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[bookmark: _Toc105678353](AC 3.1) Examine turnover and retention trends and the factors that influence why people choose to leave or remain.

‘If Companies make a concerted effort to better understand why employees are leaving and take meaningful action to retain them, the Great Attrition could become the Great Attraction’ 
(McKinsey, 2021)
Employee turnover is the number of employees who leave an organisation, employee retention is when organisations retain their employees. There are many reasons why employees choose to leave their place of work, some of these are below:
· Low unemployment levels – easy for people to secure employment elsewhere
· Dissatisfaction with career prospects – no development options within the current organisation
· Poor relationships – individuals may have poor relationships
· Work/life balance – employees life pattern may change
· [bookmark: _Hlk103682077]Pandemic – the recent pandemic or hybrid working (Maxwell, 2021)

All the above trends can fall into one, or both, factors called ‘push’ and ‘pull’. ‘Push’ is when an employee feels they need to leave as they are dissatisfied within their current role. ‘Pull’ is when the attraction of a new job entices them from their current role. (Maxwell, 2021)
Employee turnover includes all reasons why employees leave their place of work, they could be voluntary, involuntary, those who resign, retire or who are made redundant, because it covers all reasons overall this is called ‘crude’ turnover. (Maxwell, 2021)
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From these trends some are avoidable and some unavoidable:

	
Avoidable

	
Unavoidable

	
Dissatisfaction with career prospects, poor relationships, hybrid working, satisfaction within roles

	
More employment options in local area, retirement, redundancies, high paid job roles



Organisations can use analytics to track and understand the turnover and retention trends, by breaking down the data and grouping it into trends to identify if there are any common themes. The organisation can then use this data to identify which trends are avoidable and what they can do about it. (Maxwell, 2021) 
Below is an example of the turnover trends for my organisation for the last 4 years:




[bookmark: _Hlk98934334][bookmark: _Toc105678354](AC 3.2) Compare different approaches to developing and retaining talent on an individual and group level.

The Oxford Dictionary, defines the word talent, as ‘a natural ability to do something well.’ (Oxford, 2022)
To prevent turnover and retain employees, organisations can put in place several approaches, by developing and retaining existing talent. Some of these approaches are:
· Onboarding and Orientation
· Rewards
· Working and work life balance
· Continuous feedback
· Training and development
· Team value

Let’s compare some of these examples. The onboarding process should set clear expectations from the start of the journey. These first impressions are critical to for the new starters, they set the pace for what is to come and show them how the Company operates. Inductions are key to retention in the workplace. The consistent and continuous training and development within the role, at all stages, shows the new starters that their development is key to the organisation and is not for just when they start. Through feedback, organisations can support employees with their development and identify areas for growth. When organisations upskill their people, they gain new abilities and competencies that supports the growth of the business. Comparing these two examples we can see that the first impression count and create the atmosphere that the new recruits are invited into, however, this cannot be a ‘one time’ thing, we need to ensure we keep the development consistent, by delivering training and development throughout the employees’ journey, keeping them engaged and upskilled and assist to the organisation. (14 Effective Employee Retention Strategies, 2022) 
An example of my organisations onboarding and orientation programme:

[image: Graphical user interface, text, chat or text message

Description automatically generated]
[image: Graphical user interface

Description automatically generated]


An example of my organisation’s rewards/benefit packages:
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An example of my organisations weekly catch-up form: 
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[bookmark: _Toc105678355](AC 3.5) Explain the impact associated with dysfunctional employee turnover.
[bookmark: _Hlk97716508][bookmark: _Hlk96936974]
Forbes states:
“The reality is that regardless of the size of your business, employee turnover is a major concern. Whether it’s because of cutbacks or employee dissatisfaction, if it becomes a frequent occurrence, it can have serious implications for your business” (Hall, 2022)
It can become very expensive for organisations to replace employees, as much as 33% of an employee’s annual salary (Hall, 2022). 
When employees leave it costs the company time and money. Direct replacement of an employee can cost as much as 60% of an annual salary, which will have an alarming impact on the organisation. (SHRM, 2008)
Some examples of the different types of costs are:
Financial
HR Staff time, Managers time, Accrued paid time off, Temporary cover
Replacement costs
New hire, Induction costs
Training costs
Formal training, On the job training, Mentoring, Socialization, Productivity loss 
Other
Delays in production/customer service, decrease in product/service quality, competition, contagion, disruption, loss of workforce diversity (SHRM, 2008)
An effective analysis of turnover focuses on 3 questions:
1) How many are leaving
2) Who is leaving
3) What are the costs
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Organisations need to manage turnover and in ore to do so they must understand why they are losing employees; classing turnover will help this. Turnover can be classed as functional or dysfunctional. Functional turnover is when it could improve an organisation, for example some turnover may generate new benefits, a new employee may bring new skills that succeed the predecessor, which in turn, can grow the organisation. (SHRM, 2008) Dysfunctional turnover is when the organisation is at a loss, which is mainly measured financially. The question of who is leaving is essential for identifying as to which turnover is functional or dysfunctional, because not every employee is of equal value to every organisation. (SHRM, 2008) 
After speaking to my HR Manager, Anna, she has informed me that on average our company losses around £7k per employee.

