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Task One – Professional and ethical Behaviours

1.1 With reference to typical activities and behaviours, appraise what it means to be a ‘people professional’. 

Armstrong and Taylor (2020, p. 113) states that to be a people professional in HR means a better understanding of the organisation, it’s to have the ability to prioritize people issues and to focus on one area whilst working closely with management. People professionals specialise in their field of work to deliver a high service in areas such as recruitment, learning and development team and positive action. 
CIPD (2024) created the ‘Profession Map’ to help people professionals make better decisions, progressing in their career and learning needs, to be confident in your role and able to drive change. The map includes eight core behaviours that focuses on evidence-based decision making that will help PP to create value in the organisation and to people. PP need to analyse and evaluate evidence and share ideas to understand issues or problems. HR include PP such as a recruitment team, the purpose of this role is to ensure the organisation has the correct skills and knowledge for their needs, the recruitment team ensures recruits are treated fairly and understand the UK law of recruitment activities (CIPD, 2023). The benefits of having PP such as recruitment team is to attract the correct people to apply for positions, creating adverts and role profiles, managing application forms fairly and progressing candidates through shortlisting. They are also able to assess candidates and progress those who are eligible to apply against the organisations policy such as the rights to work in the UK. Therefore, PP play a massive role in the organisations decision making, whilst making sure everyone receives equal opportunities (CIPD 2023).  

1.2 Discuss how ethical values underpin the work of a people professional, including two examples of how ethical values might be applied in a people practice context. 
CIPD 2023 states that ethical values guide behaviour and include code of ethics that navigate any ethical issues in an organisation. PP are under pressure when it comes to decisions in a workplace, HR play a big part in organisations goals and have the responsibility to challenge decisions as an organisation when ethical values have been violated.
Ethical practice is the application of ethical values to organisational behaviour. It applies in all aspects of organisational conduct, including corporate governance, employment practices, sales techniques, stakeholder relations, accounting practices, and issues of product and corporate responsibility (CIPD, 2023).
Deontological – Benlahcene et al (2018, p. 35) states that this theory is to put rules in place to distinguish right from wrong. This will allow a PP to act when faced with unethical issues based on the rules that are set. As an organisation deontological theory is applied to make sure employees do what is ethically correct, always be honest, integrity and take responsibilities for your own actions (Sus, 2023). An example of this theory in recruitment is all panel members should treat all candidates equally regardless of those who have applied internal or external. Interview booklets should be scored fairly and not tampered with to favourite one person for the role regardless of scores. This will question their integrity and HR can act when booklets are reviewed and are marked wrong. 
Evidence Based Practice – CIPD (2023) states that PP are often faced with difficult decisions in a workplace and the importance to understand what the best thing to do to achieve a fair outcome. Evidence based practice is applied to make sure decisions are made based on facts, create strong knowledge and to create a positive impact. It is used in people practice by finding reliable source to find evidence to gain a better understanding when making decisions and to stop any biased thinking. CIPD (2023) mentions that Sussex Police used evidence-based practice to ensure a fair selection when promoting PC. IT was used to gather organisational data regarding men and women equality in policing which was inconsistent. It helped to identify issues and what changes were needed in the force and HR were able to communicate with stakeholders to prioritise adjustments to reduce any negative impact.


1.3 Consider the importance of people professionals being able to influence others and ensure that the ‘people practice voice’ is heard in an organisation, through informed, clear and confident communication. 
CIPD (2024) states that people professionals need to be able to influence others and can question any decisions made and actions they take. CIPD mentions to do this a person needs courage and to take responsibilities for any mistakes made and to learn from them. It is important to build relationships to understand others’ views, opinions and needs to achieve a good outcome. Influencing others can promote diverse decision making and accept people’s differences and uniqueness. A PP needs to be able to speak up when something isn’t right and understand different communication styles and how people might react. Dave Ulrich (2018) states that it’s important to build trust, ensuring that a person has the knowledge and the correct data. It is also important to know your own strengths and areas where you need to improve and understanding good practice. Those who you want to influence, observe their style and how they make decisions and how your goals will help others to make sure people practice voice is heard and a better way for the business to reach its goals. 
The 7 Cs of Communication can help PP to be heard through informed, clear, and confident communication. The & Cs are: Concise, Complete, Coherent, Clear, Courteous, Concrete and Correct. This framework is to provide guidance to improve communication skills and to build trust. Being able to listen and gain the trust of other will gain an influencer great skill (Woffindin, 2023). 

