Professional Behaviours and Valuing People – 5C003

1. Understand the purpose and value of the people profession 

[bookmark: _Hlk186447447]Q: With reference to the CIPD Profession Map, appraise what it means to be a people professional (AC 1.1)

The CIPD profession map sets standards and provides a framework for people professionals with the purpose of all they do at the centre, to champion better work and a better work life.  The purpose of the role is focused on delivering and putting people at the heart of all they do, ensuring decisions and practices are conducted fairly, consistently and with transparency. People professionals should be outcome-driven, principle-led and evidence- based. All these values are required of a people professional in supporting the organisations vision and goals and driving change. By demonstrating this it will give them the power to shape good work and good working lives.  The standards set in the Profession Map are relevant to all people professionals regardless of their role (CIPD, 2023).

Whereas the CIPD profession map sets the standards for people professionals, the CIPD code of conduct sets the obligations and expectations for its members to abide by. For example, the code of conduct January 2023 sets the expectations to include good character, civic virtue and stewardship, and professional service and competence (CIPD, 2023). Building core knowledge, skills and behaviours and adhering to the CIPD code of conduct is key for people professionals. A people professional is responsible for upholding ethical standards and ensuring fairness and transparency, promoting equality and diversity in the workplace to create a positive and inclusive workforce.  The profession map outlines core knowledge that people professionals must have good basic knowledge of its people and the culture of the organisation, this will help them to evaluate using evidence-based practice for positive outcomes. For example, new starter feedback questionnaires can give an insight into the experience of onboarding and inductions, which can be analysed by people professionals to help drive employee retention and to recognise areas of improvement. Maintaining confidentiality, fairness, and being honest and respectful are essential behaviours for people professionals upholding high standards and demonstrating ethical values and personal integrity, both of which are required for good decision making without bias.  These behaviours build confidence and trust, enabling people professionals to positively engage with stakeholders, work inclusively, and influence to drive change, which is an essential role within the organisation (CIPD, 2024).







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.  (AC1.2)


Loyalty, kindness, and fairness are my personal values, and believe in always being kind and treating others as I would want to be treated myself. Integrity is essential for doing the right thing, for example in my role of HR Officer I manage sickness absence and undertake welfare calls, some of these calls are highly sensitive, of which I handle with the upmost compassion and empathy, offering support through our internal counselling services, our money advise team or simply by listening.  However, managing sickness can also bring difficult decisions, and by handling these with the same empathy and compassion will ensure transparency.  If I am faced a decision for ill health dismissal, I explore all other options such as redeployment or reduced hours, if this is not possible then this process is dealt with in the same values, with kindness, fairness and with empathy and compassion.  By basing my outcomes on my personal values and acting with integrity will help me in making good decisions (CIPD, 2024).

Honesty, compassion, trust, and respect are important to me, and this is no different to my ethical views. Our ethical values can be defined as our moral compass and how we make decisions. Having integrity is vital in my role as HR Officer. I always go above and beyond in trying to help, and it is important to me to build strong relationships with colleagues, so they can trust in my advice and guidance. I recently conducted a mediation session following a grievance with 2 employees, this was my first mediation and both parties had full trust in me and the process.  The session was extremely successful and both parties were happy with the outcome, which in turn gave me confidence and satisfaction that I had completed the process fairly and successfully.  This can be described as utilitarianism which is an ethical theory that considers the actions or actions that come from happiness in doing the right thing (Waite et al.,2021).  













3. Know the importance of people professionals contributing to discussion 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. (AC1.3)

People professional’s role is to support the organisational goals and values to drive positive change.  To do this they need to have the courage and influence to contribute to discussions and communicate clearly and confidently. This ensures that the message you are delivering is understood, respected, and acted upon.  To be effective the message you are delivering needs to have clarity to avoid confusion, it needs to be delivered confidently to gain attention and trust.  People practitioners also need to ensure that the message is informative, using accurate data to back up what is being said, for example if you are doing a presentation ensure that your information is relevant, current, and tailored to your audience. Together, this will ensure that people practitioners are effective in the ability to influence others and it will ensure that their ideas and messages are understood, accepted, and acted upon (Taylor and Woodhams, 2022). 

