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1. Give short answers to the following questions:                                                              (12) 
[bookmark: _GoBack]
i. What is an ' Induction Program’? 

An induction program is the method used within many worldwide businesses to welcome new employees to the company and prepare them for their new role. Induction training should include employee skill development (theoretical as well as practical), but also meet interaction needs that exist among the established employees.
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Sessions, formal or informal, can be arranged with different members of staff and departments so they can explain their role in relation to the business' activities. General areas normally covered however are as follows;
· Administration – New workers can be provided with, details of any occupational pension scheme, a copy of any procedures and handbooks, any uniforms and standard equipment they will use.
· Terms and conditions of employment - It is a legal requirement for employers to give their employees a written statement of terms and conditions of employment within two months of starting work, except for those employees who will be working for less than one month. It is a good idea to go through this during the induction and give them details of issues such as, compensation, hours of work - including breaks, sickness and holiday procedures and disciplinary and grievance procedures
· Health and safety – Companies are legally required to provide workers with any health and safety information they need to carry out their job safely. A copy of the company’s business' health and safety policy must be provided and needs to be signed by the employee once they have read and understood it. They must also be informed - preferably on the first day - of fire safety procedures and what to do if the fire alarm sounds. If there are particular safety hazards, e.g. in a factory or on a building site, new workers must be made aware of them and what precautions need to be taken.
· Tour of the premises - Show new workers where they will be working and the location of any facilities such as emergency exits, toilets, canteen, medical clinic etc.
· Introduction to colleagues - Introduce new workers to their team colleagues/co-workers in turn, for example to, their line manager, those responsible for human resources and/or training, the health and safety officer, trade union or employee representatives.
· Introduction to the job - You should take them through what their job entails and how this fits in with the rest of the business needs.
· Equipment - Make sure the new employee knows how to operate any equipment they will be using, and if not provide suitable training, and show them where spares, replacements and other materials they may need are kept.


ii. What are the advantages and disadvantages of promoting employees from within the company? 

Recruiting qualified and capable candidates is crucial to the future success of any company. One method of filling new or open positions is to use internal recruitment. But before promoting from within, a clear understanding of the advantages and disadvantages that internal recruiting offers should be considered.

Advantages;
When you promote from within or fill new positions with internal candidates, there is normally a positive effect on staff morale. Employees will feel that the company rewards hard work by offering an opportunity to take on new responsibilities or move to a new challenging department in which an employee has an interest. Internal recruiting also can inspire employees to perform at peak productivity. 
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Internal recruiting also has a lower cost to the company than looking outside the company. To advertise a job to the existing staff, the human resources department only needs to post the job on a company bulletin board and circulate the opening on the company intranet. 
Disadvantages;
While the potential is there to improve morale with internal recruitment, it could turn the other way and help to lower morale because employees become focused on competing for jobs rather than trying to become proficient at their current positions.
Recruiting external candidates also requires the additional cost of advertising in external media such as newspapers, magazines and websites. There is also the cost of the human resources professional's time to screen candidates and their and the departmental manager's time to do initial interviews.
When promoting internally, there is potentially the problem of working with the same set of ideas that you had when the process started. Internal recruiting also has a way of limiting the flow of new ideas into a company that can help to spur growth and development. When new positions open within the company, managers have the opportunity to bring in new candidates who offer a different point of view from the existing staff.
Internal recruitment, as detailed in the advantage section, can offer incentive for employees to perform well, but it also can create an atmosphere of competition that can be counterproductive. Employees may feel pressured to compete with each other to be considered for a position during an internal recruitment process, and this can create conflict. 

iii. Why do employers transfer employees?

Companies have various reason for wanting to transfer personnel to another position in the company where they are currently working, or they may need to move for personal reasons and would like to request a transfer to a position in the same company in another city or location. Other possible reasons for a transferring are;
· To develop new skills
· To work with new challenges
· To be removed from tensions within a team
· To request a lighter load because of age or illness
· To change the type of work such as excessive travel
· To work in a different branch of the same company
Whatever the reason, the correct correspondence need to be provided by both employer and employee to ensure true statements of fact on why the transfer is taking place. The points that need to be made clear, preferably on one page, are;
· The employee’s abilities and personal strengths
· The benefit to the company for their transfer
· The benefit to the division supervisor for their transfer
When a position becomes open in a company, it is often to the company’s benefit to employ someone who already works for them. As detailed in the previous answer this is because the employee is familiar with the company culture and expectations and already has loyalty to the company. If an employee learns about a job and would like to apply for it, they should do so as soon as they can after becoming aware of the opening. This shows the human resources department, supervisor and other management that the employee is enthusiastic about the transfer.
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The employee has a major role to play at this point and their job transfer request letter should;
· State the purpose of the letter in the first sentence
· State the position for which he or she is applying
· State the name and position of the employee
· Highlight the employees experience and abilities
· Praise the company to show the employee’s loyalty
· Explain why the employee wants to advance in the company
· Not have a bragging tone when expressing abilities


iv. Outline the main objectives of recruitment process in an organization.

