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Assessment 3
1
I
An Induction Programme is what new employees go through when they start a new job.  The process is to help them acclimatise to their new role and surroundings and the practices of how the company works.  The components of an induction programme are as follows:-
· Pre-employment – Joining instructions, conditions, etc.

· Health and Safety – First Aid, Emergency Exits, Health and Safety Policy.
· Organisation – How the Company works including site maps and other literature needed.

· Terms and Conditions – Working Times, Sickness, Holidays, Discipline and Grievance Procedures.

· Finance – Payment Dates, Pensions, Expenses, etc

· Training – Agreed training plan and opportunities, etc.

II
The advantages and disadvantages of promoting employees from within the company are as follows:-

Advantages

· Recruiting from within the company makes the process less time consuming, positions being filled much quicker and the costs would be less expensive.

· Internal promotions give other employees the motivation to do better in their roles for the chance of being promoted.

· With a current employee they already know the companies policies and procedures and other employees and the employer also has previous knowledge of the employee’s history and their skills and abilities.

Disadvantages

· With recruiting a current employee there is a reduced chance of new ideas and perspectives being brought to the company.

· If promoting internally the current employee might not have all the skills for the role so they will need much more training.

III
Employers usually transfer employees for a few reasons for example the employees skills are needed in another section or there is no work in the section they are currently working in so are transferred rather than be made redundant.
IV

The main objectives of the recruitment process in an organisation are:

· To attract the right candidate who has the suitable skills and experience for the present role and for them to expand the company.

· To search for talent outside of the company.

· To headhunt people who have the skills to fit the company’s values.

2.

The recruitment process steps are as follows:-

1. The role is advertised asking for a CV or application form to be filled in and returned by a certain date.
2. The applications are short listed, the selection can be done in many ways including by a points system awarding points for experience, qualifications, etc. and then short listing the ones with the highest score. 
3. Arranging tests for short listed applications for their ability, aptitude and personality for a few examples.

4. Interviewing the candidate using a set and agreed format of questioning which could be used with a points system to see how they match up to the specification.

5. Choose the successful candidate using the same process again as the short listing one.

6. Obtain references for the candidate making sure everything is in order.

7. Offer the candidate the job and putting all the details down in a confirmation letter, including job title, start date, salary, holiday, company benefits, etc. 

Case Study
1.  

Fun and Learns best way to attract the right applicants to the jobs are firstly to advertise the positions in the national/local press with a sizeable and eye-catching advert; another good opportunity would be to advertise the vacancies on the company’s website.  I don’t feel that the company should focus on any one particular group as issues with equality and diversity may be raised but adverts could also be pushed towards places where people are already working with children or retail areas.  Recruiting should be done with application forms being submitted for short listing and then interviewed with an interactive assessment on customer service and knowledge of children’s learning using a set of questions to be used for all candidates incorporating a points system. 
2.

Fun and Learn should select the most suitable candidate on how they perform at their interview and assessment using the points system for scoring relevant measures and abilities.  The points system needs to include questions about their personality, knowledge, how they interact with the adults and children and on their customer service skills.  These measures need to be adhered to so that you get the right person for the job.
3.

Fun and Learn could socialise its employees by arranging team building activities including outdoor pursuits like paintballing, go-karting, climbing or even bowling.  Working as part of different teams from them in the workplace they would be building relationships, trust and each other’s respect from management to the manual workers and learning that one cannot succeed without the other and hopefully this will then be mirrored back in the work place.
4.

Fun and Learn need to address the high turnover of staff by firstly making sure they are paid a good rate of pay from the beginning, they also need to look at training and promoting staff from within the company which will improve moral and give other employees the motivation to try harder for possible promotion for them in the future.  The company could also bring in a bonus scheme based on sales for example which could improve their working ability and give them the commitment to stay with this company.  The employees could also be asked to come up with any suggestions for improvements within the company and to be kept involved with any decisions that are made making them feel that they are a valued part of the operation. 
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