Bethan Spice
TALENT MANAGEMENT AND WORKFORCE PLANNING
Question 1 – ‘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.’ (3.1, 3.2, 3.5, 4.3).
Answers –
3.1 – Examine turnover and retention trends and the factors that influence why people choose to remain or leave.
Employee turnover is defined as the percentage of employees who leave a company over a specific time. (Appendix 1). Employers can create measures to reduce turnover and boost employee retention by identifying the reasons behind employee turnover. (Employee turnover and retention, 2021). Employee turnover has a detrimental impact on an organisations output, production, profit, and employee motivation.  Legislations and policies are in place to ensure the smooth running of the organisation, but sometimes these impact negatively on an employees’ motivation and job satisfaction.  (Factors that have an impact on Employee turnover, 2018).  There are many contributing factors affecting turnover and it is important to understand the ‘push’ and ‘pull’ factors that can influence employees. 
Push factors are aspects that drive employees to leave, such as:
· Lack of training and development – feeling undervalued
· Lack of cultural fit – an individual’s working values do not match the organisations values 
· Poor pay – not always avoidable depending on the organisation’s financial situation
· Poor relation among peers – little or no interaction, difficulty making friends, frequent conflict
· Poor management – lack of communication, micro-management

Pull factors are those that attract a person to an organisation, such as:
· Environmental factors - good pay rates, regular breaks
· Good development opportunities – employee recognition
· Effective onboarding process – set new starters up properly and integrate them into the team
· Job satisfaction – allows employees to enhance their skills, expertise, and knowledge
· Family/work life balance – associated to greater commitment to achieve, and family satisfaction
· Good ethical values – doing the right thing as it is the right thing to do

Involuntary employee turnover occurs when an employee is terminated from their role.  A certain amount of turnover can be good for an organisation as new recruits can bring added value and reduce recruitment and training costs. (Marable, 2022).  Turnover is a measure used to compare retention problems.  Crude turnover rate is the term used to cover all leavers: voluntary, involuntary, resigned, retired, or made redundant. 

The organisation I work(ed) for strived to be the best at everything they did.  The were in the top 3 of the highest ‘wage-payers’ in Pembrokeshire, they offered mandatory training, individual training and supported any employee who wanted to train in order to progress.  They employed a mental health champion for employees who were struggling, they offered monetary rewards i.e., employee of the month, and they developed a very robust and effective onboarding process.

3.2 – Compare different approaches to developing and retaining talent on an individual and group level.

CIPD’s 2021 definition of Talent refers to individuals who can make a significant difference to organisational performance, whether through immediate contribution or by reaching their highest levels of potential. (Talent management, 2021).  

During the COVID-19 pandemic employee retention became a pressing topic.  One of the biggest difficulties facing HR is retaining staff in the post-pandemic. With a high-level of competition, individuals, and group talent management matters.  Approaches to retention may include:

	Approach
	Individual & Group level

	Training and development
	· Encourages continuous improvement.
· Helps meet overall desired goals.
· Enhances employee engagement.

	Flexible working
	· Helps achieve a greater work-life balance.
· Improves morale which helps organisations productivity overall. 
· Reduces overhead costs.

	Appraisal
	· Identifies areas of improvement to help with individual development.
· Gives frequent and immediate feedback.
· Employees feel they are being listened to. 
                                              (Performance reviews, 2020).

	Workplace characteristics
	· Employees can use their own personality to play on strengths and improve on weaknesses.
· Interaction with colleagues is more effective.

	Fair and equitable reward
	· All employees receive dignified treatment.
· Employees have equal access to all opportunities.
· Encourages achievement.
                                              (Hearst, 2021).	

	Good leadership style
	· Encourages employees to be more devoted to the organisation by establishing a strong ethical environment. 
                         (Brown et al., 2005).



The organisation I work(ed) for set very high standards for every approach mentioned above.  During my time of employment, they had one of the smallest percentages of employee turnover in the county of Pembrokeshire. 