Recruitment is one of the most fundamental values added to a company by the HR processes. This practice is especially critical for managers in the organization who use the recruitment process regularly. The recruitment process is sensitive to external and internal changes, and it can be used as the best indicator for the future HR trends. By careful analysis of recruitment metrics, the HR Management team can predict the trends in the job market simply.
The recruitment process is designed to staff the organization with the required new employees, and it uses many different recruitment sources to attract the right talent in the defined quality and within a certain time frame. The recruitment process therefore has several objectives such as;
1. Finding the best talents on the job market
This is the most important objective of the recruitment process. The HR Recruiters are paid for delivering the candidates to managers, who make the final decision about hiring a new employee following reviews, interviews etc.
[image: Related image]Many organizations are fighting for the best talents in the job market and company HR Recruiters have to develop and implement competitive approaches to make the attractive job offers. Candidates will often select the organization, which is recognized for being modern, competitive and has street credibility. The job adverts and job offers clearly need to reflect this. The role of HR therefore is to describe the real need to the manager. Many times, the best job candidate is not the appropriate job candidate.
2. Recruitment Sources Management
The recruitment sources management is also a significant goal of the recruitment process. Candidates are sourced and “delivered” for the selection procedure in the organization. The better the candidates are, the higher quality job candidates can be hired. The proper management of the recruitment sources has a significant impact on the competitive advantage of the organization.  Sometimes the better employees do not have to be more expensive, but the organization has to manage the recruitment sources to attract the high quality job candidates.
3. Building the Strong Internal Recruitment Process
External recruitment is not the only goal of the recruitment process. Building the strong internal recruitment also helps the business to keep the best talents in the organization. The employees have a chance to apply for a new or different job position, and they can change their career path accordingly. The internal recruitment is a difficult HR topic as the managers have to allow their best employees to take up new roles within the organization therefore leaving voids sometimes hard to fill. 
4. HR Marketing
HR Marketing is essential for large organizations, which need to attract many job candidates. A large organization cannot hire just specialists, they have to attract many university graduates. Graduates, by default, tend to select the employer by the strength of the brand name on the job market and offered opportunities in the organization.
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The HR department has to design the recruitment activities to tailor for the company’s needs, which also support the name of the employer on the job market. The organization has to build a positive brand name, and it has to promote the job opportunities and excellent career paths. Most recruitment goals are not visible to managers directly, and they use just sourcing of the job candidates as the main outcome from the recruitment process. HR has to use the other outcomes from the recruitment process as it is the source of valuable information.

2. Describe the recruitment process step–by-step.                                                              (8)

Having the right person, in the right place, at the right time, is crucial to organizational and business needs and performance.
Therefore the recruitment process is a critical activity and should incorporate the minimum following steps;

Step 1 - What’s the position or job?

Collect information about the job requirements. Think about,
· The content (such as the tasks) making up the job 
· The job’s purpose 
· The outputs required by the job holder 
· How it fits into the organizations management and reporting structure 
· The skills and personal attributes needed to perform the role effectively

This analysis and information can form the basis of a job description and person specification.

Step 2 - Prepare a job and person profile

A person specification or job profile states the necessary and desirable criteria for selection. Increasingly such specifications are based on a set of competencies identified as necessary for the performance of the job. Include;
· Skills, aptitude, knowledge and experience 
· Qualifications (which should be only those necessary to do the job) 
· Personal qualities relevant to the job, such as ability to work as part of a team.

This document, formed from the person specification, can then be used to inform the criteria you use to shortlist applicants for interview.

Step 3 – Finding candidates

Internal methods : 
· Staff referrals 
· Succession planning 
· Transfers 
· Job sharing
· Management observations/annual appraisals

It is important not to forget the company’s internal talent pool when recruiting. Providing opportunities for development and career progression is an important factor for employee retention and motivation and can create a good morale booster.
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External methods: There are many options available for generating interest from individuals outside the organization. 
· Online recruitment 
· Press advertising 
· Networking 
· Open days

Advertising remains the most common means of attracting and recruiting. Advertisements should be clear and indicate the requirements of the job, necessary and the desirable criteria for job applicants (to limit the number of inappropriate applications received), nature of the organization’s activities, job location, compensation package, contract duration and details of how to apply as a minimum.

