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Professional and ethical behaviours

AC 1.1: The role of people professionals is to support an organisation’s vision and help it to succeed through employee focused initiatives. The profession is about enhancing work and improving working lives. It involves designing roles, creating opportunities, and developing organisations that enable individuals to perform at their best (CIPD, 2025).  In turn, this promotes excellent performance, and helps ensure that work is good, fair, and inclusive for everyone.

The CIPD Profession Map’s purpose is to ‘champion better work and better working lives’ (CIPD, 2025). The map provides people professionals with a comprehensive framework of fundamental behaviours, core and specialised knowledge and values of being principles led, evidence based, and outcomes driven to help HR make well-informed decisions, work confidently, drive organisational change, and progress in their careers ensuring the role has a positive impact at all levels. 

People professionals help connect employees with management, recognising that people are a key asset and how they are managed and motivated should inform the business approach. According to Peters, they align strategy and decision making by creating people plans that support business objectives by analysing turnover data and suggesting changes to improve retention (2024). 
HR oversee the entire employee lifecycle from attraction and recruitment to offboarding. With specialised skills in recruitment, employee wellbeing, learning and development and organisational design, they help businesses enhance their employee’s engagement, improve retention, maximise employee potential and maximise the potential of the organisation itself. (Taylor and Woodhams, 2022, p.90)
According to Waite et al, having ethical principles which align with an organisations vision, creates a positive work environment and with people professionals applying these principles and values to decision making, it creates work environments where people thrive and feel valued, boosting morale and improving performance (2021, p.48).
HR ensures that company policies and practices are fair and ethical, which builds trust within an organisation, mitigates risks, improves reputation and provides the business with a competitive advantage (Young, 2024). 
HR remains current through training and webinars, ensuring decisions align with current laws and evidence-based practices. It also provides insight into new methods, technology, and competitor trends. People professionals support fair, informed decisions, guide on employment law, and foster a positive culture that drives long-term success.

AC 1.2: Ethical practice within an organisation means embedding ethical values into its culture, decision-making, and daily operations. According to Young, ethical values act as a moral compass, guiding fair and responsible choices (2024).

As people professionals, its essential to uphold strong personal values and model ethical behaviour, fairness, and professionalism. A key CIPD value is being principles-led and doing what is right beyond policy (CIPD, 2025). Good work is one of my core values, reflected in my diligence, organisation, and attention to detail. This is critical in HR where accuracy directly impacts the organisation and its people.

The CIPD Good Work Index (2025) highlights that quality work supports well-being, fairness, and organisational success. In investigations and disciplinary hearings, I prepare structured scripts for managers to ensure a fair, professional, and legally compliant process, preventing miscommunication and bias. Outcome letters must be clear and accurate to reflect decisions and uphold employee rights outlining their right to appeal. Errors can lead to legal claims and reputational damage (Acas, 2025). When drafting policies, I ensure they are clear, compliant, and thorough, mitigating risks of misunderstandings or legal risk through attention to detail.

The CIPD’s profession map classifies ethics as a core behaviour for people professionals. Lawton explained ethics as ‘a set of principles, often defined as a code or system that acts as a guide to conduct’ (Waite et al, 2021, p.70). 

Ethical people management involves fairness, legal compliance, and moral responsibility. In recruitment, I ensure job descriptions are objective, and selection criteria are skills and experience based to avoid bias. The CIPD notes that fair selection impacts job acceptance, performance, and reputation (2025). I use structured and standardised interviews and consistent assessments to ensure fairness and promote diversity through unbiased decision-making.

According to McCartney, providing adjustments during the recruitment stage can encourage a more diverse pool of candidates (2024). I promote fairness by making reasonable adjustments for applicants, such as accessible interview locations, virtual options for people with mobility requirements, and extra time for candidates with learning needs. This ensures a respectful, transparent, and legally compliant hiring process that supports equal opportunity for all.

AC 1.3: People professionals play a crucial role in shaping workplace policies, culture, and decision-making. The ability to contribute and influence discussions in an informed, confident and ethical manner is essential to drive positive outcomes for employees and the organisation. According to Taylor and Woodhams, influence is essential for achieving buy in and a fundamental skill of a people professional is to be ‘friendly but assertive’ (2022, p.162).