3.5 – Explain the impact associated with dysfunctional employee turnover

Dysfunctional turnover is when good employees leave the workplace, and costs outweigh benefits.  It can be extremely costly for an organisation, with both direct and indirect expenses. (Taylor and Woodhams, 2016).  
	Direct costs
	Indirect costs

	· Advertising costs for the vacancy.
· Selection expenses.
· HR administration time re leaver and new starter.
· New starter costs.
· Training costs.
	· Leaver is less productive in last few weeks.
· New starter is less productive in first few weeks.
· Loss of morale and productivity in colleagues if workload is increased.
· Bad image of the organisation.



But not only is it costly, it can also be disruptive.  The organisation faces loss of experience gained during the employee’s time at the organisation, and they will be able to pass on the benefits of their experiences in their new employment.  When high-performing colleagues leave regularly, it can have a domino effect on the rest of the team.  It interrupts the workforce’s stability which helps to maintain a sense of community. (Dysfunctional Turnover: What it is, and How to Avoid it, 2022).  Poor leadership or other internal organisational difficulties can cause dysfunctional turnover. 

The organisation I work(ed) for invested time and money into good employees and rarely had anyone resign.  Training in order to allow progression was given, as well as bonuses for various things i.e., time in employment, number of days absence.

4.3 – Explain the components and benefits of effective onboarding.

Onboarding is crucial because it helps employees adjust to their new roles.  An organisations retention, productivity and culture will improve as a result of committing to an efficient onboarding process. It attracts top talent and boosts business growth.  (Hyman, 2018).

Without a good onboarding procedure, selecting the best applicant for the job is pointless.  The success of any recruitment strategy depends on a thorough selection procedure.  Employee turnover affects every organisation, and there are a variety of techniques to reduce it.  Turnover in the first 90 days of employment is expensive and time-consuming.  It is important to make new starters feel comfortable – an engaged employee is unlikely to leave the organisation. (Conway, 2022).

[bookmark: _Hlk106616011]A good onboarding plan will cover three key areas:
[bookmark: _Hlk106628854]ORGANISATIONAL – (see Appendix 2a for descriptions on each point of the key areas).
1) Ensure paperwork is complete.
2) Create an employee profile on your HR software. 
3) Give the new starter access to their tools, i.e., email.
4) Prepare the new starter’s workstation. 
5) Organise essential training. 
6) Have a schedule planned for their first.
7) Provide relevant reading materials.

TECHNICAL –
1) Outline job.
2) Provide clear goals.
3) Run job-specific training.
4) Schedule regular sessions with the new starter.
SOCIAL –
1) Introduce the new starter.
2) Assign them a work buddy.
3) Schedule meetings with key team members.

By having an onboarding checklist an organisation can ensure no new starter slips through the cracks, and no steps are missed. (Appendix 2b).

The organisation I work(ed) for employed a staff member to deal with onboarding only.  This was to ensure there was an effective process in place and new employees received all information and training prior to starting their job role.  All training hours were at a paid rate and a mentor was assigned before their last day of training. 

Question 2 – Define what tight and loose labour markets are and how understanding the labour market can help organisations remain competitive (1.1, 1.2). 

Answers – 

1.1 – Explain how organisations strategically position themselves in competitive labour markets.

It is important to be aware of what competitors are doing before making any decisions about the resourcing strategy for the organisation.  ‘Competitors’ refers to labour market competitors, and these are not always the same as product market competitors.  (Taylor and Woodhams, 2016).
It is important for organisations to find different ways to better their position as a market leader.  A competitor analysis helps to see what competition is out there, and to help produce effective strategies to improve their own organisation. (How To Conduct a Competitor Analysis, 2021).  When doing an analysis, an organisation must consider the strengths and weaknesses of each competitors employment offer. (Taylor and Woodhams, 2016).  A SWOT analysis helps to evaluate strengths, weaknesses, opportunities, and threats, which can be used to evaluate and make decisions about any subject. (Appendix 3).