Advertisements should be genuine and relate to a job that actually exists. They should appeal to all sections of the community using positive visual images and wording.
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Step 4 - Managing the application process

There are two normally used formats in which applications are likely to be sent and received, the curriculum vitae (CV) or application form. They can be submitted either on paper or electronically and the use of e-applications (Internet, intranet and email) is now part of typical recruitment practices nowadays.

Application forms allow for information to be presented in a consistent format, and therefore make it easier to collect data from job applicants in a systematic way and assess impartially the applying candidate’s suitability for the job. 

The advantage of CVs is that they give candidates the opportunity to sell themselves in their own way and don’t have the restrictions of fitting information into boxes as often happens on an application form. However, the downside is CVs make it possible for candidates to include lots of additional, irrelevant material which may make them harder to assess consistently.

Step 5 - Selecting candidates

Selecting candidates involves two main processes, shortlisting and assessing applicants to decide who should be made a job offer.

The process of shortlisting involves reducing down the total number of applications received to a select number of candidates that can be taken forward to the more detailed assessment phase of the selection process. When deciding who to shortlist, it is helpful to draw up a list of criteria using the person specification. Each application can then be rated according to these standards, or a more simple scoring system can be used that can then be totalized to highlight the best candidates.

A range of different methods can be used to assess candidates. These vary in their reliability as a forecaster of performance in the job and in their ease and expense to administer. Typical methods include;
· General interviews 
· Competency or trade based interviews 
· In tray exercises 
· Role play 
· Presentation

Step 6 - Making the selection

Before making an offer of employment, employers have responsibility for checking that applicants have the right to work in the country concerned and to see original documents and take copies for their records.

[image: Related image]Contract Offers of employment should always be made in writing. But it is important to be aware that an oral offer of employment made in an interview is as legally binding as a letter to the candidate.

A recruitment policy should state clearly how references will be used, when in the recruitment process they will be taken up and what kind of references will be necessary (for example, from former employers). These rules should be applied consistently.
It is reasonable and quite normal to require completion of a health questionnaire where good health is relevant to the job. Any particular physical or medical requirement should be made clear in the job advertisement or other recruitment literature. Many companies also require the candidate to undergo a medical examination which sometimes can be quite thorough and vigorous.

Step 7 – Induction

Inductions are a critical part of the recruitment process, for both employer and new employees. An induction plan should include as a minimum;

· Orientation (physical) - describing where the facilities are 
· Orientation (organizational) - showing how the employee fits into the team and how their role fits with the organization’s strategy and goals 
· Health and safety information - this is a legal requirement 
· Explanation of terms and conditions 
· Details of the organization’s history, its products and services, its culture and values 
· A clear outline of the job/role requirements



Case Study                                                                                                                                    (10)

Fun & Learn, Inc. is a national chain of retail outlets specializing in creative toys and innovative learning materials for children. The company caters to the upper end of the market and focuses on customer service for a competitive advantage. Fun & Learn plans to expand and to open five new retail outlets in the coming quarter. This may mean up to 200 new hires, and the executive team wants to make sure that the best people are hired and retained. It has issued a challenge to its retail management personnel to design a staffing process that will accomplish these goals. The children’s market in which Fun & Learn operates demands service personnel who are endlessly patient; knowledgeable about children, toys, and learning; and, perhaps most important, sociable, enthusiastic, and engaging. Excellent customer service is the top priority at Fun & Learn, and obtaining the desired performance from personnel has meant a major investment in training.

Unfortunately, new workers often leave within a year of being hired. This means that the company barely gets an adequate return on the training it has invested in its new hires. Apparently, turnover is due (at least, in part) to the demanding nature of the job. Recently, Fun & Learn has been emphasizing the establishment of work teams to improve the quality of its services, identify and fix any problems in service delivery and brainstorm new opportunities. This approach has yielded better than anticipated results, so the team concept will be central to the new outlets.


Questions:

1. How can Fun & Learn attract the best applicants for jobs at its new retail outlets? On what groups, if any, should be company’s recruiting effort focus? How should the recruiting be done? 

The key to getting talented individuals in the door is to attract them to your company. Most simply, 
 
Your company needs to be a place where people want to work.

