Q1. Explain what is meant by ‘ethical principles’ and ‘professional values’, and how these inform the way people approach their work. (AC1.1).
Ethical principles govern how an individual behaves. Honesty and doing the right thing, treating people with fairness, being respectful and having good morals are all positive examples of good ethical principles and behaviors.  These can affect the way people approach their work as they are needed to ensure good decision making and that colleagues and employees are treated equally and in a fair and respectful way.  They need to know that there are consequences if bad decisions are made. People Practice, a complete guide, p70 explains that there are three main ethical perspectives to consider, Deontology – doing the right thing based on justice, fairness, and equality. Teleology - based on actions must be judged and Utilitarianism – The theory of morality. (Waite et al., 2021).  
CIPD Profession Map on page 71 fig 3.1, People Practice, a complete guide shows there are three basic behaviors. Values and Beliefs, Personality and Behavior.  (Waite et al., 2021). An individual’s values and beliefs are invaluable to the way they approach their work, they need to adhere to and respect the organisations code of conduct and follow and lead by example.  Organisations have set values that need to be followed, Adferiad Recovery has 4 values, Working together, Dignity and Respect, Quality Care and Respect and Learning and Reflection. All employees should have and follow these qualities and should approach their work adhering to these values.    (229 words) 

Q2 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 this (AC1.2).
On 1st January 2023 CIPD launched a new updated Code of Practice which brought it in line with the challenges relating to People Professionals in today’s Society. Point 4 in the new code of conduct highlights Professional Service and Competence. (CIPD, 2023). People professionals could conform to this by continuously looking to develop their knowledge and keep up to date with legislation and processes.  If required, the people professionals at Adferiad Recovery have access to legal advisors, and a direct helpline with lawyers available for guidance and support on any matters should it be required.   This is a trusted source of legal advice outside of Adferiad and is used when a matter should arise that is outside of our knowledge or confirmation is required where we are dealing with a highly sensitive or legal matter. 
Confidentiality is a must for people professionals as a lot of sensitive and personal information is held.  To conform and ensure that all information is kept safe and secure we can ensure that all sensitive data is restricted access only and any files that need to be sent electronically to a third party need to be encrypted and documents are password protected.  
Section 3 of the new CIPD code of Conduct highlights Good Character. To conform People professionals need to act with integrity and honesty, to be transparent and respectful.  People professionals need to be role models and need to set standards treating all colleagues and employees with equality, fairness and respect. (247 words)


Q3 – Describe how a people professional would demonstrate respectful and inclusive working in relation to (AC2.1).
· Contributing views and opinions
· Clarifying problems or issues
· Working effectively as part of a team
The way People Professionals work with others is very important in inclusive working, they need to set standards and ways of working clearly, with honesty and respect.  People professionals need to have compassion, empathy and the ability to listen and communicate.
There are many ways People professionals can demonstrate respectful and inclusive working in relation to Contributing views and opinions. They need to be able to communicate clearly and positively.  People professionals need to be able to both engage and listen.  They need to know what information or message needs to be given and delivered clearly including the motives and reasons of what they are saying and why.  There can be five points to remember when contributing your views and opinions. 1. Why? 2.Listen, then talk, 3. Empathy, 4.be assertive and 5. confident and simplify and be concise. (How to Express Your Views Clearly and Positively, 2020). You need to have a purpose to your view or opinion, and you need to be able to express it in a clear and positive way.  You need to listen to all points of view or opinions and to show understanding and empathy to colleagues’ opinions. People professionals also need to be confident in what they are saying to ensure that your views and opinions are clear and understood.
Clarifying problems or issues can be demonstrated respectfully and inclusively by ensuring any issues or problems are identified and that the whole team involved are included and working towards the same goals.  People professionals need to ensure that they communicate to avoid any misunderstandings and by working inclusively will ensure that positive outcomes are achieved.
People professionals demonstrate respectful and inclusive working in relation to Working effectively as part of a team by recognising and respecting others in the workplace.  There are many different characteristics in the working environment and the need to show respect to all is paramount.  Everyone is different and everyone works in different ways and this needs to be respected and recognised. People professionals need to be inclusive and ensure that everyone has a voice.  There is an article by Nirmal Kumar on Linkedin that recognises this. (INCLUSIVE & RESPECTFUL WORK ENVIRONMENT, no date).  People professionals need to provide help and support to nurture and develop the team.  We are a relatively new People professional team in Adferiad Recovery and in the last 6 months I have been supported and given all the encouragement and skills to progress, this has made me feel valued and very much part of the team and has motivated me to be the best I can.  Making your employees or colleagues feel valued is integral to an effective working team.  (445 words)





