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[bookmark: _Hlk102743699]This unit introduces the core behaviours for people professionals, focusing on ethical practice to
create value. It considers how certain ways of thinking awordnd acting should be universally consistent, even in new and challenging situations, to promote a sense of wellbeing and inclusivity in the organisation.
CIPD’s insight


HR and standards (December 2022)
This factsheet explains what British and International standards in HR are and why they matter. It introduces the British and International HR standards already published or under development and outlines the CIPD involvement in their development. Whether or not organisations have a dedicated HR team, they will at some point need guidance on ethical and effective human resource management practice in areas such as workforce planning, recruitment, inclusion and diversity, learning and development, and human capital reporting. British and International standards provide such guidance. International experts develop them, in collaboration with key stakeholders. These standards advocate responsible people management practices and support the organisations that adopt them to improve their organisational resilience and sustainability. https://www.cipd.co.uk/knowledge/strategy/hr/standards-factsheet

Equality, diversity and inclusion (EDI) in the workplace (November 2022)
Promoting and delivering EDI in the workplace is an essential aspect of good people management. To reap the benefits of EDI, it’s about creating working environments and cultures where every individual can feel safe, a sense of belonging and is empowered to achieve their full potential. Whilst legal frameworks vary across different countries, in the UK the Equality Act 2010 provides legal protection for nine protected characteristics: age, disability, gender reassignment, marriage and civil partnership, pregnancy and maternity, race, religion or belief, sex and sexual orientation. However, an effective EDI strategy goes beyond legal compliance and seeks to take an intersectional approach adding value to an organisation, contributing to the wellbeing and equality of outcomes and impact on all employees. This includes: accent, age, caring responsibilities, colour, culture, visible and invisible disability, gender identity and expression, mental health, neurodiversity, physical appearance, political opinion, pregnancy and maternity/paternity and family status and socio-economic circumstances amongst other personal characteristics and experiences. This factsheet explores what workplace equality inclusion and diversity (EDI) means, and how an effective strategy is essential to an organisation’s business objectives. It looks at the rationale for action and outlines steps organisations can take to implement and manage a successful EDI strategy, from recruitment, selection, retention, communication and training to addressing workplace behaviour and evaluating progress.
https://www.cipd.co.uk/knowledge/fundamentals/relations/diversity/factsheet#6428

Ethical practice and the role of people professionals (August 2022)
Scandals involving workplace harassment and poor treatment of workers have highlighted what can happen when ethics aren’t integral to the way organisations operate. With unique access to staff throughout their careers, as well as opportunities to influence an organisation’s strategy and the way it manages its workforce, people professionals are uniquely placed to support embedding principled decision-making into daily practice. Ethics are at the heart of professionalism. To create cultures of transparency and trust, practitioners should demonstrate strong standards of integrity when advising business leaders.

This factsheet explores what ethical practice means and why it matters in an organisational context. It outlines the trade-offs involved in upholding ethical values and the challenges faced by people professionals. Finally, it looks at the profession’s role in creating ethical organisational cultures.
https://www.cipd.co.uk/knowledge/culture/ethics/role-hr-factsheet

Ethics at work: an employer’s guide
Ethical values provide the moral compass by which we live our lives and make decisions: ‘doing the right thing’ because it’s the right thing to do. However, there are several reasons why unethical behaviour continues to happen in the workplace, from individual actions and choice to industry-wide indiscretions and compromising decisions.
In this guide, we discuss the red flags to watch out for, along with practical tips and resources to safeguard your organisation and people against ethical breaches and misconduct. The guide draws on – and complements – the latest CIPD research, and features nine areas of action employers can prioritise to ensure they behave ethically. If you’re an employer or manager looking to foster and encourage ethical behaviour in your organisation, you’ll find the practical advice you need in this guide.
https://www.cipd.co.uk/knowledge/culture/ethics/ethics-work-guide
Please note that the purpose of this insight is to link you to CIPD’s research and evidence within the subject area, so that you can engage with the latest thinking.  It is not provided to replace the study required as part of the learning or as formative assessment material.