In addition to good written and verbal communication, there are various other techniques when it comes to influencing. For example, Robert Cialdini’s six rules of influence, or French and Raven have identified 6 different powers to effectively influence others, coercive, reward, legitimate, expert, referent and informational power, each one has a different level of effectiveness.  Coercive is a forceful method of influencing, pushing others to do something they don’t want to do.  This power is not likely to be effective and could lead to low morale, disengagement and to leave the organisation, whereas reward power could be more successful as this shows gratitude, it could be something as simple as thank you (The World of Work Project, 2019). 

It is important for people practitioners to be effective in being able to influence others as they are instrumental in driving change within the organisation.  If people practitioners are unable to influence others it can have a negative impact on the organisation, which can include a workforce that is resistance to change, delays in implementation of new systems or policies resulting in a lack of employee engagement, low morale, and a high turnover of staff.  If people practitioners are not willing it can lead to missed opportunities, loss of trust in the department and bias within organisation which can undermine the organisations values and reputational damage.









4. Know when and how to raise matters that might be ethical or illegal.
Q: Discuss, with examples, when and how you would react to both unethical and illegal matters (one of each). (AC 1.4)
Reacting to unethical and illegal matters is a serious responsibility for people practitioners and needs to be dealt with quickly and with careful consideration in upholding both the organisational values and the law. Organisational culture can influence ethical or unethical behaviour and if that culture is influenced by not following fair or consistent policies it can cause frustrations in the workplace, this in turn is more likely to lead to unethical behaviour or illegal matters (CIPD, 2019). 
I have been working in my current role as HR office for almost 2 years and have unfortunately seen a few cases of unethical behaviour.  Recently I have been working closely with a service manager and noticed that they were treating some individuals more favourably than others, which I did not agree with.  I acted on this and started investigating which resulted in low morale, tension, and bad feeling. I took steps to rectify this by training, mediation and new policies and procedures for that project.  Other examples of unethical behaviour can include asking others to do something they are not comfortable with, cheating or not taking ownership for mistakes and blaming others.  In any situation where I believed unethical behaviour was occurring, I would always raise this and investigate to understand why and put measures in place to rectify so this did not happen in the future.  I believe integrity is essential (CIPD, 2019).
As with unethical behaviours, illegal matters require immediate action. Consequences of not acting could lead to reputational damage or fines to the organisation. Examples of illegal matters can include theft, harassment, and fraud.  Unfortunately, I have experienced dishonesty in the form of the theft, within the workplace which made their employment untenable. I reacted immediately and acted with empathy and compassion, as this was life changing for this individual. I have no hesitation in dealing with difficult matters when they arise and ensure that I act fairly and with compassion. 

With both unethical and illegal matters I would react the same and investigate in a timely manner to make informed decisions, fairly and with honesty upholding my values and that of the organisation. The Volkswagen emissions scandal in 2015 is an example of where unethical behaviours were demonstrated, the cost to the business was huge not only finically and reputationally but also to the environment, emitting pollutants up to 40 times that  was permitted in the US (Hotton, 2015).