Many HR policies, such as L&D initiatives, and performance management systems, require leadership and employee buy-in. According to the CIPD, managers are key to the successful implementation of HR policies and practices (2025). Effective communication and influence help ensure these programs are well-received and successfully implemented. Without strong HR influence, managers may make decisions that do not align with legal, ethical, or best practice standards. This could lead to compliance issues, employee dissatisfaction and reputational damage. 

Change also requires a degree of power (Taylor and Woodhams, 2022, p.161). French and Raven (1959) identified six types of power that explain how individuals influence others in organisational settings: 

[bookmark: _Hlk193017637]Legitimate – Authority from one’s organisational role
Reward – Offering benefits to gain support
Coercive – Using potential punishment to influence
Expert – Influence through specialised knowledge or skills
Referent – Gained through respect and personal influence
Informational – Control of relevant subject-specific information (Taylor and Woodhams, 2022, p.162). HR professionals can leverage different types of power to influence discussions effectively. 

People professionals hold positional power through their role in shaping culture, managing talent, and ensuring compliance. To add value and influence strategy, they must communicate confidently and earn the trust of colleagues and leaders. The ability to have courageous conversations and speak up when something is not right, is another essential skill for a people professional (Waite et al, 2021, p.77). Hesitation and unclear communication can lead to misinterpretation and undermine HR’s credibility and influence. 

By influencing leadership decisions, HR professionals can advocate for policies that foster a positive work environment, leading to higher morale, productivity, and retention. When HR is ineffective in influencing leadership, employees feel undervalued and less engaged, increasing turnover, grievances and reputational damage.

AC 1.4: People professionals frequently face complex and sensitive issues where they must balance business objectives, employee wellbeing and legal compliance. Sometimes unethical practices and illegal matters are uncovered and must be dealt with swiftly. People professionals play a vital role ensuring that the company acts ethically and legally (Waite et al, 2021, p.74). 

Unethical Issue: A newly appointed manager asked whether employees should be paid for time spent completing their NVQ qualification. Upon reviewing our policies, I found no clear guidance on training related pay, prompting concerns about inconsistency as managers making decisions in isolation can heighten the risk of unethical behaviour (CIPD, 2019). Consulting other managers revealed varied practices, some paid their staff, others didn’t, and a few only did when employees complained. This inconsistency posed a significant risk of grievances, unfair treatment, or legal claims, particularly since NVQs are mandatory.

I escalated the issue to the director, obtained legal advice, and developed a clear training policy. It was added to the employee handbook, and I delivered a toolbox talk to managers to ensure consistent application. Initially the directors resisted the change due to cost, but I explained the ethical rationale and potential consequences and with this, I gained full support across the team.

Illegal Matter: Last year, an employee raised concerns about a colleague’s dangerous driving. The colleague, a sponsored Support Worker from Nigeria, had reportedly been driving dangerously and knocked over a workplace car park sign. On review, I found only an expired international license in their file, which is valid for just 12 months after UK entry. They were contractually required to obtain a full UK license.
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When asked, the employee presented only a provisional license, claiming they were not currently driving. However, CCTV footage of the car park confirmed they were. I escalated the issue to the director and invited the employee to an investigation meeting. The employee arrived in their car, and I contacted the police, as they were driving illegally on public roads, posing a public safety risk.

During the investigation, the employee claimed race discrimination. However, clear policies, documentation, eyewitness accounts, and CCTV evidence refuted the allegation. The disciplinary hearing concluded with the employee admitting to illegal driving and being dismissed for gross misconduct.

AC 2.1: Inclusive workplaces are beneficial for both people and business. According to Mattina, when employees feel they belong, they are more invested and motivated, positively impacting profitability, team morale, and retention (2025). How fairly an organisation treats their employees has been shown to directly impact employee’s satisfaction and motivation levels. People value relational fairness, how we are treated compared to others. When others receive special treatment, we feel undervalued and excluded (Investors in People, 2019), negatively impacting performance and damaging the company’s reputation. 

Herzberg Motivation-Hygiene theory demonstrates the importance of Motivator and Hygiene factors on employee motivation and performance. Motivator factors such as recognition, achievement and growth are essential to feeling valued, increased performance and job satisfaction. Whilst hygiene factors like salary, working conditions and job security need to be satisfactory to employees to prevent dissatisfaction and turnover, they alone will not enhance motivation (Waite et al, 2021, p.168). The model emphasizes that companies that prioritise recognition, responsibility, and meaningful work benefit from higher engagement, commitment, and long-term success.