Preparation for the Tasks:

· At the start of your assignment, you are encouraged to plan your assessment work
with your Assessor and where appropriate agree milestones so that they can help
you monitor your progress.
· Refer to the indicative content in the unit to guide and support your evidence.
· Pay attention to how your evidence is presented. 
· Make sure that the evidence generated for this assessment remains your own
work.
You will also benefit from:
Completing and acting on formative feedback from your Assessor.
Reflecting on your own experiences of learning opportunities and continuing professional development. 
 Reading the CIPD Insight, Fact Sheets and related online material on these topics.
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Task One – Ethical practice review
A key responsibility for all ‘professionals’ is to regularly review and develop our performance at work.  This includes reviewing our work and interpersonal behaviours - a particularly important activity for people professionals.

In this task, you as a people professional (working or student), are asked to answer 4 review questions about your work behaviours, with a particular focus on ethics, inclusivity and how you interact with others.

To complete the task, please respond to all four questions below.  Your responses should reflect a sound understanding of ethical and inclusive people practice and include a mix of explanation (description/discussion) along with examples, as required by the question. 


1) [bookmark: _Hlk129263190]Explain one ethical principle and one professional value that you consider to be important, and which underpin your behaviour at work (or in your studies). For each of these, provide a real example of HOW they inform your approach to work. (AC1.1)

AC1.1: Ethical Principle: Honesty

Honesty is a fundamental ethical principle that guides my actions as a recruitment coordinator. It involves truthfulness, transparency and integrity in all communications and interactions related to the hiring process.

In my role as a recruitment coordinator, honesty informs my approach to ensure that I provide accurate and truthful information to both candidates and hiring managers. An example I apply this to is when I communicate with candidates about job opportunities, when I headhunt on Linkedin and Indeed, I accurately represent the role, what’s involved, the responsibilities and what is expected of the candidate. I make sure to not oversell or misrepresent the job role to ensure they are receiving the full honest package from the beginning of the process. Additionally, I am transparent with hiring managers when it comes to the candidate's suitability for the role like their qualifications or if there any potential concerns that may arise during the selection process. Maintaining honesty through my recruitment practices enables me to build positive relationships between candidates and hiring managers and ensures a fair and ethical hiring process is taken place.

Professional Value: Being Professional

Being professional is a critical professional value that involves competence, reliability, respect and ethical conduct in the workplace. It relies on maintaing a high standard of behaviour, communication and performance whilst representing myself and my organisation in a positive manner.

As a recruitment coordinator, being professional guides my approach by ensuring that I conduct myself with professionalism throughout all aspects of my work. I ensure that I communicate clearly, respectfully and considerately with candidates and hiring managers throughout the recruitment process. I make sure to prioritise responsiveness when providing updates to candidates on their onboarding progress. I also apply my professional manner by upholding confidentiality and discretion if handling sensitive information, I make it is communicated to the highest standard both verbally and written. By demonstrating professionalism, I am able to contribute to a positive and productive work environment and represent my organisation to the highest standard. 




2) Describe, with examples, two ways in which you as a people professional conform (or, in future employment, would conform) with ethics related legislation. (AC1.2)

AC1.2. As a recruitment coordinator, conforming to ethics-related legislation is essential to ensure fairness, transparency and legal compliance is upheld throughout the hiring process. The Equality Act 2010 protects individuals from discrimination based on protected characteristics such as age, disability, gender reassignment, marriage and civil partnership, pregnancy and maternity, race, religion or belief, sex and sexual orientation. (INCLUDE REFERENCE ON EQUALITY ACT)

Firstly, I adhere to ethics-related legislation by being compliant with the Equality’s Act 2010 by avoiding discriminatory job advertisements. I ensure that all of our adverts are inclusive and free from discriminatory language. On the rare occurrence, we do have some adverts that require female support workers only however, this is covered by the Equality Act 2010 Schedule 9, Part 1 where we can prove a Genuine Occupational Requirement as some of the people we support require personal care from a female. For example, I ensure our adverts focuses on job related qualifications rather than using terms like ‘looking for young energetic candidates’ as this would be discriminatory against age. 

Secondly, I conform to the Equality Act 2010 by conducting fair and unbiased assessments of candidates. I ensure that candidate assessments are based on their qualifications and abilities to carry out the job role. For example, I have created a shortlisting criteria based strictly on job-related qualifications such as relevant experience, technical skills and educational background, this ensures that candidates are evaluated based on their ability to perform the duties of the role. 