[image: Related image]

And not just because you pay the salary on time; but because the work is rewarding, there are opportunities to learn new skills, it’s a fun place to work and the team is engaged. F&L really need to spend time and effort to ensure their employees are engaged? What kinds of things can be done to increase satisfaction among their team? And finally how do you know and measure this?
Some of the following should be considered; 
Work-Life Balance
Identifying ways to improve employee engagement is not as difficult as it sounds. Just ask your employees! Many times, the answer is something as easy or as simple as balancing life styles by ensuring no calls or emails after hours; or closing the office a half hour earlier during the summer.
Growth
Growth is all about learning and development. Are opportunities being provided for the employees to build on their skills, learn new things and develop themselves professionally? How will F&L ensure that their staff is satisfied if they are not doing anything to acknowledge the staffs desire to grow and aiding in their growth? By talking to employees about their career goals and commence to identify how provisions can be made and the resources needed to get there. Job shadow programs, additional training and allowances (either money or time) toward receiving new certifications are all ways that can help to develop.  
Recognition
F&L need to study stand-out personnel on their team and then decide how to provide suitable recognition that they deserve? Positive feedback can go a long way, so they may begin by at least telling them that they’re doing a great job! Which would be a good start.
Some people also enjoy public recognition. Therefore considerations should be catered for to highlight their accomplishments during team meetings. A company newsletter, is used, can also be used to acknowledge them and this type of recognition can go a long way. Sometimes, public recognition can inspire other employees to reach further as well, in hopes that they will receive that same kind of attention and praise. It’s a win-win! 
Job Perks
There are ways that F&L can make the lives of your employees easier? Perhaps by offering employees legitimate perks. That means as a company you may have to get creative! Would putting a pool table in the office allow your team to decompress and enjoy each other’s company at the end of a long day? How about a fridge stocked with snacks and drinks?
Whatever the path to get there, the outcome is clear – ensuring that your employees are engaged can help to achieve important business goals. Happy employees are statistically 85% more efficient at their work than those who are not. Happy and engaged employees are great resources. 
If F&L nurture a work environment where people are invested in and come across as a place with an excellent reputation as an employer you’re existing and new employees basically do the recruiting for you every time they talk about how much they love their job.  The focus groups for recruitment should not be an issue as all types of profiles, ethnics, and other such groups will always want to work for a top Company. 
Some or all of the above attractions will strengthen their whole organization and attract top candidates moving forward?
 
2. How should Fun & Learn select the best candidates? What type of characteristics and measures should be used? Why? 

Fun & Learn will undoubtedly be inundated with applications both paper and electronic once the major drive for new talent kicks in. This is the conventional way but there are a few non-traditional techniques that warrant consideration to help look beyond the resume to find great employees. The following are alternative ways for finding the best hires for their business without relying solely on a piece of paper or virtual profile.

Pay Extra Attention to the Application
Obviously the first step in the hiring process often involves an application. In this case F&L can expect a high volume of applications, so it may pay to focus on how people handle this initial interaction. Some applicants will craft a personalized, interesting cover letter and follow up with an email or phone call a week later. Some will simply fire off their resume without taking the time to interact beyond that and this candidate who doesn’t take the time to be “remembered” not only seems less eager, but is most likely not a serious candidate.
One way to weed out the candidates who are just blasting out their cover letters is to add a special code or a hashtag to your application. The recruiters can say something like “be sure to include #I actually read this on your cover letter.” If upon responding the recruiters will know immediately that the people who don’t put this special code in their letter aren’t paying attention to detail. And that fact alone will indicate they probably aren’t right for F&L.
Do More Than Ask Questions at the Interview
When the list of candidates are narrowed-down it is time to start the interviews, and at this stage clearly the standard questions will be asked/discussed, including soliciting specific examples from their previous work experience. Now however is a perfect time to also see how people perform on the job, rather than just relying on verbal historical information?
For example, if someone needs hiring to answer phones, have the candidates answer a mock phone call and see how they do. If you’re looking for conveyor line workers, have them sit at a terminal and see how they react. Even if you’re looking for something less task-based, like a project manager for instance, you can have the candidate look at a current project outline and see what kind of questions or suggestions he or she might have.
You’ll also want to look beyond the skills and experience to make sure the candidate fits well with your company culture. At F&L they should not only expect a candidate to be proficient in the tasks they are being hired for — they should be looking to see how he or she fits into the company culture and clarify they are compatible to hang out with during lunch or maybe even over a beer, because that’s part of the desired culture that F&L want to promote. Effort therefore should be made prior to employing to see if the candidate fits in by say inviting them to lunch together their potentially new colleagues. It’s meant to be a fun so by inviting prospective employees to such functions they can be observed to make sure they can relax —or at least try to relax!
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Use References Right
Applicants are normally asked for references at the initial recruitment process stage and it is important to make sure these contacts are used to their fullest potential to get the information you want.
For example, don’t just ask references about the candidate’s work performance, also ask them what the person’s sense of humor is like. This can provide and insight to determine if the person’s more of a serious type—or on the other end of the spectrum, the office joker—either way he or she might not be a good fit for your organization.
F&L know what matters to them and their company culture and they should use these tools as a guide for questions, like does the candidate’s work area normally stay clean or messy, how he or she normally interacts with the rest of the staff, and if he or she participated in any external activities, such as golf or charity volunteering.
Use Trial Periods
Clearly you cannot put all potential candidates through a trial period but, if possible, take the potential employee for a test drive before hiring full-time. Trial periods are almost like internships, but better paid and more serious. They can last for a few weeks or a few months, but can give you a good idea of whether the person is the right fit for your company.
For example, why not give potential toy graphic designers and developers a few (paid) freelance projects to start with and then see if they have the skills you’re looking for. Look at it from an investment standpoint: If the salary is 40,000 and you invest 1,000 in a freelance project and discover that the person isn’t the right fit, you’re not out of pocket by 1,000—you just saved yourself 59,000!
If F&L go down this path, it is important, not to mention the possibility of a full-time position so if the person doesn’t work out, it’s easier to move on to the next candidate. It’s vital to clearly state that the period of work-for-hire is for a certain number of weeks and includes specific responsibilities.