Adams’ Equity Theory of Motivation states that employees compare their efforts and rewards to their peers. It suggests that motivation is influenced by rewards received relative to how people feel they have contributed, how hard they have worked and what experience they have. The theory focuses on fairness, equality, and the impact of social comparison (Word of Work Project, 2024). Perceived imbalances, such as preferential treatment, can lead to dissatisfaction and reduced motivation, while fairness and transparency enhance engagement and a sense of value.

As a people professional, I see a clear link between fair treatment, recognition, and motivation. When employees feel excluded or undervalued, they disengage and may seek other opportunities. In contrast, feeling included and appreciated boosts engagement, loyalty, and fosters a positive culture that supports long-term business success.

[bookmark: _Hlk159579697]AC 2.2:  Managing change and implementing new initiatives, whether urgent or planned, is a key skill for people professionals. The key to introducing new initiatives is managing them effectively through knowing your employees and considering the effects the change will have on them, transparency, communication and training (Waite et al, 2021, p.37). 

Ensuring inclusivity requires recognising workforce diversity and involving representatives from across the organisation when implementing business-wide initiatives. I was recently involved in the merger of two companies which fall under the EH Group, with Pembrokeshire Care Ltd (PC) becoming part of Elliots Hill Ltd (EH). We anticipated a smooth TUPE process due to no changes in roles, terms, or branding. However, we acknowledged that long-standing PC employees might still feel uncertain or anxious about the transition.

To promote transparency and inclusivity, I consulted relevant managers about the merger, then shared a positive Yammer announcement across all companies, highlighting that it would ‘create a stronger, more efficient and united organisation’ (The EH Group, 2025). I also attached FAQs and invited questions. I also wrote individually to all PC employees, confirming TUPE applied and inviting nominations for employee representatives.

After receiving nominations, I confirmed each nominee’s willingness to stand and explained the process. The elected representatives reflected a diverse group of employees. I then held a consultation meeting, outlining each step and encouraging questions. When a sponsored employee raised concerns about redundancies and sponsorships, I clarified TUPE protections and updated the FAQs to address this, ensuring all employees received the revised version to ease concerns. 

After the consultation, I shared the presentation on Yammer for transparency and issued a final letter confirming the merger date. On the day, I welcomed PC employees with a message from Elliots Hill and announced the completed merger, which was well received. Throughout the process, I prioritised inclusivity, transparency, and open communication, engaging managers, consulting staff individually, and appointing diverse representatives to ensure all voices were heard. I used lessons learned to respond to concerns (Roberts & Tracey, 2024) and have continued to support integration by maintaining open communication and addressing ongoing queries.

AC 2.3: Since joining The EH Group in August 2023, I’ve gained experience across all HR areas, strengthening my technical knowledge and helping to build collaborative relationships. Progressing from HR Administrator to HR Officer and now line-managing the Recruitment Administrator has enhanced my ability to work inclusively and effectively lead within a team.

As the first point of contact for employment queries, I use sensitivity and clear communication to support a diverse workforce. I advise managers daily on employee relations matters, ensuring guidance is legally sound and delivered in an approachable manner. This has built trust in HR and contributed to a positive work environment. I’ve learned that balancing professionalism with empathy is key to building trust and promoting inclusivity and I adapt my communication style to suit the individual. 

During my time with the Group, I have received constructive feedback from senior colleagues. My manager, Suzanna, noted that I play a key role in employee relations, providing trusted advice to Area Managers and staff, which has helped foster positive cross-departmental relationships. She praised my leadership in a recent high-profile case, as well as my professionalism and reliability when covering for senior colleagues, reflecting the confidence others have in my work.

Suzanna also encouraged me to further develop relationships with the directors through greater visibility, further strengthening those connections and supporting my continued growth in influence and collaboration at a senior level. She highlighted my ability to step up in the absence of senior staff, which speaks to the trust placed in my working relationships. 

Nia, Head of HR, advised me to continue building confidence in asserting myself while maintaining the respectful and effective working relationships I have developed. She recognised my growing leadership presence during operations meetings reflecting my progress in building trust and collaboration with senior colleagues.

Overall, my ability to work inclusively and positively with others is grounded in mutual respect, continuous learning, and a commitment to collaborative work. I value feedback as a tool for growth and I am committed to fostering a workplace where all voices are respected and supported.