[bookmark: _Toc105678356](AC 4.3) Explain the components and benefits of effective onboarding. 

Recruitment practices can strongly influence turnover. Presenting applicants with job previews, or pre-employment information during the recruitment process will have a positive impact on retention of those new starters. (Taylor and Woodhams, 2016) Having accurate information about the positive characteristics and any challenges the new recruits may face, as well as expectations on the required performance and the performance management process, will set clear expectations.
Providing pre-employment information or packs will help new employees adjust to the new working environment, however they can also help reduce the number of applicants. If someone had applied for a role, thinking it was one thing, and after seeing the pre-employment information, understands that the role is completely different, it will prevent them from applying, which is a much better option that having them apply, succeed, and then leave shortly after. (SHRM, 2008) Having both the right components and benefits together will ensure successful onboarding. 

Components
Enrolment, cultural orientation, create a sense of belonging, role effectiveness 
Benefits
Attract, engage, boost business growth, creates connections with employees (SHRM, 2008) 
Within my organisation, when we have a new starter, we ensure we have their new uniform, name badge and log in details ready in store for their first day, this helps make them feel a part of the team. We also buddy up our new starters with an experienced member of staff, so they can shadow and learn. We also have a team lunch during their first week so that the new starter can meet all the team and help feel welcomed. We also have a regional WhatsApp group which we add them too, welcoming them to the company and the whole regional team give them a hello. 
An example of a regional welcome message:
[image: ]
[bookmark: _Hlk97206367][bookmark: _Hlk97716615][bookmark: _Hlk97638462][bookmark: _Toc105678357](AC 1.1) Explain how organisations strategically position themselves in competitive labour markets.

According to Taylor and Woodhams (2016) to be successful, an organisation needs to develop a resourcing strategy which attracts the right people and differentiates the organisation from the competition.                                                                                                                                 
Learning resources are used by organisations to find out where they position themselves in the competitive labour markets. 
In the war for talent in the labour market, a competitor analysis aims to assess the competitive environment and identify all direct and indirect competitors (Taylor and Woodhams, 2016). A competitor analysis examines many strategic characteristics of a company's competitors, such as:

	
What is the brand image of each competitor?

	
What strengths and weaknesses does each competitor have?


	
How is each competitor positioned within the market?

	
How does the target group of talent perceive each competitor as an employer?




There are also several other factors that can be taken into consideration:

	
Salary

	
Flexible working
	
Working environment

	
Other benefits

	
Job security
	
Development opportunities



[bookmark: _Hlk103960543]Any analysis completed should look at any future trends or factors as well as those in place at the time, preparing for future events will ensure organisations remain successful, the latest Covid19 pandemic being a key example. A competitor analysis is intended to uncover all components of a competitor that may have an impact on a company's resourcing strategy. (Taylor and Woodhams, 2016) The results of in-depth research enable an organisation to discover its own corporate characteristics that distinguish it as an employer and allow for employer brand positioning in the labour market.
Developing an effective resourcing strategy is imperative for any business success. 
Organisations can choose how it wants to be positioned within the labour market. (Higgs, 2004) offers a model based on two factors:
· Reward: the amount of money paid to employees 
· Culture: the extent to which employees are respected and treated ethically 
There are four main reasons why the concept of employee branding has become prominent in recent years:
· Brand power
· Credibility
· Employee engagement
· Prevailing labour market conditions 
An example of a recent benchmarking exercise my organisation completed against our competitors around benefits:

[image: Graphical user interface, application, table, Excel

Description automatically generated]

[bookmark: _Toc105678358](AC 1.2) Explain the impact of changing labour market conditions on resourcing decisions.