1.4 For each of the situations below (a & b), provide an example of an issue that would cause you to raise the matter to a manager (or other authority) - and describe how you would do this.
a) where you consider something to be unethical (whether it is illegal),
b) where you believe something contravenes legislation. 

a) CIPD (2024) states the importance of raising issues around something unethical in confidence and to feel confident to speak up. It states that people need to be treated fairly and listened to regarding issues that affect them.  An unethical issue I came across as an apprentice HR officer is that I was always told that I would need to finish my CIPD course before applying for a permanent position in DPP. However, I came across and email from another department stating that an apprentice employee would like to apply for a permanent post within their department as it states in the contract that an apprentice can apply if they’ve completed their 6 months’ probation and the post they are applying for is already in their department. Therefore, I checked my contract before speaking to colleagues and this in fact was true, nothing states that I would need to complete my course first and this has resulted in me loosing opportunities for a permanent seat. It wasn’t made clear what the policy is regarding this issue. I found this unfair as the contract has now been signed, in that case I am eligible to apply for a permanent post but according to my Line Manager I’m unable to. 
I decided firstly to speak to my experienced colleagues to get a second opinion who reassured me that there will be a permanent seat for me at the end of the course, however this doesn’t give me the security I need and my contact states different. My next step is to discuss this with my Line Manager in our one-to-one sessions to get a clear outcome and to understand more as I find this unethical considering I’m studying a CIPD course whilst others don’t have this qualification in the department. 
b) CIPD (2021) states that sex discrimination legislation has been a part of equalities Law for several years, it’s important to raise awareness to prevent this from happening and making everyone aware that help is available if needed. This isn’t something I’ve experienced myself, however I attended ‘International Women’s Day’ event in my workplace where numerous women shared their experiences around sexual harassment in a workplace. This was very alarming to learn that this is still happening in this day in age, women experiencing sexual comments, inappropriate touching and made to feel uncomfortable and shamed to ask for help due to the fear of loosing their career.  CIPD (2021) mentioned that HR play a role in helping employees feel safe and making sure this message reaches everyone. I am now a part of the gender diversity support network to help employees speak up and to allow a safe environment for those to share their experiences. If I experienced this, I would raise it with my manager, however if I wasn’t comfortable with this there are many other options such as: Professional standards who investigate officers and staff anonymously via our internal system or we can use Crimestoppers. I could also contact unison, police federation or the support network that I’m already a member of.  Everything is kept confidential without any of your team knowing or your managers. 


2.1 Discuss two theories or models relating to the human and business benefits of people at work feeling included, valued, and fairly treated, concluding your discussion with a summary of your own view of these benefits. 

SCARF Model – It includes five domains which are status, certainty, Autonomy, Relatedness and Fairness. It is how a human brain responds to rewards or threats. If a person does not feel included or treated fairly this can be seen as a threat and relatedness (CIPD, 2023). This can also cause stress and effect the wellbeing of an employee. However, when one is rewarded for their work, this can create a positive performance in a team. SCARF model can be used to praise the team regularly and provide developing opportunities for their knowledge and skills. It can also help to include employees in certain projects. Making others feel valued by building a strong team and having a one-to-one meeting regularly to show that their input is just as important (MindTools, 2024). 

The Herzberg two-factor theory – This theory is a framework on how motivation works between two factors, one being negative and the other positive. It is important to eliminate the negative as this can outweigh the positive. To take the correct approach, it is important to receive employees feedback and observe from your own experiences. To increase positive factors, learning and development opportunities need to be available, promotion opportunities, provide staff with certain responsibilities to increase their self-worth and feeling included and valued. Involving employees in surveys for feedback and finding out what they would like to see at a workplace or what are their needs. This theory allows an organisation to treat employees fairly and in an ethical way (Indeed, 2023). 