An organisation must be ‘an employer of choice’ in order to position itself strategically in competitive labour markets.  To help the organisation become an employer of choice there are a number of things that can be done, including:
· Create a positive candidate experience – make sure the selection process is fit for purpose, engaging, and allow feedback from successful and unsuccessful candidates.
· Put the organisations values at the centre of what is being offered – people are attracted by to an organisations culture and values.
· Focus on career opportunities – candidates and employees want to develop and grow in their careers.  Think of ideas that are not costly i.e., internal mentoring schemes, working on specific projects. 
· Review pay and rewards – recently there has been a pay restraint and pay has not kept up with inflation.  Review approaches to pay and rewards and what adjustments can be made to appeal to new starters. 
· Evaluate and review recruitment and retention practices – track turnover rates, seek feedback from candidates on their experience of new recruits. (McCartney, 2017).

To position as a brand, and an employer of choice, an organisation must look in detail at the employee experience from start to finish, from recruitment to when they leave.  Organisations should continually assess their operations to take advantage of new ideas, machinery and software, new sources of labour, and new ways of organising the firm in order to increase productivity. Productivity can also be improved by increasing employee engagement.

In the organisation I work(ed) for the Director who was also the operations manager worked very closely with the regulators (CIW) of the care sector in which we worked.  He attended regular meetings to ensure any legal changes were adhered to, he regularly reviewed the pay and rewards in order to be in the top 3 highest wage-payers, and he ensured the organisations values were made known to all employees and they followed them.

1.2 – Explain the impact of changing labour market conditions on resourcing decisions.

In the talent acquisition business, labour market ebbs and flows are a given, and hiring in a tight or loose labour market - especially when hiring at scale - requires organisations to pursue a unique recruitment approach to handle changes. (Heather, 2021).
· A tight labour market refers to a situation where there are more job opportunities then there are candidates.  This means organisations have difficulty filling their vacancies. 
· A loose labour market refers to the opposite – there are too many candidates competing for a smaller number of vacancies. (Taylor and Woodhams, 2016).

The UK labour market has experienced a remarkable jobs increase in recent years. The labour market is described as ‘tight’ under these circumstances.  It will be more difficult for HR professionals to recruit and retain employees as a result of this. The furlough scheme during the pandemic meant that job losses were kept to a minimal.  The labour market in the post-pandemic resembles that of the pre-pandemic.  Inflation is higher than in has been in many years, in addition to a tight labour market. The pandemic's combined effects have altered not only the UK labour market, but our ability to measure it as well.  Brexit also played a major part in labour market developments, including the introduction of new migrant restrictions for EEA workers in January 2021. (Understanding the economy and labour market, 2022).

The features of labour demand and supply will have an effect on human resource planning (HRP).  HRP is influenced by the features of the present labour demand, which includes education, experience, skills and knowledge, training, and sector or regional affiliation. Employees are recruited based on these characteristics. HRP effectiveness will be influenced by the rate of increase in labour productivity.  This means the higher growth will lead to a higher job finding rate and a lower unemployment rate. As a result of the productivity growth rate in the labour market’s dynamic, it has an impact on staffing planning. 

To help maximise opportunities and minimise threats, a PESTLE analysis can be done.  
                                [image: See the source image]
By analysing these risks specific to their sector, an organisation can make informed decisions. The analysis can also reveal the possibility of increased costs and drive additional research to be factored into future plans. (PESTLE analysis, 2021).

The organisation I work(ed) for continued to strive during the pandemic as more people were needing care and support.  Recruitment was difficult as technology had to be relied on, and although there were enough employees to do the required number of hours of support, it did prove difficult when employees caught COVID-19.  However, the Director closely monitored the labour market and amended the recruitment and engagement strategies accordingly. 

Question 3 – The pandemic has forced organisations to use more technology which has resulted in a change in the way they carry out their recruitment and selection. Evaluate this and discuss the potential future impact this may have on diversity and inclusion (2.4).

Answer –

2.4 – Assess the strengths and weaknesses of different methods of recruitment and selection to build effective workforces.

Although the ‘recruitment and selection’ process tend to go together, they are different.
· Recruitment – advertising the vacancy and encouraging suitable candidates to apply.
· Selection – choosing the most suitable candidate for the job. (Taylor and Woodhams, 2016).