The labour market is ever changing and impacts organisations decisions on resourcing, supply, and demand.
The demand for labour is measured by: The number of people in work (employed), how much they work (Hours), plus the number of unfilled vacancies.
Supply is measured by employment plus the number of people unemployed.
The balance of the demand for labour and the supply is reflected in the rate of change in earning and wages, if demand is high in relation to supply then earnings will increase. In periods of high demand, this is known as the labour market being ‘tight’. In periods of low supply this is known as being ‘loose’. The differences being:

	
Tight

	
Loose

	High employment levels

	High unemployment

	Not enough people with specific skills

	Skills readily available

	The demand for people outstrips supply

	Demand for jobs higher than supply

	Employees have increased bargaining power

	Employer has increased bargaining power


(Taylor and Woodhams, 2016)

When there is a demand within the labour market the company needs to stand out as being a competitor of choice, organisational values will perk more interest from the right candidates at a time of need. Working on values, working practices and the perception of the organisation, will attract highly skilled, committed and engaging new employees. (Onoufriou, 2021)
Within my organisation the impact on the labour market impacts us depending on what vacancy the position is for. For example, if we had a vacancy for a sales adviser on the shop floor, we tend to get hundreds of applicants, with age ranging from 16 and up, however, since Covid we have seen that this number has dropped dramatic ally and with it has the quality of the applicant. We are either getting massively overqualified or highly under applicants which gives us less options. It also seems to be that the hight up the ladder you are, the more bargaining power you seem to have, for example, our Regional Director will hold much more power for how many employees we have than a Store Manager will and has the last say and who is chosen. 

[bookmark: _Toc105678359](AC 2.4) Assess the strengths of different methods of recruitment and selection to build effective workforces.

There are many different methods of recruitment that organisations can use to build effective workforces. Organisations need to consider whether looking externally is essential, could the work be distributed between existing staff, or could an existing employee change position.
When looking externally there are six common approaches:
· Printed media
· External agencies
· Education liaison
· Other media
· Professional contacts
· [bookmark: _Hlk104123535]Online (Taylor and Woodhams, 2016)
By looking internally organisations have the benefit of the candidate being familiar with the culture and business and it is cost effective, however if that candidate was to fail in the new role they could leave, leaving the business even more understaffed. Within my organisation we always try to look internally for vacancies to be filled wherever possible, either by those currently employed, or by suggestion to family and friends.
Looking externally allows the organisation to view candidates from competitors or other markets, allowing even better people into the business and creates new ideas, however, this could be costly, and the new candidate may struggle adapting to the change. Within my organisation if we need to go externally, we always use Indeed as we find the whole process quite seamless, however, . Add costing
Outsourcing recruitment takes away most of the time, effort, and preparation however from the multitude of applicants we could end up employing the wrong person entirely as they could have been ‘scripted’ before the interview but, they really are not suitable, meaning the organisation goes back to the drawing board and the cost is lost.  We have never used agencies until recently when we required an Assistant Manager and there were no internal applicants, the quality we were getting from Indeed just wasn’t hitting the mark, so we made the decision to use an Agency. 

[bookmark: _Toc105678360](AC 1.3) Discuss the role of government, employers and trade unions in ensuring future skills needs are met.