I believe that it’s extremely important to make employees feel included and valued as creates a sense of belonging and being valued regardless of our identities. It also important to feel like they can be themselves. CIPD (2019) mentions the importance of promoting inclusion in a workplace by implementing fair policies and opportunities for all employees. Also, the importance of involving others when decision making and providing feedback when necessary. I believe the SCARF model promotes the importance around fairness and how PP can ensure employees feel valued (Taylor et al, 2022, p. 225). I also believe that the Herzberg theory promotes equal opportunities and a beneficial approach to take when making sure staff feel valued and included. 

2.2 Discuss two ways in which a people professional can build inclusivity into a people practice initiative at the design stage, and two ways of checking inclusivity after a people practice initiative is implemented. 

CIPD (2022) states the importance of involving all employees in inclusion, regardless of their role and level they are at, an organisations policy should align with inclusion. The design stage such as designing a system that all employees will use daily, should involve all employees to gather negative/positive feedback to be able to achieve a great result. In my workplace we use a system called ‘Oleoo’ which is used to receive application forms, shortlisting and progressing candidates through the pre-employment checks. We experienced an issue where the staff involved in the design stage were not actually using the system as much as others. We decided to have a group meeting and discussed the negatives and the positives of the system and gave opinions on what we would like to see and how the system would work better for the recruitment process. We then attended an Oleeo conference to learn the system better and what to expect in the future and were able to meet the Oleeo designers in person who attended our office for feedback. We now have one member of staff who work closely with Oleeo, which allows us to request changes and share opinions to build a successful system for us to use. CIPD (2019) mentions that holding focus groups and a feedback session is beneficial to build inclusivity into PP and using that information to act. To ensure that the system design in effective, we were able to trail the new changes and learn as a team. We then set up monthly group meeting to discuss the changes further and share feedback/ opinions. CIPD (2022) states that receiving feedback is an effective way to improve performance when providing information that is relevant.
The design stage could also mean changing the way we work, such as holding PC interview events. DPP hold two PC intakes each year which is a big process. The interviews are held over one weekend with 80 candidates attending each day. It is important to have an organised day to ensure everything is ran smoothly for all new recruits. The day involves meeting candidates, interviewing, role playing and team building. To achieve a successful event, the learning and development team and HR team held a group meeting to discuss the event and designed/planned together to achieve a good outcome. We were also able to reflect on past events and learnt from the mistakes that happened before to ensure it doesn’t happen again and changed the way we work. CIPD (2023) states that meeting is essential where individuals can share thoughts and be inclusive, it will improve the team’s performance. We were able to put all our plans together and embedded this into our next event which was a great success. We gathered feedback from candidates by providing a survey which were all positive and gathered feedback from staff by providing a feedback form. This allowed us to see if changing the way, we work was effective and by doing that we understood that involving all employees from different departments is important. 

Task 2 

2.3 Reflect on your own approach to working inclusively and building positive working relationships with others. 
I believe it is important to include my colleagues on a day-to-day basis to ensure everyone feels a part of the team and accepted to build strong relationships. I don’t believe people should try to fit in, as people’s differences should be valued by each team members. My approach to working inclusively is to always have open discussions in the office and include others in any decision-making that I make when leading vacancies. This allows me to receive opinions and advice whilst making colleagues a part of a group discussion, I ask open questions involving the whole team. When attending weekly group meeting, I make sure to include my colleagues when updating my Line Manager on my progress as I wouldn’t have achieved this all by myself, we achieved it as a team. CIPD (2019) states the importance of making staff feel empowered in a workplace and I believe this is down to the individual to encourage everyone to feel a part of the group and everyone to contribute together. I value diversity by accepting that everyone is different and will have different opinions, however this isn’t to be seen as a negative. This is positive when decision making to receive opinions and views of others to achieve excellent outcome as a group. I accept everyone from different backgrounds and in my work place I have learned so much knowledge by accepting our differences and being able to value diversity allows me to thrive (CIPD, 2024). I have built positive working relationships by using my communication skills, always asking questions, making sure everyone is always included and working to a high standard.