Organisations begin by using a variety of recruitment tactics to identify possible job candidates who have the necessary skills and expertise. This is typically done by following main routes such as:
· Internal recruitment – advertising, internal promotions, transfers, referrals.
· External recruitment – retained search, media advertisement, e-recruiting, networking events, job fairs.
· Informal recruitment – word of mouth, headhunting.
· Formal recruitment – the right job specification, the right advertising strategy, the right technology.
	
	Advantages
	Disadvantages

	Internal recruitment
	· Reduces hiring time i.e., interviews, references, and background checks.
· Reduces onboarding time i.e., employees already familiar with the organisation.
· Improves morale amongst employees i.e., employees can see there is room to progress.
· No advertising costs i.e., can send memo, use staff notice board, newsletter.
	· Limited employees to apply i.e., the application pool is reduced.
· Colleague rivalry i.e., if 2 employees apply for the same job it may cause conflict.
(Internal Recruitment: Definition, Benefits and Tips, 2021).

	External recruitment
	· Enhances diversity i.e., a variety of perspectives can lead to more effective practice.
· Adds fresh perspectives i.e., new employees can identify areas of improvement.
· Reduces employee tension i.e., avoids rivalry. 
· Can minimise costs of advertising i.e., use social media – Facebook, twitter. 
	· More costly i.e., paying for membership for job search sites, HR time for interviews and paperwork.
· More training i.e., external recruits need training on policies and procedures of the company.  Additional training can also result in reduced productivity.
· Affects morale amongst employees i.e., existing employees may want progression into a new role.
 (The Advantages and Disadvantages of External Recruitment, 2022).

	Informal recruitment
	· No need to attend recruitment events i.e., saves time and money when not having to free up HR to attend.
· Less stressful i.e., not many applicants to shortlist, you know who has applied.
	· It excludes others from hearing about the job i.e., management only alert those who they want to apply.
· Smaller pool of people to select from i.e., there may be more skilled people who have not applied.

	Formal recruitment
	· Right technology allows you to keep data on prospective candidates for future reference i.e., can be used when new employment opportunities arise.
	· Stressful i.e., long days, lots of applicants to sift through.


In the organisation I work(ed) for, any managerial positions were advertised internally to give good, devoted, and determined employees the chance to progress.  Those positions were then offered externally if there was no suitable internal candidate.  Support worker roles were advertised externally via job fairs, social media, job centre, and networking events.

Question 4 – The UK has been seen to focus so much on apprenticeships in the last decade that the level of numeracy and literacy skills has declined in mainstream education.  To help improve this situation the UK government have introduced several initiatives to increase the skills in the UK which includes the scheme Multiply which offers programmes to help adults improve their numeracy skills. (Gov. 2021).  Critically analyse the impact on organisations and the role they will play in improving skills in the UK. (1.3).

Answer – 

1.3 – Discuss the role of government, employers, and trade unions in ensuring future skills 
needs are met. 

Although employees’ individual abilities are their personal achievements, other stakeholders can help meet people’s professional development needs. Stakeholders include:
· Government – The government has a critical role to play in sponsoring apprenticeships that are designed to equip citizens with industry-led career advancement and future skills.  In 2017 the apprenticeship levy was designed to offer long-term sustainable funding for apprenticeships and to provide employers more discretion over providing a variety of training opportunities to their employees. (Milton, 2019).  
The UK government has announced plans to create a new Future Skills Unit. Although exact details are still unknown, one goal will be to collect and analyse facts on skills gaps across industries, as is the case with many initiatives tied to this agenda.  Long-standing, albeit sometimes ill-defined, challenges of skill shortages and the need to foresee future skill requirements may make such efforts acceptable. (Rafferty, 2022).
In 2014/15, the Government made it mandatory for all apprentices to continue studying maths and English to level 2. They pledged functional skills will continue to be part of an apprentice’s completion requirement, and they will work with employers to enable them to offer GCSEs to their apprentices. (Hancock, 2014).
· Employers – The availability of adult literacy and numeracy training should be more closely connected with business demands.  Employers need to lead on skills development as the skills and capabilities of the workforce are important to sustain growth. In-house development programmes cover a wide range of learning interventions that are executed over a longer period of time, on a bigger scale, and at a higher degree than basic on-the-job training. (Skills development in the UK workplace, 2021). 
Employer-led groups are known as trailblazers. They are professional standards for future organisational strategies; for example, in the United Kingdom, private and public sector organisations collaborate with learning institutions to assist graduates in obtaining the necessary qualifications to ensure that their skills are in line with labour market demand.
· Trade union – ULRs (union learning representatives) are workplace representatives who assist members with learning and skills development. They join with companies to ensure that their employees receive the necessary training and support.  Many individuals find it difficult to return to areas where they may have felt they had failed in school.  Unions and ULRs have a track record of reaching out to its members, relatives, and friends to help them with their literacy and numeracy issues.  Adults' confidence levels jump after they re-engage in increasing their English and numeracy skills, according to Union experience. (Learning and skills, 2021).