Government
The Government play as essential part in ensuring future skills needs are met in the form of Apprenticeships. There are two main ways in which they support this, the first is through Apprenticeship schemes where they provide courses and further educational development for free to promote learning, as well as funding the prices from these courses they also ensure as part of completing the programme anyone who has not achieved a GCSE level in Maths, English and Digital Literacy, completes an additional course to ensure that these basic qualifications are achieved. The second is by promoting businesses to recruit Apprenticeships within their organisation and can reward the businesses financially for doing so, this allows the apprenticeship to learn their role live in the workplace whilst earning an income. (Apprenticeships, 2022)
Employers
Employers support future skills by creating in house development programmes, these allow their employees to learn more advanced and broader training than what they would require for their current role, by doing this, employers upskill their employees for any future changes. By developing in house, it builds a pathway from promotions, not just within their current organisation but by moving to another, shares that learning. (Crowley, 2021)
Trade unions
Unions collaborate with everyone, organisations, their workers, and those who provide learning, to encourage and support the upkeep of learning in the workplace, which helps build up skills levels for all. Unions are also an advocacy for equality for all, they ensure integrity, employee growth and development. The unions support all workers, in all roles, in all their potential learning growth. (Crowley, 2021)
Within my organisation we don’t currently offer an Apprenticeship scheme, but we did take part in the recent Kickstarter Scheme that the Government created to help those who were finding it difficult to get back into work. The scheme was fully funded by the Government, who paid the wages for the employees worked within our organisation, basically making them free staff. They were only on temporary contract, 6 months basis, but we could, and did, employee them full time after this period if they fitted into the role. 
[bookmark: _Toc105678361](AC 2.1) Analyse the impact of effective workforce planning.

External and internal causes are putting immense pressure on businesses to shift quickly. Jobs have been disrupted because of rapid technological advancement and process automation, altering our old conceptions of work. Additionally, the effects of an ageing population and an increasing skill-to-job mismatch can be seen across all industries. Similarly, technology and digitisation are driving the emergence of the new gig economy and altering our working habits. The correct amount of personnel with the right talents are placed in the right place at the right time thanks to effective workforce planning. This also cuts down on employment losses due to skill obsolescence, as well as the time and money needed replacing and training new staff.
Workforce planning is normally done on two levels:
Strategic workforce planning: this looks at a long-term view and forecasts for roles organisations will need in the future. Organisations will need to manage the external market to review the current business cycles and all the other factors which could affect the business.
Operational workforce planning: this looks at short-term plans for the organisation by focusing on the talent within and any additional talent that may be needed. Organisations need to look at and use the existing skills to support the current business operations.
Organisations need to ensure all hiring is in line with the new technology changes and disruptions, screening candidates based on previous skills isn’t the best approach any longer, going forward recruiters should be looking at the skill, criteria, and relevant competencies that they have. (Human Resources Online, 2017) 


An example of my organisations people development plan:
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[bookmark: _Toc105678362](AC 2.2) Evaluate the techniques used to support the process of workforce planning.

[image: Diagram
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There are many different techniques used for supporting workforce planning. One is a workforce strategy map, which helps align planning with other larger organisations. The board will set the strategy for the organisation using some of the below factors:
· Demand and supply in the labour market
· Products and services currently being produced
· Competition (De Bruecker, 2015)
· Another technique is using the 9-grid potential matrix, as shown below, this allows organisations to assess where their employees are now and where they could be in the future, its critical however to ensure that these assessments are made correctly and fairly. By using the below method, it can be clear to see which employees are ready for potential promotion and which may need to be placed on development plans. (De Bruecker, 2015)

[image: 9-Box grid with Explainer text]
From this we can see that workforce planning is all about gathering information, analysing it, and creating actions to future proof businesses. Understanding the difference between ‘soft’ and ‘hard’ can help explain the renewed interest.
‘Hard’ workforce planning – is all about numbers, recently the use of numerical data has become essential for understanding cause and effect, just having the data isn’t enough though it needs to be analysed and implemented in context.
‘Soft’ workforce planning – is about defining or developing a strategy and which holds information that can be assessed. Good quality frameworks allow areas of performance to be driven forward, by doing so it gives managers an opportunity to introduce possible fixes before they are forced into action. (Zimpel, 2021) 
Having the right mindset will support workforce planning, an example from CIPD:
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[bookmark: _Toc105678363](AC 2.3) Explain approaches to succession and contingency planning aimed at mitigating workforce risks.