3) For each of the three contexts (a, b, c) below, describe one example of how you have behaved in a way that was inclusive and respectful to others, and one way in which you could further enhance your behaviour. (AC2.1)
a) contributing your views and opinions 
b) clarifying problems or issues
c) working effectively as part of a team 

AC2.1 (A) 
During a team meeting to discuss recruitment strategies, I actively contributed my views and ideas on how we can attract high quality candidates to our organisation by personalising our adverts and make them more attractive to our service’s needs. I shared my opinions based on my past experience and research of other adverts and highlighting the importance of inclusive language in adverts. I can further enhance my behaviour by actively seeking input from my colleagues with different perspectives and actively listen to their viewpoints and making a valued based decision collectively. 

AC2.1 (B)
During a team meeting with area managers, I was faced with a complex issue on a crisis area that required urgent recruitment. I approached the situation with empathy and patience and actively listened to the managers concerns. I clarified any questions I had to fully understand the problem and ensured the managers that I was listening and find a solution that would help everyone out. I dedicated a day of headhunting for the specific area and helped the managers with shortlisting. To further enhance my behaviour in clarifying problems and issues, I could focus on my communication skills and use clear and concise language to explain complex ideas.

AC2.1 (C)
During a recruitment project, I worked effectively as part of a team by collaborating closely with hiring managers, HR colleagues and external partners to create a training video on how to use the candidate tracking system. I actively listened to the needs of the other team members and coordinated tasks to ensure a successful execution of the recruitment project. To further enhance my effectiveness as part of a team, I could strengthen my relationship with my colleagues by organising team building activities and informal gatherings to build companionship with others. I could also seek feedback from different team members to see what I could of done differently to be able to fully optimise productivity. 

By implementing these enhancements in my behaviours as a recruitment coordinator, I can contribute to a more inclusive, respect and productive work environment. This will ensure that everyone has the same recruitment experience in our organisation. 

4) Explain why it is important for a people practice professional to stay up-to-date with developments in the world of work and people practice and recommend two methods you have found most effective for this purpose. (AC2.2)

AC2.2 Staying up-to-date with developments in the world of work and people practice is crucial for a recruitment coordinator for several important reasons:

Firstly, the field of recruitment and HR is dynamic and forever changing. With the evolution of technology, new trends in employment laws and candidate's preferences, it is important to stay on top and adapt to changing trends quickly, this ensures that our recruitment practices can remain effective and competitive in attracting top sourced candidates. 

Secondly, employment laws and regulations frequently change which can have an impact on recruitment process and practices. It’s essential to keep on top of this to ensure compliance with legal requirements related to hiring, diversity and inclusion and equal employment opportunities are available to everyone. 

Lastly, as a recruitment coordinator I need to be able to stay current with industry developments like innovative tools and techniques as this can lead to improved candidate experiences and increased efficiency when it comes to hiring candidates. 

Two effective ways a Recruitment Coordinator can stay up-to-date with developments in the world of work and people practice include: 

1. Continuous Professional Development (CPD): By engaging in continuous learning through professional development activities is highly beneficial. This can include attending workshops, conferences and webinars related to recruitment and HR practices. There are many professional organisations that offer CPD opportunities like the CIPD and ACAS hosting many webinars are new and updated trends. By participating in CPD opportunities, recruitment coordinators can acquire new knowledge, skills and insights to enhance their performances and effectiveness to supply a good recruitment process for everyone. 

2. Networking and Industry Connections: Building and maintaining a strong network of industry connections is another effective way to stay up to date with developments in the world. This involves actively engaging with peers, professionals, recruiters and HR practitioners through networking events, online communities and social media platforms like LinkedIn. Networking can provide valuable opportunities to exchange ideas, share experiences and stay informed about emerging trends in the field. As a recruitment coordinator I can gain valuable insights and the potential to collaborate with other recruiters. 

By consistently investing time and effort into these methods, a recruitment coordinator can stay informed and be proactive in navigating the world of peoples practice, thus contributing to a successful recruitment process within the organisation.



Your evidence must consist of: 
· A written response, clearly responding to the four questions above. (Approximately 1250 words, refer to CIPD word count policy).