 3.1 Explore how the role of a people professional (specialist or generalist) is evolving and the implications this has for your CPD.
Peter Cheese (2020) states that the way organisations work, is changing and it’s the people profession that help build these changes and respond to these changes positively by having people professionals in place with the correct skills and knowledge to thrive. Our HR department is split into different roles of people professionals such as, Recruitment, Business Support, Positive Action, and HR officers. This is to ensure that each department has the correct people professionals to support each area with the correct tools and knowledge. 
In recruitment, we ensure that all applicants are treated fairly through the process of applying. Applications are received through our Oleeo system which is a great way to keep track of the recruitment process and shortlisting. CIPD (2023) states that AI technology is being introduced to organisations to help the recruitment process. There are benefits and risks such as AI in recruitment can make decision-making easier, however according to research this can be seen as unfair due to the recruiter not able to see candidates’ characteristics or appreciate their uniqueness. 
The implications for me are that I’m judging a person through a system first and making a choice weather they pass the eligibility criteria. I’m still learning the rules regarding failing a candidate due to having so many rules and policies in place. However, although we use a system to accept applications and carry out shortlisting, we combine human and AI when it comes to the selection process. This can make the process fairer; however, my weakness is not being confident enough to fail a candidate without a second opinion first, but my strengths are not being afraid to ask for advise and to make sure every candidate is treated fairly.  

3.2 With reference to your responses for Q1 & Q2, and feedback on your behaviours or performance obtained from (at least) one other person, assess your current strengths, weaknesses, and development needs.  Your response should include an explanation of the feedback received and how it has informed your self- assessment. 

CIPD (2022) states the importance of receiving feedback as this can help with personal development and is something that leaders in an organisation should include in management practice. Receiving feedback from my colleagues has been positive, not only from my colleagues in HR but from staff in other departments. I agree with the weaknesses my colleagues have stated about myself as this is something I have noticed and trying to improve on. Both colleagues in my department agree that I need to gain more confidence as I can do the work and have provided excellent service to those internal and external, however I self-doubt myself. Receiving such positive feedback and being able to see their thoughts on my strengths has already helped in my confidence, as my new job role is something I’m not experienced in I believe the confidence will grow in time. However, when others can also see the lack in my confidence, I believe I need to set goals and use the Gibbs’ Reflective Cycle model which will allow me to keep a journal on my progress and to create an action plan and areas to improve (Adenai, 2020, P. 6). For my self-assessment I believe I need to work on my confidence and to do this I need to gain more skills and knowledge in my field and with experience this will improve over time. Taking courses can help with reaching my goals as mentioned below. 
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3.3 In follow-up to your self-assessment, identify a range of formal or informal development activities you will undertake to support your ongoing professional development. Your response should include a brief description of your chosen activities and your reasons for selecting them.

	
	Range of activities to undertake

	1
	Complete my CIPD course – This course is to receive a diploma in people practice and to help you develop in the HR profession. 

	2
	Oleeo Conference – Learning about the recruiting system and what changes are being made or what we can do to improve the system. 

	3
	CIPD Development Programmes – Gain skills needed in people practice such as HR

	4
	Continue with my Learning and Development activity in work – A programme to help with self-development



The above table include the development activities to take to help me gain my confidence and to improve my knowledge. The CIPD course will help me achieve my career goals and to be able to apply for a permanent position in my workplace. I will also gain the knowledge and skills needed to thrive in my career and gain the confidence I need. I have also chosen to attend Oleeo conference, which is the system we use in recruitment, this will allow me to learn the process of leading vacancies in my workplace and to gain confidence in how to use the system without the worry of doing something wrong or always asking for help. To be able to feel confident I will need more of an insight on how the system works and what to expect for our future using AI technology. CIPD (2024) offer learning activities and the CIPD development programme stood out to me as this will help me gain confidence in my capability. The Learning and Development programme in work allows me to reflect on what I’ve learnt, what went well and what didn’t. This helps me and my manager to create a development plan to improve in the areas I need. This is something I will keep doing throughout my career. 
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Hi Kirsty
Further to our conversation in the office last week where you asked for some feedback on yourself, please see below my observations to date:
* Friendly and welcoming to all
® Helpful - nothing too much trouble especially with new members of the team
* Will speak up on situations where you have opinions
* Will think of ways of improving processes
* Picks up on new processes easily
® Customer service outstanding