As we have seen previously, organisations can forecast any future needs but how do they know what resources they have for these needs. Organisations need to ensure that they have plans in place should gaps within their workforce appear. This can be done in two ways:
The first is to look at how any existing resources can be used, by training, coaching, and mentoring, moving people within roles and ensuring the retention of those with the essential skills the organisation desires. 
The second is to look at external sources, if the above isn’t possible, because the current skills do not match those that the organisation may need. To do this the company will look at recruitment, possibly using agencies, assessing the labour market, and possibly outsourcing the work. (Taylor and Woodhams, 2016)
To reduce any potential future risks organisations, need to look at talent planning, this will support mitigating the workforce risks. Succession planning ensures organisations have people with the skills and knowledge ready to step up should a position become available. The aim is to have a ‘pool of talent’ should any number of vacancies become available. 
Appraisals are essential for this, identifying what employees aspire to and knowing their current skills help build development plans to develop further. There are several development tools to help support this:
· Formal training programmes – ambassador programme
· On the job training – learning the role live and in action
· Mentoring/Shadowing – learning the role with the person who currently does it
· Moving departments – spending time within different departments learning how they work (Taylor and Woodhams, 2016)
However, it is key to continue to look at ‘new’ people, they bring fresh eyes and ideas, regenerate an existing team, and offer growth to the organisation. 

[bookmark: _Toc105678364](AC 3.3) Evaluate approaches that an organisation can take to build and support different talent pools.

[bookmark: _Hlk104457942]“A talent pool is a collection of potential candidates that help an organisation grow and achieve its long-term goals. Built and maintained by recruiters, formulated as a database, and usually assisted with the help of an applicant tracking system (ATS), talent pools help organisations build ‘reservoirs of talent’ to have on hand, at all times.” (Lauby and Lauby, 2018)
Instead of focusing on building individual position abilities, talent pools allow organisations to develop employees in areas that correspond with company competences and values. Creating talent pools requires planning and there are four key steps to ensure its success:
Step 1. Review the organizational strategies.
Much of this information has already been gathered when completing workforce planning. The goal in this step is to identify the competencies to make those strategies happen. The strategies may change in the future, but the competencies may remain the same.
Step 2. Assess the current talent to identify any skills gaps. 
This can be done using a variety of techniques, including reviews, feedback, interviews, and assessments. Combining these techniques will prove valuable. However, consistency is key to ensure this data remains relevant.
Step 3. Create modules or activities to support employees to learn the skills they need.
Once skills needs are identified, learning and development is required. Internal and external training can be useful. The below three activities are effective:
Management coaching – honest feedback to improve performance
Peer-to-peer feedback - collaborating
Mentoring – wisdom of experience
Step 4. Monitor progress and make regular adjustments.
Both internal and external factors can prompt changes in talent development. Talent required cannot always be found via external recruiting, talent pools allow development from within. (Lauby and Lauby, 2018) 
An example of my organisation’s succession planning programme:
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[bookmark: _Toc105678365](AC 3.4) Evaluate the benefits of Diversity in building and supporting talent pools

There are many benefits when prioritising diversity and inclusion within an organisation. Recognising that having employees with a variety of different backgrounds and beliefs will strengthen cultures and enhance performance. (Linkedin., 2017)
Diversity attracts talent
Having a diverse workforce is an important factor when looking at new roles within organisations. When the market is in a position where finding top talent is difficult, organisations that try for diversity stand out. Current employees will refer friends and family towards the organisation because they feel proud of where they work. Looking at diverse backgrounds as an opportunity to enhance organisations is a powerful tool to remain ahead of the curve. (Linkedin., 2017)
Diversity is a competitive advantage
A report released by McKinsey, shared that ‘gender-diverse companies are 15 per cent more likely to outperform those companies that are not gender-diverse’. (McKinsey, 2015)
Bringing together different outlooks, perspective, and experience can only enhance an organisation offering. Having an organisation with diversity at hand helps them relate to customers, promotes balance internally which in turn will drive innovation. Having a range of perspectives will only make what an organisation does, how it works, what it produces and how it connects, even better. 
Diversity drives employee engagement
[bookmark: _Hlk104463265]There is a great relationship between diversity and engagement, for all employees, not just the minority groups. If diversity becomes a part of a company’s culture it will define what that company stands for.  Employees are more willing to invest in organisations where there is diversity because it breeds trust, they want to the business to succeed because they care. Employees, customers, and leaders are demanding diversity, its critical organisations get behind it. (Linkedin., 2017) 
An example of our Equal Opportunities policy in my organisation:
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[bookmark: _Toc105678366](AC 4.1) Assess the suitable types of contractual arrangements dependant on specific workforce need.