Task Two – Professional Development
This task continues your professional review by requiring you to consider the impact of your chosen CPD activities on your performance and behaviours.
To complete the task, you are asked to provide a record of how you have proactively maintained and upgraded your knowledge and skills over the last 12 months, along with a review of the impact of these activities. 
Your record should be presented as an attachment to your assignment, either in the form of a formal/structured CPD Record or as pages from the CIPD ‘My CPD Reflections’ tool. (AC2.3)
Your record(s) must include the following:
· A description of three CPD activities, undertaken within the last 12 months, that you consider having impacted on your work performance or behaviours. 
The three ‘activities’ may be anything that supported your development, for example: planned/formal development activities such as learning events or programmes; unplanned/informal activities such as researching online, watching a video, or reading a book; or work-based activities such as participating in a particular work project or simply putting yourself in a work role or position that you knew would stretch and develop you. 
· And for each of these three activities, a reflection on how they have impacted your work performance or behaviours. 
For example: did you gain a greater understanding of, or more knowledge about, something and if so, how has that impacted your behaviour?   How are you, or is your performance, different because of the learning undertaken?  Was the activity worth doing in terms of its impact on your behaviour or performance?  Did the activity make you aware of, or perhaps generate, other development needs? What conclusions did you draw from this for further activities?  

[bookmark: _Hlk102477058]
Your evidence must consist of:







Your evidence must consist of one of the following:
· A formal/structured CPD Record, edited to include just the three selected activities OR,   
· A report (or reports) from the CIPD ‘My CPD Reflections’ tool, covering the three selected activities (please note: CIPD pre-populated question text is excluded from word count).

(Approximately 750 words, refer to CIPD word count policy)

During my university course, I attended a Menopause Awareness presentation with Jayne Woodman. From this I gained valuable knowledge about various aspects of menopause, including its symptoms, the effects it has on health and wellbeing, legislations and reasonable adjustments an organisation can make to make it easier for an employee.  
This learning experience has helped me be able to recognise potential signs and symptoms that I may experience when I'm older, this awareness allows me to be proactive about my health and wellbeing and be more open to discussing any menopause related concerns with a health provider. It has also told me that I do not know a lot about Menopause and how little it is spoken about in my personal, educational and workplace environment. This has increased my awareness of how menopause impacts women physically, emotionally and socially and I now have a better understanding of what women go through.
This learning experience has impacted my professional practice as it has made me aware of our policies and practices in our organisation about menopause and how they can be adapted to enhance the employee's lives for the better. This can involve implementing flexible work arrangements, providing access to healthcare resources and addressing any specific menopause related needs in the organisation. In the future, I will make sure to approach our policies with care to provide a comfortable and supportive experience for an employee if they come to me.  
From this learning experience I have learnt that to enable to reach a wider audience to make a positive impact, I need to raise awareness and educate others the knowledge I have gained around menopause. I think having dedicated workshops and providing menopause cafe sessions can help educate others about menopause, the effects and the importance of supportive materials and environments an individual may need going through this life stage whilst having the informal side to allow people to feel relaxed whilst still being able to raise awareness. 
At work I attended a Trans Awareness: The Basics presentation course with Jezza Donovan. From this I learnt about the fundamental concepts related to transgender identity, terminology, challenges transgender individuals face and how we can promote inclusivity in the organisation.  
This learning experience has prompted my own personal reflection and self discovery. I have discovered areas in which I can grow in regards to empathy and understanding the struggles that transgender individuals go through. Even making small changes ensuring the correct pronouns are used and creating and and maintaining and culture of acceptance and positivity.  
This learning experience has equipped me with skills and insights into navigating difficult issues related to gender diversity. I have gained knowledge to be able to better develop strategies for addressing conflicts, ensuring we have better practices for gender equality and fostering a culture of respect and inclusivity in our teams and throughout the entire organisation. By integrating these into my professional practice, I can aspire to make a positive change and impact on individuals and communities.
To ensure that my learning experience has a wider impact on my organisation and society, I need to promote more training and awareness programmes. By encouraging partnering with my HR team and diversity and inclusion team we can develop workshops and educational resources to promote respectful practices. I can also stay informed about current issues and research findings and share this knowledge to my connections to use my voice and advocate for transgender awareness.  
In January 2024, I attended an Employment Law Update: What we learnt in 2023 and what's on the horizon for 2024 conference in Cardiff. I learnt about the key employment law issues that have taken place over the past year, implications it has had on employers and HR professionals, future trends and practical guidance and some exemplar case studies.  
This learning experience has made me realise that I have little knowledge surrounding employment law and legal principles. This conference has enhanced my understanding and able to better interpretate more complex legal concepts and be able to apply these to practical scenario's within my role.  
This conference has enhanced my decision making abilities by providing insights into the legal implications of HR policies and practices. I'll now be able to approach situations with a more informed perspective, consider legal considerations and the organisational object.  
To ensure that my learning experience has a wider positive impact by sharing the knowledge I gained with my organisation. I can present key insights and updates from the conference to my colleagues and put together internal presentations and workshops to educate others on employment law developments and their implications they have on our organisation. I can also implement best practices by reviewing our current HR policies and seeing if they still align with new employment laws coming out and propose revisions and improvements to ensure we still coincide with them.
 

