practice team members can find out about current issues and developments in the world of work and people practice. (AC 2.2)

Staying updated on current issues and developments is essential for people professionals. External changes to politics, economy, society, technology, law and the environment can significantly impact businesses (BBC, 2025). Keeping updated on these factors ensures policies are always current and helps the business to adapt to change without harming the culture (Waite et al., 2021, p.28).

People professionals can stay informed on current issues and developments using social media. LinkedIn is specifically used for networking, personal branding and job searching. To keep up with developments in people practice, I like to read posts on the HR Professionals UK group. This group often discusses changes to HR legislation and trends and provides professional advice and discussions relevant to my role. For example, there have been many posts and discussions recently about the new legislation for flexible working and how to incorporate this into your policies. Turning on linked-in post notifications has helped me engage more with the posts and keep updated. 

The Advisory, Conciliation and Arbitration Service (ACAS) has a website that provides many codes of practice to guide professionals in how to act in many situations. They write statutory codes of practice to cover many procedures such as disciplinary and grievances, settlement agreements and handling flexible working requests. It is vital to use the ACAS website as it outlines legal rights and promotes strategies for resolving conflicts (Njie, L., 2024). This is important as we must ensure we act ethically that our approach is consistent. Ethical approaches in an organisation can create long-lasting positive effects such as improved retention and reputation (Azami, S.,2023)

The method I use most to stay up to date with current developments and issues in HR is through the People Management Daily magazine by the CIPD. If you subscribe to this, you get a hard copy mailed monthly. However, you also get daily emails with recent legislation changes, information about recent employment tribunals and many other topics and stories. This is useful to see what other organisations are incorporating and what they are failing on.  I recently read an article about endometriosis and asked the HR team to look at developing a policy covering endometriosis and fertility. This would benefit many individuals in my organisation.

1. Briefly explain how people practitioners can be proactive in their approach to continued professional development (CPD), using your own approach as an example. (AC 2.3) 

Continuing professional development (CPD) describes the learning activities professionals engage in to enhance and develop their abilities and keep up to date with new information (The CPD Certification Service, 1996). People professionals need to practice CPD for many reasons, such as to keep updated with legislation or to learn new training and management techniques. I am currently undertaking the CIPD level 3 course, which teaches me about the importance of people professionals and how to thrive in this role. 

[image: What People Should Know About CPD – Perpetual Student – Knowledge ...]
Figure 1

Approaches of CPD are often represented as cycles. Figure 1 shows six stages provided by CIPD (2017); the stages are 
· Identify and plan: Identify where you are and plan how to get where you’d like to be.
· Act: Carry out your plan and be open to learning.
· Reflect: Reflection on our behaviour, learning and performance is key to learning. This is done by increasing our understanding of the subject we are studying and better understanding our behaviour, performance, and ability to learn (Waite et al., 2021, p.85). Reflection is an integral part of CPD, and studies have shown that people who reflect on their learning retain more information and are significantly more efficient at applying it to their performance (The Open University, 2024). Gibbs (1998) developed a Reflective Cycle to structure learning from experience—description of the experience, feelings and thoughts, evaluation, analysis, conclusion and action plan. The model offers a framework for examining experiences, and the cyclic nature shows that this can work for repeated experiences. It helps to allow learning from the past and planning for the future.
· Apply: Create opportunities to translate theory into practice.
· Share: Pass on information to other communities to generate greater insight and benefit from the support of your community.
· Impact: Measure the impact your learning has had on your work and community.
People professionals can carry out CPD by undertaking courses, watching webinars, reading articles, and attending conferences. People professionals can sign up for ACAS and CIPD webinars, which will keep them updated with recent legislation and help guide them on subjects such as sexual harassment or employment laws.
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Employment Law Update- Louise Dunford
25/10/2024

Ethical practice

Attended/completed a course:

NA

2020 Innovation- Employment Law Update:

25th October 2024

joined a course on Employment Law Updates with Louise Dunford
s we needed information on employment law for our HR
epartment. | volunteered o join this course to relay the
information.

In this webinar, | leared a lot of information about updates to
employment laws.

learnt alot about the increase in minimum and national iving wage
ates and employers' national insurance contributions, as this s
important and relevant for payroll purposes in the organisation and
for budgets. There were also changes to statutory sick pay, which
has increased, aswell s an increase in maternity, paternity,
adoption, and shared parental leave allowance. These are all
relevant to our internal and external payroll

I needed to keep informed on changes that we would need to make
to policies, such as the right to have paid neonatal leave.

“The webinar spoke about the change to the ‘injury to feelings'
‘award and unfair dismissals. Employees have the right not to be
unfaily dismissed from ay one. This i vial to the organisation as
we need to ensure that we are not discriminating against indivicuals
and undertaking the correct procedures when necessary.

“This will change how we work in the future as there are now
updates for minimum wage, sick pay, and annual eave, so we need
to conform to the new legislation. We need to update our policies
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accordingly to ensure that we are allowing our employees their
fights and that we can refer to the correct legislation, such as
neanatal care, sick leave, and disciplinary procedures.

“This willalso affect our clients as they are mainly businesses, so we
willput this information into our monthly newsletter and share it
with all our staf 5o that they can answer any questions the dlents
have. This also affects our exteral payroll department due to
changes to pay, for example, national minimum wage increases and
SSP changes, so this information will have to be passed on to them
50 that our payrols are correct.

I collected as much information as possible from this course to give.
feedback to other organisations and HR team members. It i
important to keep up with recent legislation across the firm.