3. How might Fun & Learn socialize its employees so that they are attuned to the firm’s culture and plans for the future? 

By providing structured training and development programs, supported by it being such a large organization, F&L will be able to maintain its position as a leading employer with an excellent reputation in the range of markets it serves. The company however needs the ongoing support of its employees to meet and maintain this lofty status. In doing so F&L should look at ways of “entertaining” their work force  to synchronize those plans 

Clearly there's something to be said for birthday lunches or beers after work at the pub across the street as these simple, casual, all-staff events can foster a lot of camaraderie. But they can also exclude certain people – non-drinkers, parents with small children who need to get home right after work, and plenty of others. Therefore F&L should aim to nurture some of the following which are examples used by other Majors;


Target: Making your business feel like a happy family -Solution: Integrate casual game nights into a family-friendly office.

Book Source, which is based in St. Louis, sells discounted books for use in schools. Employees describe this 36-year old family-run business as exactly that — a family. Weekly bingo nights, bowling outings, and the annual company picnic (which was held at a winery last year) create a true sense of community among co-workers. The family-friendly feeling extends into the office, too. The "Baby Policy" allows parents to bring their newborns to work for up to six months, or employees can choose to receive a $50 weekly reimbursement for day care. This is a clear option for F&L who need young vibrant team but also need to be flexible and caring
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Target: Get a serious work project started with a tight-knit team - Solution: Hold a company retreat.

What does your company really need to accomplish, fast? Bruce Withrow, the founder of Meeting Facilitators International, helps his clients start to plan their retreats by asking this question first: "If I could wave a magic wand and put it into your hand, and you could make a successful conclusion to your retreat, what would it look like?" It's important to be as specific as possible. "To just say 'strategic planning' isn't enough," says Withrow, who plans between 50 and 60 retreats every year. "It's such a plastic word that means so many different things to so many different people. What is it that you think is missing? What is it that you want?" CEO and founder of Tutor.com George Cigale says of his company's past retreats: "Slowing down time allows you to think a little bit differently about the way you communicate and depend on each other." Before you stress about where you will go and what you will do, remember that, from a business perspective, this is probably the least important part of planning your retreat. Cigale's company has held retreats at a dude ranch, Las Vegas, Florida, and, when the budget was a little tighter, at a conference center near the company's offices. But he considers each retreat to have been successful. It's fun to play golf, but is it really necessary? If you can afford it, adding some fun to the trip does have advantages. First, it can help get your employees excited about the retreat and somewhat compensate for pulling them away from their homes and families. Second, it can provide time for informal discussion and help your team get to know each other better. "Just the time together at dinner and talking about the Olympics or whatever, I think that that helps with communication," Withrow says. Cigale recommends sticking with about a 20 percent fun, 80 percent work ratio. 


