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An induction programme is the procedure used within business to welcome new employees to the company and prepare them for their new role, or to induct existing staff that have transferred departments. Induction should help staff to understand the company policy and ethos, as well as organisational structures and procedures.
When recruiting staff internally it is important to consider the advantages and disadvantage.
You would be considering an existing group of employees to fill a position; the processes will be less time consuming and therefore saves recruitment costs as well as time. Internal recruiting tends to be less expensive than external recruiting.
If the company promotes someone within the same organisation it shows other employees that the organisation offers room for progress. This boosts moral as well as addressing the employees’ needs for success. Internal progression also saves time and money as the employee is already familiar with the organisation’s policies and procedures, and the employee has a formed judgement on employment history showing the worker’s skills and abilities. However, internal recruiting reduces the opportunity to bring in innovation and new viewpoints. 
The Equal Employment Opportunity Commission states that job opportunities within a company must be available to all, not just those from within the organisation. 
Employers will often promote internally or transfer people around, because they already know the calibre of the candidate, their work history and skills. They can often go straight into a role, which is time and money saving to the employer.
The main objective of the recruitment process is for the company to identify its need to employ people to fill certain positions. Its aim is to recruit the best qualified candidates. These prospective new employees must have suitable abilities to help the organisation achieve its corporate goals. 
The recruitment process -
· Decide on the job specification, salary, hours, start date.
· Set out advertising campaign and adverts
· Draw up a short list and ask candidates to attend an interview
· Interview
· Shortlist potential offers- short-listing candidates for the next stage 
· Ensure references are checked (this is sometimes done before the interview- essential to do)
· Offer the position
· Confirming in writing and receive acceptance from the chosen candidate
· Organising the induction process
· Evaluate the success of the campaign









[bookmark: _GoBack]Case Study-
Fun and learn could attract the best applications from candidates wanting to work in their retail outlets by tailoring the advertising campaign to areas that attract those candidates that have a desire to educate children.
It is essential to involve the line mangers of  the retail teams, but also use the newly established work teams to set up the process and devise the criteria, where possible it would be useful to include an exercise where candidates present their skills to the team / co-workers, so they have a vested interest in who works with their team. 
Recruitment campaigns need to be directed to people that like inspiring children to learn, that have knowledge about how children learn, and appropriate methods of engaging them. The advert needs to entice enthusiastic and sociable people with boundless energy and patience. 
Once a campaign to recruit has been rolled out, and the candidates short listed and interviewed a second interview could involve working supervised with some children, like teachers doing a micro teach to an appropriate audience, only then can you see how they perform with this age group.
Selecting the candidates should be two-fold, a check list of relevant skills, attributes and abilities, how they have performed with the children, and how potential colleagues feel after meeting them.
The successful candidate will show a drive to educate and inspire young children, as well as an abundance of vitality and passion and endless enthusiasm, always smiling and creating a positive aura around them. By taking time and a longer interview selection process, the aim is to get the right candidates that will stay and develop with the company.
For existing staff, regular staff updates and training not only shows the employee that the company is invested in them, it ensures that all employees are aware of the direction the company is moving, and they have the same ethos as the company.
By listening to those staff that commit to the company and stay employed after the first year will help managers to refine training and assess where things could be improved. Developing an internal progression plan not only demonstrates company investment in its staff it also gives the workforce a goal to aim towards- promotion boosts moral and gives new starts something to aspire towards. 
Promotion and internal movement to different areas will help to curtail the retention problems.
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