To help the firm, | watched this webinar to pass on the information.
1 have recently given feedback to other HR team members on the
changes to the employment rights bill and we have grouped all the.
information to figure out what we need to change.  also sent an all-
staff emal with the changes listed so our staff can help our dlents
with queries.

1 passed the information on to Marketing, which has drafted a
statement for our newsletter. This will alsa be passed an ta our
payroll team for implementation in their everycay practice.
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In future, | know how to recognise symptoms of menopause, for
example, brain fog, memory loss, and difficulty concentrating. This
will help alot with performance reviews. In my organisation,
performance is an important part of the role, as all time is
chargeable to the client. Therefore, symptoms like these would get
picked up on by managers and probably raised as a concern, so we.
must be more aware that this could be due to menopause.

Going forward, | wil also keep up to date with legislation relating to
‘nenopause. This will be vital once we have developed our
menopause pol

Iknow various ways that | can help someone who is experiencing
symptoms of menopause and know how to deal with approaching
someone who may not know that they are going through
menopause. This will help me for future return to work and
performance meetings. | also intend to familiarise myself with
‘common misconceptions surrounding menopause and the potential
stigma associated with it in the workplace, as this will be vital in
creating a positive culture around menopause.
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Menopause Training with Jayne Woodman
20/06/2025

Inclusion and diversity
Attended/completed a course:

NA

During my CIPD Level 3 class, | had a session with Jayne Woodman
about menopause and how o go about dealing with menopause in
the workplace.

From this experience, | learnt a lot about the menopause. The
menopause occurs typically between 45 and 55, but the stages
perimenopause and post menopause typically happen before and
after these ages. The menopause has many effects on emotional,
physical and psychological health due to the hormonal changes.

Most women wouldnt feel comfortable talking about menopause in
the workplace or to their employer. And some women don't even
know that the symptoms theyare experiencing are due to
menopause, therefore itis important to raise awareness around this
in the workplace.

Hearnt alot about the legislation that protects those who
‘experience Menopause symptoms. This includes anti-discrimination
laws to prevent discrimination against individuals experiencing
menopause, health policies to esure healthcare providers are
educated to support individuals with menopause symptoms and
workplace accomodations to make sure they are provided with
reasonable adjustments

I now know that there are common symptoms such as night sweats,
memory fog, hot flushes and muscle and joint pain, among many
other symptoms
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In future, [ know how to recognise symptoms of menopause, for
‘example, brain fog, memory loss, and difficulty concentrating. This
willhelp a ot with performance reviews. In my organisation,
performance is an important part of the role,as alltime is
chargeable to the client. Therefore, symptoms like these would get
picked up on by managers and probably raised as a concern, sowe.
must be more aware that this could be cue to menopause.

Going forward, | will lso keep up to date with legislation relating to
menopause. This will be vital once we have developed our
menopause policy.

1 know various ways that | can help someone who s experiencing
symptoms of menopause and know how to dealwith approaching
Someane who may not know tha they are going through
menopause. This will help me for future return to work and
performance meetings. | also intend to familiarise myself with
‘common misconceptions surrounding menopause and the potential
stigma associated with it i the workplace, as this will be vitalin
creating a pasitive culture around menopause.

“This experience is helpful as we o not have a menopause policy in
my organisation, but we have been looking at implementing are.
Recently, | put forward the information | gathered from the talk with
Jayne Woodman. | started looking at policies from other workplaces
befare drafting one for my organisation.

From this experience, | have started trying to create a more positive:
culture where menopause can be spoken about openly i the office:
and at home. | have printed the posters and leaflets that Jayne.
provided, and I have put themin locations that can be seen. This
has actually sparked some recent conversations in the office
Shortly, | will send out a survey to see if people feel more.
comfortable talking about menopause.
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Mental Health First Aid Course.
27/09/2024

Learring and development
Attended/completed a course:
NA

lattendeda course to qualify as a Level 2 Mental Health First Alder.
“This course took place In the office delivered by Jamie from
Yournorth, with other members of the HR team and various other
Gepartments.

“The course helped me understand what mental health is, why.
people develop mental health conditions and what the role of a
mental health frst aider . We learnt a lot about giving advice that
needs to be provided to people suffering from a suspected mental
health condition. We learnt a lot about recognising and managing
stress anda range of mental health disorders such as depression,
anxiety, psychosis, eating disorders, suicide and self-harm. | also
now understand the impact of substance abuse on mental health.

“This course allowed me to learn a first-aid action phn for mental
health and how to putitnto place.

lalso learnt that it is important to have a positive workplace
culture. We looked at communication technigues which will help us
s people professionals to gain trust. We talked about how we often
‘do not listen to others as we are too busy thinking about what to
saynext; which made me think alot about how we communicate
and that we should just stop and listen to each other.

Following this course, | feel that | have the knowledge to advise:
those suffering from a mental health condition, and | know when it
is relevant to contact emergency services. I future, | will be able to
identify signs of stress and state how stress can be managed. | can
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also identify signs and symptoms of depression, anxiety, psychosis,
eating disorders, suicide and self-harm. | can aksa help those with
issues around substance abuse by explaining potential effects and
outlining negative consequences on employment and lifestyle.

I can now confidently put into place a first-aid action plan, which s
important or talking to someone who s suffering from a mental
health disorder.

I have tried to implement a positive mental heakth culture at work
‘and identified key areas that need to change to succeed.

“This has helped me in work; since doing this course, | have had to
‘eal with a few occasions involving mental health | was able to
identify signs of stress and anxiety and make reasonable
adjustments for the individuals. | had a difficult conversation with
Someane about mental health, and | now feel that | am a lot more
comfortable at talking about it during return to work chats and
meetings, as | understand it a ot more.