Q4 – Summarise different ways a people professional would stay up to date with people practice and world of work issues and developments, highlighting ways in particular, that you have personally found effective (AC 2.2)
There are many ways a People Professional can stay up to date with people practice and world of work issues and developments, this can include using the CIPD website, listening to webinars and podcasts through Linkedin and CIPD.  Within my role at Adferiad Recovery, our legal advisors Blake Morgan provide webinars covering various aspects of HR based subjects which I find particularly interesting and effective.  The latest being Managing sickness absence and supporting employee wellbeing.  The webinar went into great length to support, giving advice with all aspects of supporting our employees with sickness absence and wellbeing which I found very useful in my development into my new role. Other webinars that Blake Morgan have delivered have included Diversity and Inclusion in the Workplace, Recruitment and Disability Discrimination and all have been extremely informative and effective. I have found this to be personally effective and has given me the confidence to put my learning into practice. The advice they give has given me the confirmation that I have the knowledge and skills and the confidence I need to support employees in the best and most effective way possible. 
We have regular team meetings within HR, and we support and share any updates in any work issues and developments, we share podcasts that we have listened to or articles that we have read and found particularity interesting and useful.  My colleague was recently invited to attend a digital conference on ‘menopause in the workplace’, which was shared with the team, and we all attended, and it proved to be extremely interesting and insightful.  
Social media is also an effective way of keeping up to date, Instagram, Linkedin or Twitter are ways to allow people professionals to communicate, network and stay in touch. (291 words)
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Task 2 - Personal Development Record, AC2.3
I have completed 5 years’ service with Adferiad, starting as HR Administrator, progressing to HR Assistant. My everyday tasks have included all aspects of HR administration including onboarding, recruitment and payroll.  In my end of year support and supervision I requested to learn and develop and to look at the next stage for me and what I needed to do progress to a HR Officer. To help me with this my Line Manager has encouraged me to undertake various training and to complete my CIPD level 3. 
As part of my development, I was tasked with helping with sickness and absence reviews including welfare calls.  I wanted to get involved with this as I believe this is well suited to my skillset, I am caring, empathic and want to help.  As a charity, many our employees are ex-service users who have lived in experience which also comes with vulnerabilities. To support my learning, I attended ‘Managing Sickness Absence and Supporting Employee Wellbeing Webinar’ on 15th March 2023. This was delivered by Adferiad’s legal advisors Blake Morgan and covered short and long term sickness absences, ways to support employee wellbeing, protective characteristics and highlighted the importance of communication. 
Part of my previous role was a designated complaint handler which involved investigating complaints and finding a fair outcome to both the Customer and the Bank.  I was keen to use these skills to develop and undertake investigation and disciplinary meetings. I wanted to apply and develop my investigation skills to ensure that all employees are treated fairly and impartially, and a fair outcome would be reached for both the employee and the organisation.  I have been a note taker as part of my role as HR Assistant and wanted to develop myself and take my knowledge and skills to the next level in leading the investigations.  On 24th January 2023 I attended a workshop via Teams which was delivered by Melissa Wells from Gower College Swansea, ‘Conducting Investigation Training in the Workplace’.  
As part of my development my Line Manager agreed that to progress to HR Officer, I would need to complete my CIPD Level 3 qualification. I have registered with University Trinity St David’s in Carmarthen and the CIPD course started in September 2022 which I am thoroughly enjoying, and it is helping to confirm my knowledge and skills that I have learnt over the last couple of years in my roles as HR Assistant. 
The Managing Sickness and supporting employee wellbeing webinar that was delivered by Blake Morgan was very informative and useful.  The webinar has equipped me with the confidence and knowledge that I can now put into practice when speaking with employees to help them in their return to work, or if they are unable to return to work a positive and fair outcome to end the employment for both the staff member and the organisation. I have gained a greater understanding of the need to be empathic and considerate and the skills needed to negotiate the member of staff back into work, using occupational health and making reasonable adjustments where required.  I find it very rewarding to help employees that are unwell to return to work which is also beneficial to them and to the organisation.
The workshop I attended ‘Conducting Investigations Training in the Workplace’ was a thorough introduction into the investigation process and gave me the confidence to apply the skills I learned as a complaint handler in my previous role to holding investigations meetings within our HR department.  I have just concluded my first investigation and have enjoyed the challenge of something new. I would like to continue my learning by attending the workshop ‘Managing difficult conversations’ to help build my knowledge, skills, and confidence on any potential challenging situations in the future. 
I am just over half-way through my CIPD level 3 and have thoroughly enjoyed the course so far.  By completing this course and even though I have not yet completed it, from 1st April 2023 I have been promoted to HR Officer and have begun to put all my learning and new skills into practice.  To further develop once I have completed and passed my level 3, I would like to continue with my CIPD and complete my Level 5.
At the end of 2022 I stared to shadow and learn from both my Line Manager and my fellow colleagues learning invaluable skills and developing and enhancing my skills in the next level of my journey in HR.    I have enjoyed a new challenge, I feel I have grown in confidence, and I am eager to learn more to put my new skills into practice to make a difference to our employees and the organisation.  This reflection and completing my CIPD level 3 have increased my confidence and knowledge to allow me to make a difference to my department and the organisation. I find this incredibly rewarding, and has motivated me to continue to learn, grow and be the best I can. 
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