Employee contracts are a legally binding agreement between an employer and an employee. (Suff, 2020) The Employment Act acknowledges that there are different types of contracts that are used in the UK, some of these are:
Permanent contracts – This type of contract is unspecified. It is an agreement of continuous work until a point where either the employer or employee ends the contract. Under this type of contract, the employee is entitled to all the benefits covered in the Employment Act.
Fixed term/Temporary contracts – These contracts tend to have a state date and an end date. Employees on these contracts are also entitled to all the benefits as a permanent contract. When the end date is due employers could extend the term or move to a permanent role.
Contractual agreements – These types of agreements are normally made with an independent contractor; they are not bound by contracts but are bound by work. They don’t have the same benefits and are responsibly for their own tax deductions. (Suff, 2020)
Its important for organisations to understand which contract needs to be agreed with each employee. Depending on what the needs of the organisation are at that time, different contract terms will be suggested. If an organisation needs short term cover for maternity leave for example a temporary contract may be beneficial. (Suff, 2020)
Having employees on the wrong contracts could be very difficult to fix, for example underperforming employees on permanent contract will need to be managed much differently to those contractual agreements. Having the wrong contracts will cost time and money to organisations.
A copy of the contents of my contract of employment:
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[bookmark: _Toc105678367](AC 4.2) Differentiate between the main types of contractual terms in contracts.

The two main terms of a contract are called expressed terms and implied terms.
Expressed terms 
[bookmark: _Hlk104471757]Expressed terms are terms that are specifically stated in a contract or stated verbally. Written expressed terms are in the employment contract but can also be communicated verbally. Any expressed terms written in contracts must be compliant with the relevant laws and employers must ensure they comply with legal standards for all the express terms that they use, this could include wages, working hours and leaves which are terms supported by the law. (Suff, 2020)
Implied terms
Implied terms are contracts that are not written or spoken but generate from an understanding. Implied terms can either be factual or form part of the fundamental law. Overtime is an example of an implied term as its not stated in the contract but can be completed if it’s within the law. Suff, 2020)

The main differences between expressed terms and implied terms can be shown below:
	
	Expressed terms
	Implied terms

	
Terms and Conditions are clear in the contract, either verbally or in writing

	
The actions of those involved determine the conditions

	
The comply with the minimum legal standards

	
Comes into existence with actions

	
Ensures the contract is complete

	
Can be implied facts or implied law


Suff, 2020)

Implied terms are often made within my company, we will arrange with our contractor to come and do work in store on a set day and time, the issue with having an implied term is that isn’t always given the same level of commitment as something written in a contract which often leads stores chasing certain agreements. Within out contracts we have, as many other companies, set terms and conditions for employment, these are not often referred to though, everyone knows their contracts hours, day, job role and the basics of what is right and what is wrong so the details are not always looked at, however, if a question is raised it normally goes to their line manager, who keeps asking up the chain until an answer is agreed. 
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+ Paid compassionate leave.

+ Two paid volunteer days each year.

+ Three for three: An additional three day's holiday when you reach
three years' service.

+ Asabbatical for up to three months.

+ The option to purchase an additional week's holiday.

+ Cash Plan for our leadership teams, which includes shopping
discounts.

+ Our cycle to work scheme.

+ Accelerate your learning, with salary sacrifice Personal
Development.

« Staff tariffs on 02 mobile tariffs and Virgin Media broadband and
TV packages.

« Refer a friend: We want more people just like you, so we reward
you for recommending them.

+ Budding entrepreneurs: We can offer support and maybe even
investment in your big idea.

+ Acompetitive Company pension scheme.

+ Employee Assistance program, with access to free counseling.

We hope you agree
that a job is more
than just a pay, th
an impressive set of
benefits and as there
are so many, here is a
reminder of the full
list.
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C. Workforce planning mindset

Workforce planning should not be viewed merely as a process; it is also a mindset,
involving habits of thinking and analysis. In this sense, understanding workforce planning
and practising even its simplest techniques can help all HR professionals and line managers
tackle resourcing issues more effectively.

Line managers, often working with HR, should be the main players in local, functional
or divisional workforce planning. Therefore HR’s challenge in some cases is to open
‘managers' minds and behaviours to a range of possibilities in what the organisation will
have to confront in future forecasting

igure 4: Workforce planning mindset

vorkforce planning
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Employee handbook v5.pdf

The contents may be subject to revision from time to time.

