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Marking Criteria:
 We expect the learners to write minimum one well expressed point in three lines against each allocated mark. This means one needs to write 15 lines with 5 well expressed points to get high grades for a 5 marks question.
For high grades use examples and illustrations where appropriate. 
	1: Give short answers to the following questions:
i. What is an “induction programme”?
An induction programme is generally the first level of training given to all new starters. This is occasionally given either prior to formally starting the role (more for agency workers, where the agency completes their induction) or more commonly on the day their employment commences or within the first few days. The induction programme is meant to give the new employee the basic tools required to be able to work safely and in line with current legislation, such as the Food hygiene regulations (2006). The level of detail given within an induction programme and the length of physical time assigned to training it out is generally down to the company themselves. Topics usually included in an induction programme are varied and very dependent on the work the company carries out and or the work to be completed by the new employees. Often it is a “one-size” fits all syllabus and includes such topics as:
Health and safety, including where assembly points are. 
Personal hygiene and food safety (if a food processing or food service company)
General rules around absence, holiday booking, return to work, grievance and disciplinary processes.
Different roles within the company, especially where uniform and head wear for instance is used to distinguish roles or supervisory staff.   
Personnel related topics, such as booking holidays, absence notification, back to work interviews, grievance and disciplinary procedures. 
Main pertinent company policies and procedures to ensure all staff can adhere and follow them. 
A good induction programme would be regularly reviewed and possibly given in more “bite-sized” chunks to ensure that as much of the information taught is taken on board by the new staff. 
Language and different cultures also should be taken into consideration where relevant, to ensure this is not a barrier for the new candidates to learn and understand the requirements or for the company to assume all staff are trained adequately. 
In addition, a test such as multiple choice, may be completed by each candidate at the end of the training to ensure all trainees have understood the requirements, so extra tuition can be offered if required. 
ii. What are the advantages and disadvantages of promoting employees from within the company? 
The cost of external recruitment can be very high, depending on the level of the role which needs to be filled, the advantages of promoting from within can greatly reduce this cost. Additionally, current employees are already aware of how the company operates and its culture and in that respect can hit the ground running and “fit in “quickly. They have already established themselves within their current role, so managers already know how they work, what level of absence they have had etc. so believe they know what they are getting with this person. The internal candidate is also familiar with their current colleagues, so where relationships are good and have been built up over several months or years, then the employee can “fit” into the team well with mutual respect evident from the start . 
For the internal candidate themselves, an internal promotion can be seen as a less risky move than looking to move to another organisation (Stephen Stredwick 2014). Where the work, environment and colleagues will be a virtual unknown and does not always work out. In addition, benefits earnt over time, such as holiday entitlement will be kept. 
Where staff see that internal promotion is possible, then this can boost internal morale and help others to strive for promotion too as they can see that the company values its employees and their skills. 
Some of the disadvantages, are that the internal candidate may not have the specific skills for their new role, although they may have an aptitude to train to gain these skills. There can be significant cost in ensuring the employee is then given the right level of training and for the time “lost” to the role whilst the training is completed. So therefore from a performance point of view, the internal candidate might take a lot longer to “hit the ground” and start to fulfil the job role fully. 
An internal candidate will in most cases not be able to “bring” any new insights into the company, where a new external recruit can bring learnings from their previous roles which might greatly increase their worth to the company in the short term. 
In addition, where an existing candidate has fractious internal relationship with their peers, then their promotion to another role might make these divisions greater and lead to poor performance. 
It is important however that vacancies, are transparent to all internal staff, as a vacancy filled internally by a sideways move or through promotion that has not been advertised and filled correctly can undermine staff morale and also lead to animosity to the person given the new role, making it much harder for them to succeed. 

iii. Why do employers transfer employees?
A transfer is where a current employee is moved from one role to another, possibly at a different location but the responsibilities and remuneration is generally maintained. Transferring of staff can be made for a number of reasons, some of which are listed below: 
1. To fill role vacancies quickly. So staff fulfilling similar roles can be moved to cover the vacancies for a short time whilst recruitment is completed or longer term if required. 
2. Changes in production, such as new machinery, process line or new contract, where overall skills are the same. 
3. Minor changes in hours(shifts) or days worked to give more flexibility either to the company or to the worker. 
4. To utilize skills elsewhere. 
5. It may also be used as a training tool, where maybe the staff member needs extra experience or they might be suitable for future promotion with these new skills. 
6. It may in some companies also be used as a means of discipline or action following a grievance. It needs to be used carefully in these circumstances and should not be in addition to other penalties given due to the same issue. 