The two detailed examples above, with narratives from companies and specialists, are just some of the options available to Fun & Learn so they can attune their existing and new staff into to the firm’s culture and plans for the future? 

A few more are listed as follows;
· Foster the sweet feeling of success - Solution: Host an annual poker night.
· Simply understanding your employees better - Solution: Do lunches with a focus on sharing.
· Build teamwork in each department - Solution: Quarterly team-building outings.
· Fostering a feeling of fulfillment - Solution: Start a volunteer program. 
· Extreme, all-out executive bonding - Solution: Upper-management backpacking trip.


4. How might Fun & Learn address its retention problems?

There will obviously be a number of reasons apart from the “demanding nature of the job” that Fun & Learn are struggling to retain its employees and if they aren't making their top workers happy, another company may come along to steal them away or they become disillusioned and may leave anyway. The following are some of the areas that should be considered to enable them to make sure their employees are around for many years;
· Create the Right Culture
Finding employees who will feel a strong bond with them means creating an environment that attracts those employees. Fun & Learns culture should match the type of employee they want to employ, whether they opt for a by-the-book, strict workplace or a more casual, laid-back atmosphere should be the key question and clearly the direction should, as a toy retailer who targets children, should be a more casual/laid-back atmosphere where fun is the driver.
· Hire the Right Employees
During the screening of potential candidates, it pays to look closely for signs that you may have a job-hopper. While there's nothing wrong with someone switching jobs if it provides career advancement, Fun & Learn need people who are interested in growing with the company rather than getting experience and training to take somewhere else.
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· Offer Training
Normally businesses expect their professionals to arrive fully trained and certified. Fun & Learn however need to expand quickly and invest in helping almost 200 new employees maintain the credentials they possess or in a lot of cases provide training specific to the role offered. Whether they send employees to a learning center or provide membership to one of the many e-learning sites available, when employees' education and training needs are taken seriously, they (the employees) will see it as an investment in their career development, potential promotion opportunity and along with this comes loyalty.
· Provide Guidance
Employees should be made fully aware of their job duties and how they're doing in performing them and by having a job plan in place and providing regular feedback on an employee's performance this can be readily achieved. If an employee feels confused about his role in your organization, he's more likely to feel disgruntled and begin searching for something else.
· Pay Well
As difficult as it is to pay competitive salaries when funds are low and budgets are tight, calculate the cost to replace employees. It can cost as much as 30 to 50 percent of an entry-level employee's annual salary just to replace him. Employees often find they can enjoy a 10 to 20 percent salary increase by simply moving from one company to the next, which makes jumping ship attractive. F&L, primarily due to their immediate needs of recruiting, need to be aware that an attractive compensation package needs to be offered to fill these vacancies.  
· Don't Punish Competence
Managers can often spend much of their time on employees who are struggling, leaving the talented ones completely neglected. This is a mistake and over time, this can lead to resentment as star employees start to feel unnoticed and unsupported. F&L managers and HR therefore must make an effort to let top performers know their hard work isn't going unnoticed during this recruitment drive and ensure any promising talent is given the chance to excel at a higher level whilst vacancy opportunities are available.
· Be More Flexible
F&L’s workers may have expressed a preference for flexible working conditions as clearly the demanding nature of the company’s business will have an adverse effect on morale with regards to this area. If you expect your employees to answer his/her phone when a client calls at seven o'clock in the evening, then there should be also a mutual understanding when that employee comes in late one morning or needs to take off early.
· Offer Benefits
Small businesses often struggle to compete with larger corporations in providing benefits. F&L don’t have this restriction and should have flexibility to provide or allow benefits such as the range of healthcare and pension options on offer, the ability to work from home, more flexible vacation offerings, and performance bonuses for example.
· Provide Unique Perks
Another way businesses, such as F&L, can compete without breaking the budget is through offering perks that are not normally offered elsewhere. Silicon Valley for instance has become infamous for its free meals and nap pods, so additional retention schemes can readily be offered such as using the company’s connections to get free VIP tickets to special events or special discounts at local retailers.
· Don't Take Yourself Too Seriously
Even though F&L are working hard to try make themselves attractive to talented people, the truth is employees might be leaving because of their bosses. In fact, creditable research has shown that people tend to quit their bosses, not companies. If you can cultivate an environment where employees feel rewarded and gratified, you'll already be ahead of a great deal of other bosses out there.
In Summary 
Improving retention rates doesn't have to be difficult. By being a positive role model Fun and Learning could more directly connect with their employees, and therefore be more likely to understand what they need to continue to help your business thrive.
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