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)
The human and business benefits of people feeling included, valued, and fairly treated at work is crucial for employee wellbeing and the success of the business.  This concept can be analysed through Maslow’s Hierarchy of Needs who suggests that human motivation is driven by a progression of needs demonstrated in a 5-tier pyramid. Maslow argued that basic needs need to be met before moving up the pyramid, such as a safe working environment or a clear and fair pay structure. Once those basic needs have been met employees will begin to feel safe and to have a sense of belonging.  Motivating employees using Maslow’s theory will foster and promote inclusion and fairness.  When employees feel respected and valued it gives them a purpose bringing job satisfaction, the ability to reach their full potential and they will feel valued, included, and treated fairly which in turn benefits the business as they have a happy, motivated workforce performing at their best contributing to the success of the organisation (McLeod, 2024).
Another motivation theorist Daniel Pink tells us that there are three forces that motivate us, Autonomy, mastery, and purpose.  Autonomy refers to the freedom employees have in their role and empowering them to make their own decisions.  The second force theory is Mastery which supports everyone’s desire to develop, if this not supported employees will start to feel demotivated and disengaged. By supporting this, the organisation will encourage growth, creating a fair environment.  The final force is this motivational theory is purpose, it is about making the employee feel valued by demonstrating that the employees work is contributing to the organisational goals and recognising their roles.  This will ensure that the employee will feel valued, included, and fairly treated and as with Maslow’s theory will create a happy, motivated workforce performing at their best (Bitesize Learning, 2023).
I believe that trust and transparency, good communication and building positive relationships are the basics of the human and business benefits of feeling included, valued, and fairly treated. To build trust you need good relationships and provide open and honest communication. You also need to be fair and without bias, treating all stakeholders equally and respectfully, demonstrating this by following through with actions, listening, and showing empathy.  You could argue both theories would be effective if the values I have listed were demonstrated.







6. 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)

Our organisation is currently undergoing many changes and at present we are in the process of implementing a new HR system. To begin this initiative, questions were included in our annual opinion survey around our current system and what employees would like to see in a HR system.  It was important to gather as much information as possible to help the people services team understand what was required for the new system.  Focus groups were created to help in making a wish list of what was required in the new HR system and some employees were invited to attend demonstration meetings with different system providers to see how each system worked and what it could provide.  Making use of feedback and information from focus groups is a positive way to ensure that you are designing your initiative to be inclusive, and you are demonstrating that the opinion of your employees is important.  This also ensures that employees are buying in to the change which will ensure its success (CIPD, 2019). 
Once the initiative has been launched it is essential to measure the impact and to continue to check inclusivity.  This can be achieved by holding regular employee surveys, and analysing feedback on what works or if there are any concerns. I would encourage focus groups to continue to discuss the effectiveness of the system, for anything could be improved or changed.  Continuing to gather feedback from all stakeholders through questionnaire’s and focus groups will show that we are demonstrating we are listening and creating an environment of inclusivity (CIPD, 2019).
During our training sessions there is a growing excitement within the organisation for the launch of the new system and the changes to come.  I believe this is due to the effectiveness of good communication, the use of feedback to include the voices of all stakeholders and the inclusion of focus groups which if continued will ensure inclusivity during and after the initiative has been implemented.








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)  
The ability to work inclusively and positively with others is integral to me, I naturally want to help and support.  It is important for me to recognise, respect and value all stakeholders regardless of age, gender, abilities, ethnicity, and culture.  Feedback from my colleagues says that I am extremely respectful of others and go above and beyond in making everyone feel welcome and included, and I am consistent and fair with a great deal of empathy and understanding of people.
I recognise that effective communication is essential to my role, it’s about building trust.  I always prefer, when possible, to pick up the phone or call on teams as opposed to sending an email, this enables me to build stronger relationships with my colleagues, and most importantly the trust I believe is needed for my role. Recent feedback from my director says that I communicate extremely well with others and that I am extremely respectful of my colleagues. This is lovely to hear and gives me the confidence and knowledge that I work positively within the wider team, and I have their trust.  As a people professional I am setting an example, demonstrating working inclusively and positively with others. I am passionate in creating a workforce that is inclusive and supporting an environment where our employees feel empowered to do their best work.
When gathering my feedback, I sent questionnaires to my colleagues in the wider team and met with my Manager and Director.  The feedback my Manager and Director gave me confirmed that I work inclusively, and I have positive relationships.  My director fed back that when he visits projects I am always mentioned, and to pass on their thanks for all my support.  During my managers feedback she told me that I am extremely helpful in ensuring the success of the team, however she also told me that I need to develop my confidence. On reflection I can lack confidence and self-belief and am taking steps in my development to help with this.  Delivering training is something that does not come naturally to me and I am hopeful that by putting myself out of my comfort zone will help to build my confidence.