iv. Outline the main objectives of recruitment process in an organisation.
There a number of objectives from the recruitment process but the main ones are: The overall objective of the recruitment process is to locate and attract the most suitable candidate available (Pandu R. Arkeri 1975) for the vacancy. 
Within the main objectives is being able to entice candidate’s with the right skills and previous experience to fulfil both the requirements of the role but potentially for succession planning requirements too. This comes hand in hand with having a culture within the organisation which attracts candidates, so people want to work for the company, rather than being enticed through remuneration and benefits only. In addition, the new staff member will tend to stay longer at the company too, where people attracted to the salary and benefits only could be enticed away by another company offering more. 
To find people who will bring fresh ideas and viewpoints to the company to help the company both keep and maintain its competitive edge over any competition. 
The cost of recruitment can be high, so it is important that the right caliber of candidates are found, that have the right levels of skills and competency to fill the role but are also to retain them. 

2. Describe the recruitment process step-by-step. 
The recruitment steps are as follows: 
1. Initially identify the vacancy(ies) and evaluate the need(s), the skills and experience required for the role.
Where you are recruiting for current roles, within this process ensure you don’t just look at the skills required to complete the task currently but potentially what extra skills maybe required in the next couple of years, especially where change within the tasks of the role are already being discussed. As this will ensure your candidates are “future proofed” for these changes too. 
2. Develop position description or competency framework for the role. 
This will give prospective candidates more of an understanding on whether their previous experience and training will meet these requirements. 
In addition, it will aid them to identify areas where they will need extra training but might give them the opportunity to learn more for progression. From a company’s perspective it can make it easier to score candidates to locate the best fit for the vacancy and also to “future proof” too. 
3. Determine the salary package and benefits, including such things as relocation package. 
It is important this is done in advance. It is also advisable to have a backup plan where a salary package offered is countered by the prospective recruit, so as a company you know in advance the most you are prepared to offer for the right candidate. 
4. Develop a recruitment plan. 
This includes the method or methods of recruitment. Whether this is via internal advertising of the position only or whether external methods will also be used, in line with establishing a cost of the recruitment processes chosen. Where external methods will be employed; from advertising the job vacancy to using specialist third parties, e.g. executive search agency, there are considerations that need to be taken into account. These include understanding known success rates of the methods, whether the company has employed this method before (John Stredwick 2014) and the best way to attract the caliber of recruit you are looking for. Not every external option is suitable for all vacancies and just because one method has been used in the past does not mean other methods are not suitable or should not be tried. In addition, cost of success can be very different between these methods and should be considered before determining the most cost effective plan. 
The plan should also include the timeframe of recruitment and the stages involved, to ensure that the chosen candidate(s) are ready to start at the required date or as soon as possible after that date. This can be hard where the vacancy is not expected, e.g. someone leaves the company. This may mean that companies should review in advance the timeframes around recruiting for certain roles, such as Directors or senior managers, where prospective candidates will in many case have long notice periods (6 months to over a year) and ensure current incumbents have similar notice periods. This will ensure that recruitment of a replacement will have adequate time to be completed, allowing only a minimal amount of time between one person leaving and the recruit starting or even time for a formal handover.
Where there are many roles to be filled over several months, e.g. a new site opening, then the recruitment plan needs to align completely with the company’s building and commissioning plan to ensure everything comes together at the required times. 
5. Determine whether some type of testing of skills, experience or personality would be beneficial in making the selection process. If so, how this will be carried out, whether this can be completed in-house or an external body or service, e.g. On-line psychometric evaluation, is used. Who will be responsible for evaluating the results and what the criteria for a “pass” mark will be. 
A company will generally request a copy of a applicants CV but consider also asking for evidence of key skills or training from the applicant as this may assist further in the process when short listing candidates for interview etc. 