Assessment Criteria Evidence Checklist
You may find the following checklist helpful to make sure that you have included the required evidence to meet the task. This is not a mandatory requirement as long as it is clear in your submission where the assessment criteria have been met.

	Task 1 – Professional Review 
Assessment criteria
	Evidenced
Y/N
	Evidence reference

	1.1
	Explain ethical principles and professional values including how these can inform approaches to work.
	
	

	1.2
	Specify ways in which you conform
consistently with relevant regulation and
law within the context of ethics and
professional practice.
	
	

	2.1
	Summarise ways of demonstrating respectful and inclusive working, in relation to:
· contributing your views and
opinions
· clarifying problems or issues
· working effectively as part of a team.
	
	

	2.2
	Recommend ways in which you can show inquisitiveness about issues and developments in the people profession and the wider world of work. 
	
	




	Task 2 – Professional Development 
Assessment criteria
	Evidenced
Y/N
	Evidence reference

	2.3 
	Demonstrate proactive approaches to
developing, recording and reflecting on
your professional knowledge, skills and
experiences.
	
	





Declaration of Authentication 
Declaration by learner 

	I can confirm that this assessment is all my own work and where I have used materials from other sources, they have been properly acknowledged.   

	Learner name:
	

	Learner signature:
	

	Date*
*This should be the date on which you submit your assessment
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Assessment Criteria marking descriptors.
Assessors will mark in line with the following assessment criteria (AC) marking descriptors, and will indicate where the learner sits within the marking band range for each AC. 
Assessors must provide a mark from 1 to 4 for each assessment criteria within the unit. Assessors should use the mark descriptor grid as guidance so they can provide comprehensive feedback that is developmental for learners. Please be aware that not all the mark descriptors will be present in every assessment criterion, so assessors must use their discretion in making grading decisions.
The grid below shows the range for each unit assessment result based on total number of marks awarded across all assessment criteria.  
To pass the unit assessment learners must achieve a 2 (Low Pass) or above for each of the assessment criteria.
The overall result achieved will dictate the outcome the learner receives for the unit, provided NONE of the assessment criteria have been failed or referred. 
Please note that learners will receive a Pass or Fail result from the CIPD at unit level. Referral grades can be used internally by the centre.

	Overall mark
	Unit result

	0 to 9
	Fail

	10 to 12 
	Low Pass

	13 to 16
	Pass

	17 to 20
	High Pass
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Marking Descriptors
	Mark
	Range
	Descriptor

	1
	 Fail 
	Insufficient demonstration of knowledge, understanding or skills (as appropriate) required to meet the AC.
Insufficient examples included, where required, to support answers.
Presentation and structure of assignment is not appropriate and does not meet the assessment brief.

	2
	Low Pass
	Demonstrates an acceptable level of knowledge, understanding or skills (as appropriate) required to meet the AC.  
Sufficient and acceptable examples included, where required, to support answers.
Required format adopted but some improvement required to the structure and presentation of the assignment.
Answers are acceptable but could be clearer in responding to the task and presented in a more coherent way.

	3
	Pass

	Demonstrates good knowledge, understanding or skills (as appropriate) required to meet the AC.
Includes confident use of examples, where required, to support each answer.
Presentation and structure of assignment is appropriate for the assessment brief.
Answers are clear and well expressed.