In the organisation I work(ed) for, any employee who felt they lacked essential skills were offered the opportunity to attend courses in college to gain those skills, at the cost of the organisation.  A number of employees from Thailand were supported to attend English classes, regular IT classes were held for employees that wanted to develop the skills in that area.  

Question 5 – According to Zimpel (2021) ‘Workforce planning is about generating information, analysing it to inform future demand for people and skills, and translating that into a set of actions that will develop on the existing workforce to meet demand.  Understanding of the distinction between ‘soft’ and ‘hard’ aspects can help to explain the renewed interest’.  With this in mind answer the following: (2.1,2.2,2.3).

Answer –

2.1 - Analyse the impact of effective workforce planning.

Workforce planning, or forecasting demand for labour, is often the most efficient and effective strategy to optimise the workforce, increase productivity, and save corporate costs all at the same time. 

Workforce planning, as well as providing insights for an organisation, can also provide market industry knowledge and help to focus on:
· Lowering labour costs in favour of employee flexibility and deployment.
· Identifying talent shortages and areas of risk for succession.
· Enhancing the production quality.
· Improving the work-life balance.
· Reacting to customer needs.
· Responses to the changes in educational systems in terms of recruitment and training.
(Weeks, 2018).

Forecasting supply involves figuring out who will be available.  Internal and external sources are used: those who are employed by the organisation and those who are not.  Internal forecasting is a crucial step as it provides an inventory of the organisations existing and future competencies.  Internal factors:
· Employee turnover refers to the transfer of employees from one organisation to another.  It is a factor that affects the availability of workers.  The availability of labour decreases as employees leave. 
· Lists of skills (Talent inventories) prepare a list of employees that include each employees’ education, experience, specific abilities, and skills, as well as their job tenure.  (Mwamtobe, n.d.).

Individuals in the labour market who are potential recruits for the organization are referred to as external recruits.   The availability of housing, transportation, quality of life, and the number and quality of local/regional educational and training educational institutions all influence the external supply of labour. (Ross, 2020).  

The information gathered about the present and available workforce, as well as future needs, will assist an organisation to identify the gaps they need to fill, including:
· Gaps where the availability of people falls short of the needs, resulting in the hiring or development of existing employees.
· Gaps in skills but not in numbers.  Training or re-training may be able to close the gaps, but the organisation may need to change the type of employees they hire over time.

In a fast-paced business climate, organisations must maintain their competitive advantage through innovation, agility, and resilience. Data about the workforce can be collected and analysed to give organisations  the information they need to improve or create competence in various areas.  Given the amount of data and data processing powers, analytics will become a key component of the workforce planning process.  Workforce planning is about improving organisational performance, reducing costs, having efficient talent recruitment and management, and reducing organisational risk.  (Workforce planning practice, 2018).

2.2 – Evaluate the techniques used to support the process of workforce planning.