6. Selection of a search committee. 
Especially where there are many roles that require filling or there is a structured plan to fill a number of roles over a specific time frame. The recruitment process can be time consuming and where the search committee are doing this in addition to their “day” job, then a plan on how much time they will need to dedicate to the process and possibly how their role can be back filled to cover these times needs to be determined too. 
7. The structure of the interview process will need to be agreed, whether this is initially via a phone interview or a single interview or several with different members of the search committee each time, reducing the number of candidates at each stage. In addition, when there 2 or 3 candidates at the final stage an orientation stage maybe beneficial for both the potential recruits and the company.  This again will be very dependent on the role or roles to be filled and the skills and caliber of candidates required.  The timelines for the agreed process also needs to be embedded into the plan to ensure they can be fitted in to the recruitment timeframe and still fulfil the required start dates. 
8. Determine the content of the vacancy advertisement. 
An advertising agency may be used, especially where the recruitment drive is extensive or there is a need to attract high level candidates in a very competitive markets. The advert should attract suitable candidates whilst also discouraging those not so suitable from applying. 
Generally, vacancies should also be advertised internally as well to ensure fairness and transparency. 
In this age of social media there are now many more methods and platforms where role vacancies can be advertised, so these should be evaluated against the types of candidates you wish to attract for their suitability.
You may also want to incentive your staff to recommend the role to potential candidates too, this can be a useful method particularly where many low skill roles are being recruited for as word of mouth can be powerful. 
In addition, using local colleges, 6th forms and universities to advertise roles might also be considered, especially is looking to recruit apprentices. 
The advert should not be discriminatory wherever possible to ensure the workforce is diverse and opportunities are open to all potential applicants. Determine whether to advertise the salary or a salary range so not to “put off” some candidates from applying. Determine how the application can be made, in writing, via email, via website. 
How will those that are interested in the role apply?
Is an application form required or is a questionnaire required to gather the same information from each candidate? Again where several roles are being recruited for at once, a questionnaire which asks specific questions around each role maybe useful for the application sorting process, although it may also turn some suitable candidates off from applying too. 
Can an electronic method of applying be considered or should several methods be used? 
Where a number of roles are being recruited together, then consideration at giving each role a unique reference code or number which must be quoted on the application to assist in the application sorting process.  


9. Review applicants and develop short list
Once applications are received, then these and CV’s should be reviewed. So suitable candidates can be identified and informed of the next stage of the process. 
10. Conduct interview process. 
So whether the company has decided on a number of interview stages or skills or competency testing, this now needs to be completed, notifying both the successful and unsuccessful candidates at each stage. 
The questions used in the interviews need to be based around gleaning more about the candidate, how they work and their thoughts on the job role etc. tease out, with all questions being asked to all candidates. 
11. Select and hire 
Once the best candidate(s) has been agreed, then they should be notified, usually verbally and in writing, with details of their role and salary package, so they can then accept the role and agree their “start” date. Only once they have accepted should the other finalists been notified that they have been unsuccessful. 
12. Finalise recruitment
Once the recruitment process has been completed, it is good practice to evaluate how the full process worked out, whether it met the initial requirements, whether changes were made during the process and what learnings could be used for future recruitment planning. 
Case study
1. How can Fun & Learn attract the best applicants for jobs at its new retail outlets? As the types of people needed for these roles need to have some unique skills that may not be easy to determine from a normal recruitment and interview process then maybe a new approach should be considered. Maybe offering to apply for an open prospective recruitment training day, which can be staged at a nearby outlet to those opening, with current high performing staff present. So offering almost a fun day for those interested, where the candidates can observe current staff offering excellent customer service and showing the traits needed for the role and then being encouraged to “try their hand” by buddying with current staff members. The recruitment committee would observe and gain feedback from the buddying staff to determining which candidates show the aptitude and passion for the role before then offering interviews.  

On what groups, if any, should be company’s recruiting efforts focus? 
I think in order to look at the prospective groups to be approached on recruitment, then the recruitment committee needs to priorities the importance of each of the skills needed. 
A: Sociable, enthusiast and engaging 
B: Excellent customer service 
C: Knowledgeable about children, toys and learning 
D: Patience 
So the groups that might be focused on are:
Students in child development, such a child care, Nannying, Early years management. Child minders, nursery and reception teachers, teaching assistants. Nurses, auxiliary nurses and practitioners. Current employees of similar retail outlets, especially where these outlets have now left the high street, such as Toys R us. 