AC 3.1: The CIPD international survey report advises that HR is rapidly and constantly evolving, due to advancements in technologies such as AI, political issues, different ways of working and changes in employment laws (2023). These changes mean that as an HR Officer, I will need to commit to continuous learning to stay updated with the latest HR practices, technologies, and legislative changes. 

The CIPD suggests that growing priorities for HR are workforce planning and management, upskilling and capability, measuring productivity and financial performance and being adaptive to changing work environments and digital transformation (CIPD, 2023). 

At work, I am increasingly involved in strategic workforce planning, advising on complex matters and digital innovation with our systems. There is a clear expectation to be current with changes in employment law and technological advances, acting on the best interests of the business and swiftly offering solutions that are legally sound but also aligned with organisational goals and values.

According to the CIPD, businesses will increasingly expect HR professionals to build digital capabilities, close skills gaps, and apply their people expertise to support and drive successful digital transformation (2020). Enhancing my digital skills is essential to understanding how new technologies work and how to use them to increase efficiency in HR processes and AI automation. I will also need to be mindful of ethical considerations and legal frameworks around the use of AI and ensure they align with inclusive people practices.

We are currently replacing our HR system with an AI-driven HRMS. This requires me to be confident in using technology to streamline HR processes, interpret people analytics, and contribute to informed decision-making. To adapt effectively, I am focusing on developing my analytical skills and staying up to date with changes in employment law. My manager has also highlighted the importance of building stronger relationships with the directors, making increased visibility and influence a key development goal. While studying for my CIPD Level 5 is enhancing my strategic HR capabilities, continued growth will also come from experience, constructive feedback, and targeted CPD activities.


	Development Need
	Action
	Target Date
	Outcome/Impact

	Stay current with employment law
	Subscribe to legal updates and attend quarterly employment law webinars
	Ongoing
	Ensure compliance and provide up-to-date guidance to managers/ directors

	Build relationships with senior leadership
	Schedule regular interactions and contribute more to operational meetings
	May 2025
	Increased visibility and influence within the organisation

	Improve data literacy and HR analytics
	Attend meetings regarding the new AI HRIS system and get training on how to use it and understand data interpretation
	July 2025
	Confidently use HR data to support insights and business decisions

	Support digital transformation in HR
	Learn about AI and automation tools used in HR processes
	August 2025
	Drive efficiency and innovation in HR service delivery

	Enhance strategic skill set and knowledge within HR team
	Complete all CIPD Level 5 modules and obtain qualification
	March 2026
	Increased trust in HR and stronger alignment of HR practices with business strategy




AC 3.2: Using a combination of my own reflections and feedback from my line manager, I have assessed myself against the specification outlined in my job description as HR Officer.

A key focus of my role is supporting employee relations casework across the Group, ensuring high quality HR support that aligns with best practice, mitigates risk, and supports the Group’s objectives. This is a core strength of mine as I regularly provide reliable advice to Area Managers and staff, often leading complex cases. Most recently, I managed a high-profile case and received positive feedback from both my manager and the directors for my professionalism and diligence. My ability to deliver accurate, timely advice independently reflects my growing confidence in this area.
Attention to detail and accuracy is also essential to my role. Suzanna recognised the quality of my work as "second to none" which is a key competency as maintaining accurate HR records, auditing, and compliance with regulations is fundamental. I maintain records with precision and consistency, contributing to effective operations and ensuring the organisation is always prepared for audits. Suzanna noted my ability to handle shifting priorities and multitask under pressure, I effectively manage high workloads, prioritising tasks in line with my job description.

As my role requires, I am adaptable and committed to learning. Since moving into a generalist HR role, I’ve pursued professional development through CIPD Level 5 studies and employment law webinars. Suzanna highlighted my enthusiasm for new tasks and how I apply learning to improve my performance.
A development area, noted by Suzanna, is building confidence and assertiveness, particularly when advising senior staff or navigating challenging situations. While I have made progress, I recognise the need to assert my judgement more firmly while maintaining strong working relationships. I also need to develop my leadership skills as I have recently obtained line management responsibility for a colleague. 
Overall, I have demonstrated strong alignment with the role’s expectations, especially in employee relations, HR operations, and continuous improvement. Feedback has affirmed my strengths and highlighted areas such as confidence and assertiveness, which I continue to develop to support my growth. 

