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Introduction 

Human Resources refers to persons or employees or workers within the company responsible for carrying out the tasks assigned to them for the purpose of achieving the goals and objectives of the organization, which can only be accomplished by proper recruitment and selection, proper orientation and integration, preparation, acquisition of skills, proper assessment of staff (performance appraisals) providing adequate compensation and benefits, ensuring fair labor relations and, fundamentally, preserving the protection, welfare and health of workers in the course of managing human resources.

( http://www.whatishumanresource.com/. Accessed 09.03.2020)


Human Resource is a management function concerned with hiring, motivating, and maintaining workforce in an organization. Human resource management deals with issues related to employees such as hiring, training, development, compensation, motivation, communication, and administration. Human resource management ensures satisfaction of employees and maximum contribution of employees to the achievement of organizational objectives.

In this report there will be presented the Human resource process that consist of the following:

1.Hiring

2.Training 

3.Organization structure and roles

4.Performance Management

5.Salary and Benefits 


The role of a Human Resources Manager is crucial for any organization as these professional are the backbone of the company’s HR operations. For our nursery the HR manager plan will focus on recruiting the right staff, orientating, improving safety measures and training programs to increase employee performance level 







1. Hiring

There are different stages that need to be followed when hiring staff. 

a. Decide the pay, in our case it is minimum national wage.
b. Check that the person has the legal right to work in the UK
c. Apply for a DBS Check
d. Get employers insurance
e. Provide written job description for your employee
f. Register the employee at HMRC
g. Enroll staff into a pension scheme

(https://www.gov.uk/employing-staff. Accessed 09.03.2020)

To run the business of daycare, numerous roles are required so that the business can function smoothly. There can be identified core duties, that will embody the job description together with requested skills:

· Supervision of the children to ensure their safety
· Cooking and preparing healthy and nutritional, meals and snacks for children 
· Providing a appropriate and hygienic environment, 
· Changing the clothes and diapers of newborns and children, when required 
· Promotion of learning among children so that they essentially are able to explore their interests, 
ensure child is collected by someone know to nursery
· Develop a physical activities program so that the children have enough physical stimulation and rest during the day
· Documentation of a child's progress so that future decisions can definitely be made easily together with his parents.

 These are just some roles that are absolutely necessary to run a daycare. 

There are also other skills that are required from employees in this business as well. 
For one, daycare workers are also required to teach a child the kind of appropriate generally basic concepts like good manners when interacting with other children and good manners when playing time. 
They also need to engage with the children in their care by facilitating group activities so that they essentially are taught how to share and care for each other fairly.
Most children are engaged in the rhyming and storytelling so that they develop a vocabulary as well as language skills in a generally big way. There specifically are taught several fairly other academic skills like counting by using blocks and related toys. They are also for the most part kept busy in creative activities as well, such as dancing and artwork, or so they essentially thought.

2.Training
	
Training is a basic concept in the development of human capital. It concerns the creation, through instruction and practice, of a particular skill to the desired level. Training is a very useful tool that can place workers in a role where they can do their job properly, efficiently and conscientiously. Education is an act of growing the knowledge and skills of a worker.
(http://www.yourarticlelibrary.com/human-resource-development/training-meaning-definition-and-types-of-training/32374. Accessed 10.03.2020)

At Tiny Dragons the initial Training Include:
-A complete tour of our facility, so staff are familiar with the setting
-Name and ages of the children and their specific needs 
-Routines and transitions 
-Policies and procedures in regards to communicating with parents 
-Meal patterns and food handling policies 
- Health and Safety training and procedures (hand washing technique / diapering, toileting care, food preparation and recognizing symptoms of illness)



3.Organization structure and roles 

	There are several career options when the business of daycare is considered. Some of the most important ones are as follows:

Daycare Director


A daycare director regulates every day programs and manages other staff. The daycare manager is responsible for preparing and training staff, oversee financial plans and meeting regularly with families for updates. Daycare managers need to have a higher education in childcare training NVQ level 5 childcare qualification, pediatric first aid, experience in motivating teams and developing practice. They also need to Support with staff training and development and keep everybody up to date.
The Director is responsible for the smooth running of the nursery each day, health and safety, to oversee and manage the other job roles


Administrative Assistant/ Finance 

In the generally daily affairs of a daycare center, an administrative assistant really has a very important role. For one, he for the most part helps the manager with his particularly daily clerical tasks. These errands particularly include answering important phone calls, maintaining paperwork and maintaining a daily schedule for the director as he directed. Most administrative assistants are specifically selected from a pool of qualified candidates and shortlisted until the required person actually is found.
-understanding and developing budgeting plans
-


Marketing Advisor

Duties include, to analyze and design marketing strategy, organizing and managing marketing activities, communicating marketing initiatives to stakeholders, and creating awareness and positioning for the products of our business.
Other duties are;
-developing advertising campaigns
-supporting sales
-overseeing social media marketing strategies 
-identify potential customers

( https://www.betterteam.com/marketing-director-job-description. Accessed 10.03.2020)

HR Manager

Is involved In administrative tasks, and needs to ensure that the company is treating his employees within the limits of the law. HR Manager is responsible for the workforce, recruitment, and assists with the daily operations of the business.