How should the recruiting be done?
Develop advertisements, eye catching, maybe for press and magazine as well as social media. Adverts to attract people to the open training day, looking for people with previous experience in child development and learning etc., with a sociable and enthusiast outlook to work within in a team within the retail outlet supplying toys and learning solutions to children and their guardians. All candidates for the training days would then need to apply with their CV etc. If the applicant looked suitable then an invitation and full instruction for the day would be sent to the candidate along with the full job specification, salary or earning potential and all other benefits and pertinent information. It is important that those attending the training days know these things up front and accept the invitation to the day and show full commitment to it. 
The Training days would be held over several days to ensure only a certain number of candidates were present at one time, this again could be over several stores near to the areas being recruited for.  The training days would be planned, so that the first couple of hours would give the candidates time to observe how staff interact with customers. The second part of the day could be the candidate working with a member of the current team, again observing but also taking part in interactions with customers. The last part of the day could involve some role planning with the other candidates and would help the observers to see how sociable each was and how well they interacted as part of a team.  
All candidates would be asked to complete a questionnaire after leaving the event on their experience from the day and their thoughts on progressing to the next stage with a deadline for it to be received back. 
To determine which candidates should be selected for interview, then feedback through a questionnaire from the staff engaged with the candidates on the “training” day will be invaluable in determining which candidates show the most promise. 
So in conjunction with the returned questionnaires from the candidates, those showing the key skills and attitudes required would then be taken to the next stage. 
In regards to the next stage; interviews, they should be of a more informal type, with a recruiter but also team members from another store being involved, so they can give their insights into the job, what they like about it and how the candidate thinks they could contribute to this too. They could also explore the different aspects of the role, which might not be reflected in a job description and how the candidates believe they could best handle those situations. What the candidate’s aspirations are longer term. The candidate can then ask questions about the role, package and anything they need to know to help then decide if it is for them. 





2. How should Fun & Learn select the best candidates? What type of characteristics and measures should be used? Why?
Following the interviews, a joint discussion by those present on the day on each candidate will be conducted, to ascertain how they have been perceived, whether they feel they would fit the role and into a team. This could involve answering set questions about each candidate, with the general consensus of the group added to a matrix. This document will also have been pre populated with outcomes from the training day, the post event questionnaires, the candidate’s CV, their previous training and experience The scoring within the matrix would be weighted in favour of the areas of importance, such as customer service, sociability, patience customer, children and toy knowledge, aptitude and willingness to learn and succeed. This way those scoring the highest should fit the roles and into the team better and hopefully be happier in the roles for longer. So therefore the highest scoring candidates would be offered the roles.  

3. How might Fun & Learn socialize its employees so that they are attuned to the firm’s culture and plans for the future. 
Teams don’t just happen, they need to be worked at and each member of the team needs to see where they fit into the whole. Staff members who feel appreciated and valued tend to give more back to the company and get greater job satisfaction overall. Therefore, planned team events, both in and out of hours are a good way of bringing the team together. These events can take many forms, such as:
Team reps from areas meeting to discuss issues and agreeing how to address and sharing the good to lead to continuous improvement across the area or the whole business. 
Team meetings, maybe a start of the day or shift. 
Annual or quarterly colleague events, where improvement and changes highlighted and implemented by teams can be discussed and celebrated. 
Team building, away from the store, on unfamiliar tasks to see how the team works together and where changes might be made to improve the dynamics of the team. These types of event can also show prospective new leaders or those who show an aptitude for promotion.

4. How might Fun & Learn address its retention problems? 
[bookmark: _GoBack]Look at what makes the job so demanding and how this can be reduced or made more manageable. Would reducing hours (part time working), flexible hours or shared working assist in reducing this pressure. Can role rotation be used, so everyone shares in the more demanding aspects of the job as well as the less demanding parts. Looking at how a continuous improvement culture can be established by working in teams, actively looking for areas which could be improved to make processes more streamline and effective whilst also removing some of the more demanding aspects of the role. In addition, training of supervisory staff at understanding the signs of stress within the workplace, may also help to identify where staff are struggling and allow them to assist with reducing pressures to a manageable level.  
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