	4
	High Pass
	Demonstrates a wide range and confident level of knowledge, understanding or skill (as appropriate).
Includes strong examples that illustrate the point being made, that link and support the answer well.
Answers are applied to the case organisation or an alternative organisation.
Answers are clear, concise and well argued, directly respond to what has been asked.
The presentation of the assignment is well structured, coherent and focusses on the need of the questions.
Includes clear evidence of the use of references to wider reading to help inform answer.





Marking grid and feedback for learner
	Unit 3CO03: Assessor Feedback to Learner


	Centre number
	Please enter your centre number here

	Centre name
	Please enter your centre name here

	Learner number (1st 7 digits of CIPD Membership number)
	Please enter the learner number here. Must be 1st 7 digits of CIPD membership number

	Learner surname
	Please enter learner surname here

	Learner other names
	Please enter learner other names here e.g., first name and middle name(s)




	TASK 1


	AC Number
	Assessment Criteria
	Mark 
1-4

	1.1
	Explain ethical principles and professional values including how these can inform approaches to work.
	

	
	Please enter your Assessor feedback here

	Enter mark here

	
	Please enter your Assessor feedback here for resubmission 1 (if applicable)

	Enter mark here

	
	Please enter your Assessor feedback here for resubmission 2 (if applicable)

	Enter mark here

	1.2
	Specify ways in which you conform consistently with relevant regulation and law within the context of ethics and professional practice.
	

	
	Please enter your Assessor feedback here


	Enter mark here

	
	Please enter your Assessor feedback here for resubmission 1 (if applicable)

	Enter mark here

	
	Please enter your Assessor feedback here for resubmission 2 (if applicable)

	Enter mark here

	2.1
	Summarise ways of demonstrating respectful and inclusive working, in relation to:

•	contributing your views and opinions
•	clarifying problems or issues
•	working effectively as part of a team

	

	
	Please enter your Assessor feedback here


	Enter mark here

	
	Please enter your Assessor feedback here for resubmission 1 (if applicable)

	Enter mark here

	
	Please enter your Assessor feedback here for resubmission 2 (if applicable)

	Enter mark here

	2.2
	Recommend ways in which you can show inquisitiveness about issues and developments in the people profession and the wider world of work.
	

	
	Please enter your Assessor feedback here


	Enter mark here

	
	Please enter your Assessor feedback here for resubmission 1 (if applicable)

	Enter mark here

	
	Please enter your Assessor feedback here for resubmission 2 (if applicable)

	Enter mark here

	Total marks for Task 1:

	Enter total marks here

	Total marks for Task 1 (resubmission 1 if applicable):

	Enter total marks here

	Total marks for Task 1 (resubmission 2 if applicable):
	Enter total marks here




	TASK 2


	AC Number
	Assessment Criteria:
	Mark 
1-4

	2.3
	Demonstrate proactive approaches to developing, recording and reflecting on your professional knowledge, skills and experience.
	

	
	Please enter your Assessor feedback here

	Enter mark here

	
	Please enter your Assessor feedback here for resubmission 1 (if applicable)

	Enter mark here

	
	Please enter your Assessor feedback here for resubmission 2 (if applicable)

	Enter mark here

	Total marks for Task 2:

	Enter total marks here

	Total marks for Task 2 (resubmission 1 if applicable):

	Enter total marks here

	Total marks for Task 2 (resubmission 2 if applicable):
	Enter total marks here




	Total marks for UNIT:

	Enter total unit marks here
	Grade:
	Enter grade here

	Total marks for UNIT (resubmission 1 if applicable):

	Enter total unit marks here
	Grade (resubmission 1 if applicable):
	Enter grade here

	Total marks for UNIT (resubmission 2 if applicable):

	Enter total unit marks here
	Grade (resubmission 2 if applicable):
	Enter grade here

	Assessor Feedback Summary:

Please enter your summary and developmental points for the learner here. Please use a different font colour for any resubmission comments. 



	Assessor name:
	Please enter your Assessor name here

	Assessor signature:
I confirm that I am satisfied that to the best of my knowledge, the work produced is solely that of the learner.
	Please enter your Assessor signature here

	Date:
	Please enter date here

	IQA name:
	Please enter your IQA name here

	IQA signature:
	Please enter your IQA signature here

	Date:
	Please enter date here
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