AC 3.3: Following on from my self-assessment, I have identified a range of development activities to support both my current role and future professional growth. I have selected these based on feedback received and my own reflections on areas where I would benefit from further development.

	Development Need
	Action
	Target Date
	Outcome/Impact

	Enhance HR knowledge to align with current role and future progression.
	Continue CIPD Level 5 Apprenticeship
	Ongoing
	This qualification will enable me to continue to support HR Operations and the organisation as I will be equipped with an elevated proficiency in HR.

	Ensure up-to-date knowledge to support confident, accurate ER advice.
	Attend Employment Law Webinars 
	Ongoing
	Ensure I remain current and confident when advising line managers on complex issues.

	Strengthen rapport with Directors and improve visibility.
	Shadow senior HR Colleagues and attend Director meetings
	Within 3 months
	More face-time with the Directors and increase my confidence in high-level conversations. 

	Build influencing and confidence skills to enhance senior level engagement.
	HR Leadership or confidence building Course
	Within 6 months
	This will enhance my confidence and improve my presence when engaging with senior leaders and Directors.

	Mentor and line manage colleague 
	Provide guidance to colleague, seek advice from my own line manager and develop mentoring capabilities.
	Within 6 months
	This will help develop my managerial skills, build confidence in my own knowledge and abilities and enhance my understanding of other managers responsibilities.



I chose continuing my CIPD level 5 qualification as it strengthens my HR generalist skills, reinforcing best practice in employment law, employee relations, and organisational development whilst also directly supporting my daily work. I will also continue to attend webinars on employment law as this is essential for my role and ensures I can confidently advise managers on complex issues. 

An area identified for improvement is my confidence and assertiveness, therefore I have opted to attend a leadership skills or confidence building course to develop stronger executive presence when engaging with senior leaders and Directors. Finally, I determined that shadowing my manager, Head of HR and attending more Director meetings would enable me to build a stronger rapport with the Directors, deepen my strategic understanding of the business, and increase my confidence in contributing at higher level meetings. 

Mentoring and line managing a colleague will strengthen my managerial skills, boost confidence in my HR knowledge, and deepen my understanding of management responsibilities. With support from my own manager, this will also develop my communication, delegation, and leadership abilities.

AC 3.4: Reflecting on three development activities I have undertaken over the last year, I can clearly see how each has contributed to improvements in my performance, confidence, and overall effectiveness in my role. These activities have supported my progression from an HR administrative level role into a more complex and strategic HR Officer position and have helped shape my current work behaviours, built my confidence and have strengthened my ability to contribute meaningfully to the organisation. 



	Development Activity
	Learning Outcome
	Reflection on Impact
	Date Completed

	2024 Pay Review Process Involvement
	I developed my understanding of pay benchmarking and strengthened my understanding of reward structures, performance-related pay, and job evaluations.
	Participating in the annual pay review gave me exposure to the reward and recognition side of HR, an area I had limited involvement in prior to this. I gained insight into how pay benchmarking, performance-related pay, and job evaluations work within an organisational setting. This developed my analytical and decision-making skills and gave me the confidence to engage in more strategic conversations with senior leaders.
	April 2024

	Completion of CIPD Level 3 Qualification
	I gained a foundational knowledge in employee relations, employment law, and organisational behaviour.
	Undertaking and completing my CIPD Level 3 has significantly enhanced my foundational HR knowledge. It provided me with a structured understanding of key areas such as employee relations, employment law, and organisational behaviour. As a result, I have become more confident in applying theory to practice, especially when advising line managers and working independently on employee relations matters. This qualification marked a turning point in my transition toward a more generalist HR role.
	July 2024

	TUPE Process: PC to Elliots Hill Merger
	I applied employment law in practice, learned about TUPE and I developed skills in change management and sensitive communication.
	Being actively involved in the TUPE process during the merger was a valuable experience. It helped me apply employment law in a real life context and deepened my understanding of change management and employee communications. I learned how to manage sensitive processes with professionalism and accuracy, and it greatly improved my ability to remain calm and solution-focused under pressure.
	March 2025
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[Driving Licence You are required to obtain a valid Great Britain (GB) driving licence within 12
months from when you arrived in the UK and when driving on a non-GB
licence you must be competent to drive in the UK. Please also see clause 22.]