* Wants to work as part of the team to change perspectives

Areas to work on
* Confidence in your ability — you have become one of the lead recruiters in a very short space of time from working with myself on
bulk recruiting to now taking the lead on Police Staff — you have become a vital part of the team that new staff look up to for advice

and guidance which you happily provide — you just need to realise how good you are !

Hope the above helps — | honestly couldn’t think of any negative feedback because you are brill !
Thanks
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Previous learning a

Reflection it has had on my behaviour and
performance

Business and Management Degree
(Graduated in the last 12 months)

I have worked as a beauty therapist for the
last 12 months; my dream was to work in HR
but having children put a hold on my career
goals and I lost all confidence to apply for any
other careers due to no experience. After
searching on the university’s website, | found
this course which will open many doors in the
world of career opportunities. This course
helped me learn the challenges business
face today to become sustainable. It
changed my behaviour into believing | can
achieve my degree which | self-doubted for
the first year and it gave me the push |
needed to work towards my goal. My lecture
commented on how my confidence became
stronger each time which | achieved a 2.1 at
the end of my degree. | was able to secure a
position with the HR recruitment team with
DDP which was a big step for me. | can share
knowledge with my team and perform to a
high standard after studying for three years. |
believe | need more understanding and
studying in my role as the degree covered a
very large aspect of business and HR was
only covered in one module. However, it has
shaped me into the person | am today
regarding my career.
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knowledge with my team and perform to a
high standard after studying for three years. |
believe | need more understanding and
studying in my role as the degree covered a
very large aspect of business and HR was
only covered in one module. However, it has
shaped me into the person | am today
regarding my career.

CVF interview course

Iattended a CVF training course with my.
work which is a course we must take to be
qualified to interview applicants. As a
recruiter it is important for me to understand
the process from the very beginning and
understand what is expected of candidates.
This helped with my confidence when panel
member need help or advice for interviews, it
also helped as | review all interview booklets
before progressing candidates to make sure
everyone is treated fairly. | have been able to
sitin on a panel to gain experience before
being a panel member myself. My
performance has improved with practice and
working with other panel members with more
experience. It has helped shape the way |
work as a recruiter to support candidates and
ensure everyone has equal opportunities.
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arization event

Twas involved in an event that my workplace
created to help students understand what we
doin each department. The event s for five
days where each department gives an input
on what they do and what they expect from
new recruits. | was asked to be involved to
help me learn more about the force as a new.
employee. This allowed me to connect with
employees across the force, it helped me
learn about the role which is important as a
recruiter when | lead their vacancy’s. This
was another learning curve in my career as |
gained knowledge, | can share with
candidates especially when attending
careers fair to represent DPP. It gave me the
boost of confidence that | needed to provide
agood service to candidates and to improve
my performance in my own role.
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Hi Karyn,

| just wanted to put on record my sincere thanks to a member of your team for the advice and guidance they have given me through a
recruitment process. Their knowledge of the process has been explained to me in easy to understand language and has been of great
assistance in knowing where | am at each stage of the process even when | have asked maybe silly questions, Kirsty has taken time to explain
things to me.

| think it is important to recognise individuals when they provide a good service and | just wanted to let you know that Kirsty Thomas is an
absolute asset to the team and has been extremely helpful with my Business Support role and | am glad that Kirsty will also be taking me
through the Executive Support Officer process also.

Kind regards

Neil Evans
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Hi Kirsty,
Please see below my comments as requested
1. strengths
« You have great attention to detail skills and will notice when something is not right
« The customer service you provide (face to face, email and on the telephone) is exemplary
« You are confident to question things and raise issues/queries
2. Weaknesses
« You doubt your ability/skills/knowledge
3. Development needs
« Self-Confidence building

Thanks,
Kat
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