Childcare Assistant

The childcare assistant is responsible for taking attendance and organizing daily activities for the children. Most childcare assistant must have a degree in education or related disciplines, so that they are able to perform their duties in an efficient manner.
The children need to have the best environment possible to learn and play.



 

.


Work Schedules

The working schedules are decided by the Director, Administrative  Assistant  and HR Manager together, while keeping in mind the needs of all the staff. Usually, any daycare operates on a two-shift format based on schedules that overlap to make sure that sufficient staff is always present on the premises. 

This is since many of the daycare workers work on a part-time basis.  Our Daycare center is open for the entire year, from 7am until 6pm so guardians or parents can drop off and get their youngsters when they go or come from work. 


4. Performance Management

Performance management defines the mechanisms that employers use to sustain and boost the quality of their employees and ensure that the company meets its objectives.
Performance management involves: 
-regular meetings between employers and manager to discuss their performance
-measurement of performance
-assessing of employees performance
-documenting, and keeping a record of employees performance

When the main aim is to improve employees, note that this means that managers and employees need to have frank discussions about their performance, possible skills gaps and growth opportunities.

When the main goal is to use performance metrics to maximize efficiency, then you may need to be transparent about how organizational goals are related to personal goals. You'll also need to think how best to keep workers inspired.

(https://archive.acas.org.uk/index.aspx?articleid=6609. Accessed 11.03.2020)




5.Salary and Benefits 

Our passion for caring doesn’t stop with the children. We believe that happy staff make happy work places, so we offer a package of benefits that you won’t find anywhere else.
We only recruit the best and passionate team members and we provide them with excellent benefits and rewards, including: 
- 6 weeks paid holiday a year (that's one more than is legally required)
- Nursery closures between Christmas and New Year (meaning never working over the Christmas break)
-Paid pediatric first aid training
- Family friendly policies including generous childcare discounts so your own children can attend
-Health insurance                                   
-Retirement plan 
-Paid training at workshops 
-Additional annual leave for long service
-Employer and employee contribution pension scheme
[bookmark: _GoBack]-Regular access to internal; and external learning and development opportunities


SWOT Analysis
SWOT is an important practice to make a business successful. The analysis consists of four factors:
Two internal factors: Strengths, Weaknesses 
Two external factors: Opportunities and threats  

Strengths
One of the most vital regulations is staff to student number ratio. In our child care center each staff member will take care of four children to help them study, play and eat.  This ratio is higher than the statutory regulations, and will be very attractive to parents. All the equipment is new, this enables us to create the perfect environment for children when they spend their time with us after school. We believe that parents will be happy that we have qualified staff; this is something that parents look for when choosing a center. We will provide many nutritional menus choices to make sure children will have energy and remain healthy.  This will also encourage them to establish healthy eating habits.

· Benefits for employees
· Pleasant and relaxed environment
· Good training and development program
Weaknesses
It may be a challenge to hire the qualified staff.  Therefore, in an effort to employ and retain highly experienced and qualified staff we will offer incentive bonuses. Location could be the challenge in relation where the staff live.
· New business, can create instability for new staff
· Flexible program
· Induction process may be slow
· -
Opportunities
The potential opportunities associated with a day care business can be exciting. There is always the potential of growth, which includes not only more children but the possibility of additional buildings. Once established, the opportunity exists to partner with businesses in the area who could potentially subsidize the cost for employees who use your center. It is also feasible for you to provide care for children whose low-income families benefit from government programs, which could help ensure that you'll receive full payment.
· Ongoing development of the child care industry
· Increased technological support
· If parents need to work on the weekend, our center will be open during Saturday to care for your children while you working
Threats
The threats aspect of a day care center focus on competition, especially from companies that offer in-house child care. There is also the possibility of lawsuits for alleged cases of neglect or abuse, which can happen even in the best-run and -staffed facilities. There is also the risk of high employee turnover and difficulties in finding qualified staff members.
· Finances
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