  [image: Diagram
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To answer the questions from the above diagram there are a number of approaches that may be taken: (see Appendix  for descriptions on each point ). 
· Systematic techniques – use past data to forecast the organisations future needs.  Start with targeted outcomes and work backwards. 
· Managerial judgement – based on the organisations senior staff’s expertise and knowledge of the industry, as well as the external environment. 
· Working back from costs – it starts with the future budget and then figures out how many employees can be hired. 
· Work study technique – this is a workload analysis which predicts activities and production for a specific future time period.  (Taylor and Woodhams, 2016).

From these activities it should be easier to identify what job roles are needed and how many new employees are required in each skill area. (Taylor and Woodhams, 2016).

There are a variety of HR forecasting techniques to choose from.  HR professionals should always consider their own instincts and expertise, regardless of which forecasting process is employed.

2.3 – Explain approaches to succession and contingency planning aimed at mitigating workforce risks. 

A succession plan is a method used to identify and train potential future leaders or senior managers, as well as individuals to fill other essential organisation roles, in the short or long-term. (Succession planning, 2020). Every organisation should have a clear and comprehensive succession strategy in place to reduce organisation disruption, keep key employees, and lower external recruitment costs. (Tennant, 2016). To create a succession plan the following general steps can help manage risk:
· Learn about the organisation’s values and beliefs.
· Identify leaders in the workforce.
· Make use of the nine-grid box (a framework to help an organise employees by performance and skill level).
· Discuss goals with employees.  (Gain a clear understanding of the organisation's vision and values, 2021).
A contingency plan is a plan devised for an outcome other than the expected plan. (What is contingency planning? (With steps and examples), 2021).  A good contingency plan will help an organisation manage a situation efficiently.  By creating a contingency plan to assist a team in working swiftly and efficiently, it will help when handling unforeseeable issues or concerns i.e., schedule disruptions, performance issues and budget changes. Although the development of a contingency plan may vary, the following general steps can help manage risk:
· Examine the organisations current situation.
· Determine the potential risks to the organisation.
· Consider all options.
· Create a contingency plan and share it.
· Keep the plan updated.  (What is contingency planning? (With steps and examples), 2021).

By conducting pre-employment background checks,  carrying out regular employee appraisals to identify who wants to progress, assessing employees’ abilities and behaviours, building development plans, addressing gaps between interests and skills, knowledge, and monitoring out-of-work employees, it will mitigate risk through developing talent pools. 

Question 6 – ‘Anyone doing strategic workforce planning, long-term recruitment or succession planning should include a well-maintained talent pool in their strategy.’ (AIHR, 2020). Discuss with examples. (3.3,3.4).

Answer –

3.3 – Evaluate approaches that an organisation can take to build and support different talent pools.