22. Equal Opportu s policy
We are committed to promoting equality of opportunity for all employees and job appli
o create a working environment in which all individuals are able to make best use of their skills, free
from discrimination or harassment, and in which all decisions are based on merit

We do not discriminate against employees on the basis of their gender, sexual orientation, marital or
civil partner status, gender reassignment, race, colour, nationality, ethic or national origin, religion or
belief, pregnancy or matemity, disability or age (the protected characteristics).

Internal Document

[ AVERTEC Employee Handbook v3. (Owner: Anna Shaw)

The principles of non-discrimination and equality of opportunity also apply to the way in which
employees treat visitors, clients, customers, suppliers and former employees.

All employees have a duty to act in accordance with this policy and treat colleagues with dignity at all
times, and not to discriminate against or harass other employees, regardiess of their status;

Showall | X

hildcare...pdf A
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22.1. Who is covered by the policy?

This policy covers all individuals working at all levels and grades, including senior managers, officers,
directors, employees, consultants, contractors, trainees, ful-time, part-time employees,(collectively
referred to as staff in this policy).

22.2. Scope and purpose of the policy

This policy applies to all aspects of our relationship with staff and to relations between staff members
atalllevels. This includes job advertisements, recruitment and selection, training and development,
opportunities for promotion, conditions of service, pay and benefits, conduct at work, disciplinary and
grievance procedures, and termination of employment.

We will take appropriate steps to accommodate the requirements of different religions, cultures, and
domestic responsil

22.3. Forms of Discrimination

Discrimination by or against an employee is generally prohibited unless there is a specific legal
exemption. Discrimination may be direct or indirect and it may occur intentionally or unintentionally.

Direct discrimination occurs where someone is treated less favourably because of one or more of the
protected characteristics set out above. For example, rejecting an applicant on the grounds of their
race because they would not fitin" would be direct discrimination.

Indirect discrimination ocours where someone is disadvantaged by an unjustified provision, criterion
or practice that also puts other peaple with the same protected characteristic at a particular
disadvantage. For example, a requirement to work full time puts women at a particular disadvantage
because they generally have greater childcare commitments than men. Such a requirement will need
o be obiectivelv iustified.

Tax-Free-Childcare...pdf A Showall | X
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Victimisation is also prohibited. This is less favourable treatment of someone who has complained or
given information about discrimination or harassment or supported someone else's complaint.

22.4. Recruitment and Selection
We aim to ensure that no job applicant suffers discrimination because of any of the protected
characteristics above.

Our recruitment procedures are reviewed regularly 1o ensure that individuals are treated on the basis.
of thei relevant merits and abilities. Job selection criteria are regularly reviewed to ensure that they
are relevant to the job and are not disproportionate.

‘Short listing and interviewing will be carried out by more than one person where possible. Interview
questions will be related to the requirements of the job and will ot be of a discriminatory nature.

Interal Document.

(X ) AVERTEC Employee Handbook v3. (Owner: Anna Shaw)

All applicants who apply for jobs with s willreceive fair treatment and will be considered solely on
their abilty to do the job.

We are required by law to ensure that all employees are entitled to work in the UK. Al prospective:
employees, regardless of nationality, must be able to produce original documents, such as a passport
and for any EU employees a settlement scheme code before employment starts, o satisy current
immigration legislation.
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still others lid off, or they come into money (a lottery win, an

inheritance) and decide they no longer need a job.

All of these examples represent turnover, but they don’t all have the same
organizational implications. To distinguish their implications, we n
types of turnover. Consider Figure 1 Turnover Classification Scheme. !

cd to define

As Figure 1 sug
voluntaryand involuntary. Voluntary turnover is

ests, the first important distinction in turnover is berween

ted by the cmployce; for
example, a worker quits to tak

nother job. Involuntary turnover is initiated

by the organization; for instance, a company dismisses an employce du to poor
performance or an organizational restructuring. Voluntary and involuntary
turnover require markedly different management techniques. Ths report focuses
on voluntary surnorer. To manage voluntary turnover in your organization,
you need an in-depth understanding of why employees leave or stay with

organizations in gencral, as well as stratcgies for managing turnover among