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)
The role of people practitioners is constantly evolving, driven by technology, organisational structures and processes, diversifying employment relations and sustainability.  People practitioners must continuously develop their skills and knowledge to remain effective in their role.  This is needed to ensure that organisations can respond to business needs and external factors such as the advancement of technology, changes in employment law or change in employees expectations (CIPD, 2021).
The recent changes to employment law, such as flexible working will take effect from April this year, and our policies and procedures were updated accordingly.  To communicate the changes, people services department have arranged for face-to-face training sessions to be held around Wales delivering to managers, which will be my first experience of delivering training.  I feel it is important in supporting the team and the organisation to communicate our policies and any changes ensuring that managers and employees have a good understanding of what is expected of them (CIPD, 2023).
Our organisation is a charity that supports mental health, addictions and many other projects within the community and is constantly growing.  The current economic climate means that to remain relevant we need to review our projects and look at developing new services.  For me to evolve and progress with the organisation I will need to develop my skills and knowledge around the TUPE process so I can support the organisation by equipping myself with the knowledge and skills to be confident and compliant as set out by ACAS guidelines.
To progress within my role as HR Officer, I have undertaken the CIPD level 5 course.  This will help me to learn and develop as people professional, enabling me to evolve and adapt to the organisation’s visions and goals and changing needs. The people profession report 2030 reflects that it is important to look ahead, collaborate, and work together to shape the future, which requires ongoing professional development and a commitment to continuous learning. This ensures continued relevance, effectiveness, and the ability to drive change within the organisation (Green, Peters and Young, 2020).
 






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) 
I have chosen Humanity and Supporting Managers from the core behaviour areas of the CIPD Profession Map at associate level to assess. I chose Humanity as treating people fairly is important to me and I want to ensure that I do this to the best of my ability.   I have also chosen Supporting Managers, I believe this to be an essential behaviour to coach and advise for best practice within the organisation.
Treating people fairly is something I am passionate about. I treat all stakeholders equally, demonstrating kindness, respect and without bias.   Helping managers is important for me and I get a great deal of satisfaction knowing that when a manager asks for advice and guidance, they trust my opinion, and can support in a potentially challenging situation.  
My feedback from colleagues, manager and director has been positive. I received completed questionnaires from my colleagues and in person from my manager and director.  My colleagues fed back that they always feel I treat people equally, and that I listen impartially.  My manager told me that I am consistent and fair with a great deal of empathy and understanding of people.  When I spoke with my director, he said that the relationships I have built are strong and that when he is visiting projects, managers always highlight to him how helpful I am to them, and they value my advice.   My manager also told me that I offer practical support, advice, and guidance as a more experienced member of the team.  
Reflecting on the feedback I have received along with my own conclusions has helped me identify my key strengths, weaknesses, and my development goals. My main strengths are my integrity, professionalism, and my skills and knowledge which I feel I demonstrate well as this has been highlighted in my feedback, I am fair and impartial. I did have some feedback with regards to my confidence, my director told me that ‘I sometimes think that I don’t realise how good I am and could be more confident, as proposals and managing people/situations are spot on’. I know I need to work on this and is reflected in my development.  






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 and 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) 

I have chosen to develop my skills and knowledge in training and chose the internal training ‘train the trainer’ which is a 2-day accredited course which I hope will give me the skills to confidently deliver the training for understanding policies and procedures we are currently delivering to Managers.  Once I have the confidence it will enable met and to support the team and organisation in delivering training when required in the future.  By shadowing my colleagues who are experienced will give me a greater understanding of what is expected of me.  This is perfect for me to upskill and to support my ongoing learning and development.
Our organisation is constantly evolving, and we are securing more projects and services, so I have chosen to upskill my knowledge in the TUPE in and out process, enabling my growth along with the organisation and ensuring I am compliant. I have completed ELI spreadsheets and consultancy meetings for TUPE in but want to learn the whole process for both TUPE in and OUT from start to finish.  
I have chosen to complete my CIPD Level 5 to progress within HR.  I am currently working as HR Officer and feel I have a lot to give the role and want to do this to the best of my ability and I feel that the CIPD level 5 will give me the additional knowledge and confidence I need to do this.