A talent pool is a database of potential employees who want to work for a specific organisation.  Building and maintaining a talent pool is vital.  There are a number of ways to do this, including:
· Add candidates that have been sourced – add interesting people who do not fit any current available positions to the talent pool.
· Previous applicants who were not the right fit at that time – providing they experienced ‘polite recruitment behaviour’, they will want to remain in a talent pool.
· Individuals with specific knowledge (students and graduates) – engage with the future workforce. Fill your talent pool with them and keep them engaged with content that is appropriate for those just starting out in their careers.
· Former employees – they may have left the organisation, but they may also come back, especially if the reason they left had nothing to do with the organisation or how much they enjoyed being there. 
· Current employees with skills for another role – the skills they have, and their culture fit will already be known in the organisation. When it comes to filling senior positions, including these people in your talent pool ensures that they are always at the top of your mind.  (Neelie, 2020).
To assist in the development of a fair and inclusive internal talent pool approach:
· Maintain open lines of communication and be available to express interest.
· Create formal fairness benchmarks.
· Make suitable accommodations/assistance available to those who require it (i.e., no barriers to selection). (Taylor and Woodhams, 2016).
In the organisation I work(ed) for, everyone was welcomed to apply for any role advertised, providing they had the qualifications to do the job, or were willing to work towards achieving the necessary qualification.  Every successful candidate had a six-month trial.  If they returned to the talent pool after 6 months as the role had not worked out for them, they were not restricted from applying for any other roles.
3.4 – Evaluate the benefits of diversity in building and supporting talent pools.
Diversifying talent pools can have a positive effect on an organisation. Diversity in the workplace ensures a variety of different perspectives.   Employees will be more likely to have a diversity of talents and experiences because they will have varied qualities and backgrounds. This is highly beneficial when planning an organisations strategy. By having a diverse talent pool, new ideas can improve the creativity of the workforce.  Employees in a diverse workplace are exposed to a variety of viewpoints.  When these varied viewpoints are combined, they frequently come together in unexpected ways, allowing for new ideas to emerge.  All employees feel accepted and valued when there is diversity and inclusion in the workplace. Employees who feel accepted and valued at work are happier at work and stay longer with the organisation. As a result, organisations with a more diverse workforce have lower turnover rates. Diversity in the workplace improves an organisation’s employer brand and makes it more appealing to employees. Workplace diversity is a particularly valuable advantage for attracting top talent from a variety of talent pools.   As a result, fostering a more inclusive culture benefits individuals and brings the entire organisation together.  (Zojceska, 2021).
There are potential risks when having a diverse talent pools i.e., language barriers, conflict, and difficulty problem solving.  In the organisation where I work(ed), qualified nurses from Thailand were employed due to the levels of care they were able to deliver.  However, this was difficult as the nurses could speak no English and were not able to communicate with their team or professionals.  As a result, the organisation paid for the nurses to attend English speaking classes as their knowledge and expertise was indispensable. 
Question 7 – According to Suff (2021) ‘UK law currently recognises three main types of employment status: employee, worker and self-employed.  An individual’s employment rights depend on whether they are an employee or a worker’.  A) assess how different employment types can meet workforce needs, and B) explain the main contractual terms used in contracts. (4.1,4.2).
Answer – 
4.1 – Assess suitable types of contractual arrangements dependent on specific workforce need.
Under employment legislation (Employment Rights Act 1996), there are three main forms of employment status:
· Employee – an employee is required to work regularly (unless on annual leave), they cannot refuse to do the work, and they can expect work to be available consistently.
· Worker – a worker is not offered regular or guaranteed hours by their employer, nor is the worker obligated to be available for work.
· [bookmark: _Hlk106755390]Self-employed – self-employed are responsible for how and when they work, the do not get paid a wage – they invoice for pay, and they are able to work for different clients and charge different rates. (Checking your employment rights, 2021).

Your work status is significant because it affects your legal rights, entitlements, and expectations.  There are various types of contract, including:
· Full/part time – the difference between full and part time is the number of hours worked, but the contract should be almost identical. 
· Permanent – this is the most common type of contract.  An employee is entitled to all workers rights and can have opportunities to train and develop.  This contract is agreed between employee and employer.
· Zero-hours  - this type of contract is linked to low working hours guaranteed.  An employer cannot stop anyone on a zero-hour contract from working elsewhere.

By law, employees have statutory rights, including:
· Paid holidays
· National minimum wage
· Itemised payslip
· Maternity leave

Organisations can modify their employment needs in response to economic variations and peak productivity times by recruiting different types of workers.  To figure out what employees need and how to address those requirements, an organisation simply needs to use common sense.  (Checking your employment rights, 2021).

4.2 – Differentiate between the main types of contractual terms in contracts.

In a contract, there are two sorts of conditions: 
· Expressed conditions - These are terms that have been explicitly stated and agreed upon by both parties to a contract.  Pay, hours, and holidays are examples of express terms. Certain specific terms must be written down and given to the employee in the form of a written statement of particulars within two months of starting employment, according to the law.
· Implied conditions - These are the conditions that both parties are supposed to accept in terms of their obligations. Statutory rights, such as the right to equal pay, and responsibilities, such as a responsibility of care, are examples of implied terms. (Types of contract terms, 2021).

Because expressed conditions must be mentioned or specified in an agreement or contract of sale prepared by both the buyer and seller, they differ from implied requirements.
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APPENDIX
1) Q 3.1 -   Number of leavers
          	 Average number working (during the same period) X 100 = Turnover rate

2(a)  Q 4.3 (detailed description).

            	A good onboarding plan will cover three key areas:
ORGANISATIONAL - 
1. Ensure paperwork is complete – good onboarding programmes begin before the employee’s first day on the job. Send new employees documents that can be signed and filed ahead of time.  This avoids having an overwhelming stack of paperwork waiting for them when they arrive as this can be stressful and boring.
2. Create an employee profile on your HR software – if any documents, as mentioned above, need to be signed through a software this step may already be complete.  If not, this can provide access to the new employee. 
3. Give the new starter access to their tools, i.e., email – by giving them access to their email prior to their first day you can communicate with them. Make a list of any tools or software the new starter may require, and ensure they have access to it before, or on their first day. 
4. Prepare the new starter’s workstation – this helps make their transition to the workplace as smooth as possible.  Advise them of where to park their car, how and where to access the building etc. Make sure all the supplies they need are ready for them. 
5. Organise essential training – there will always be some sort of training to do.  Some of this can be done prior to the first day.
6. Have a schedule planned for their first day – let them know what time to start, what time their break is, what their first few hours will look like, when to end the day.
7. Provide relevant reading materials – have policies and guides printed ready for them to read.  Allocate the time in their schedule to read them.  Allow them time to discuss them with management if they have any questions or concerns. (Fontein, 2022).

TECHNICAL –
1. Outline job responsibilities – the new starter will already have seen a job description, but it helps them if their responsibilities are talked through on their first day.  Let them know who they will be working with, and what their key deliverables are.
2. Provide clear goals – if the new starter does not understand what success in their role and organisation looks like, they will not achieve it.  Help them by setting clear, attainable goals that are in line with the organisations aims. 
3. Run job-specific training – make sure the new starter receives specific training for the role they are in.  If this can be done within their first few weeks, they will not be held back from progressing.
4. Schedule regular sessions with the new starter – this allows the manager to make sure the onboarding process is going well.  The new starter will feel supported if they have the opportunity to discuss things with their employer, such as: how are they finding the job? Do they have any questions they want to ask? (Fontein, 2022).

SOCIAL –
1. Introduce the new starter – introduce the new starter into the social culture of the organisation by letting everyone know they are arriving.  This can be done by email or personal introductions. A good ice-breaker is to include the new starter into any introductory emails as they can start to interact.
2. Assign them a work buddy – ‘buddying up’ gives the new starter a go-to person to ask questions about the organisation.  This avoids the new starter feeling they are bothering their new manager every few minutes with questions.  It also helps to build a relationship with colleagues. 
3. Schedule meetings with key team members – arrange meetings with key people from other departments that they may have to deal with, allow them to ask questions.  This helps them to feel relaxed when working in other areas of the organisation, and also have an idea of what is expected of them when they get there. (Fontein, 2022).


2(b) 	4.3  (example of an onboarding checklist)
        
	
Organizational 

	
	Ensure paperwork is complete 

	
	Create an employee profile on your HR software 

	
	Grant access to email and other work tools they’ll require

	
	Prepare the employee’s workstation

	
	Organize essential training

	
	Provide a schedule for their first day

	
	

	
Technical 

	
	Outline job responsibilities

	
	Provide clear goals 

	
	Run job-specific training

	
	Schedule weekly check-ins and coaching sessions

	
	

	
Social

	
	Announce the new employee

	
	Assign them a work buddy

	
	Schedule a welcome lunch

	
	Schedule meetings with key team members 

	
	



3) 	Q 1.1 (SWOT example of what to look at) 

	STRENGTHS
	WEAKNESSES
	OPPORTUNITIES
	THREATS

	· What are your positive qualities?
· What helps to accomplish goals?
· What resources do you have?
· What makes you different to others?
	· What makes it hard to achieve goals?
· What do you need to improve on?
· What resources are you lacking?
· What do you need to tackle long-term goals?
	· What products and services are popular with your customers?
· Can you benefit from any current market trends?
· How do stakeholders view your service?
· What external resources can be used to achieve goals?
	· What could put your organisation at risk?
· Are there new competitors on the scene?
· . 
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