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) 


	
Development record





	NAME:
	Helen Thomas

	MEMBERSHIP NUMBER:
	

	COVERING THE PERIOD FROM:
	October 2024
	TO:
	December 2024








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

	
September 2023
	
CIPD – Level 3 
	
To progress within HR – I had been a HR administrator for several years and wanted to progress and the requirement to do this was complete CIPD – Level 3
	
I leant about the various activities within HR, the employee lifecyle, ethics and what it means to the organisation, and the core behaviours of people professionals
	
I have been in this role now for approximately 2 years and have put in practice many things that I learnt to give me the confidence to conducti investigations and disciplinary hearings, grievances and absent management.
For my development and to progress to the next level, and to increase my knowledge and confidence I am required to complete my CIPD – level 5

	
December 2024
	
Certificate in Workplace mediation with Resolution at Work – 5 days residential training followed by post session questions
	
I was chosen by my director to complete this training as part of my development.  My director wanted to have a trained mediator in his team, and he thought I was the best fit for this role.
	
I learnt how to successfully mediate for a positive outcome, fairly and with impartiality.
I also leant a lot about myself, this experience was completely out of my comfort zone, which helped build my confidence and self-belief.
	
I have used my mediation skills to successfully conduct mediation with 2 employees.  This has given me confidence in my ability in putting my skills into practice.


	
October 2024
	
Managing Grievances effectively – ACAS online training
	
I chose this online training to upskill and to keep my knowledge current to ensure that I will be managing grievances as per the ACAS guidelines.
	
I gained the confidence in knowing I manage the process effectively, fairly 
	
I have use this since and managed the grievance process fairly and with a positive outcome.


















	
Development plan





	NAME:
	Helen Thomas
	MEMBERSHIP NUMBER:       
	

	COVERING THE PERIOD FROM:
	1st January 2025
	TO:
	31st December 2025



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

	To develop my skills and confidence to deliver training
	Undertake train the trainer internal 2-day accredited training course. 
Shadow in training sessions with colleagues
Complete my own training with support.

	Internal training course 5th and 6th February 2025
Shadow training 15th January 2025
Deliver with support, training session 19th February 2025





	Success will be measured through managers having gained a better knowledge and understanding of our policies and procedures through feedback and their practice within the organisation
	Completion of training on 6th February 2025
Shadow training session on 15th January 2025
Complete training on own 19th February 2025


	To be proficient in the TUPE in and TUPE out process transparency while adhering to a compliant process. I have been completed ELI information, and have completed consultation meetings for TUPE, but I am looking to learn the process completely from start to finish.







	Sitting in TUPE meetings, including mobilisation meetings to learn and understand the process from the beginning. New service TUPE in, mobilisation meetings have began, sat in on mobilisation meeting on 15th January and will join next meeting on 27th January - 
Shadowing colleagues
Read ACAS website.
Keeping up to date with webinars from our legal advisors – Blake Morgan
Podcasts

	Support of my manager and colleague, joining meetings, shadowing etc. 

 




	I will be heading the next mobilisation meeting with a view to start consultations in March/April.  
	To be completed by 1st May 2025

	To be proficient in the redundancy process –  


	Sitting in redundancy meetings at each stage
Shadowing colleagues
ACAS Website
Podcasts
Webinars with legal consultants Blake Morgan
	Support from my Manager and experienced colleague to sit in on meetings and shadowing.
	To undertake meetings on my own and follow process from start to finish in a fair and complaint way
	We don’t currently have any redundancy meetings pending, but could potentially have some in March/April for completion in May/June 2025
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