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INSTRUCTIONS:
Give as much justification as possible for every question asked.  This means, you must not limit yourself to just stating WHAT you believe is an appropriate response, but WHY.
ALWAYS provide an outline of the financial and cost imperatives associated with your report tasks.  Imagine you must be able to SELL your project idea.
Put effort into the PID and your will benefit from this when it comes to undertaking the research.  Use your skills as a “Thinking Performer” and take the “Business Partner” approach.
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	1. Name
	Rebecca Carruthers

	2. Organisation name:
	Wilko Ltd


	3. Type of business:
Nature of business and customer profile:
	Retailing: homewares and household goods.
Main customer profile: adults/ older generation, attracted to main heritage products e.g. gardening, DIY/decorating, and pet range. Stay low value range also attracts large a number of customers on a budget. 



	4. Number employed by organisation:
	3,885 within entire organisation.
42 within store being looked at for report.

	5. Number employed within human resources (HR) department (if applicable):
	75 

	6. List the main HR functions that are undertaken by your organisation:





	· Recruitment 
· Screening 
· Disciplinary 
· Advising stores with queries 
· Creating training programmes 
· General HR administration for new starters, leavers, or changes to contracts etc. 


	7. Your job title:


	 Supervisor 

	8. How long have you been in this job?
	5 years

	9. Outline main purpose of your job:



	Manage and engage a team to ensure the store operates as it should on a day to day basis. 
Ensure store targets are met and exceeded. 
Provide customer service.
Undertake stock management. 
Cash-up and banking daily and end of week. 
Ensure health and safety compliance. 


	10. List the HR responsibilities within your job:





	Recruitment: listing job advert, screening, interview and selection. 
Return to work interviews 
Performance management

	11. Who is the person mainly supporting your report (Sponsor)?  State their job title and their relationship to you:

	Name: Tina Purdue 

Job title: Assistant Manager 

Relationship to you: Assistant manager 





	12. Aim of report:
In no more than twenty words, state the overall aim of the report.  Here you need to compile a sentence that communicates clearly what you intend the report idea to achieve.

Aim: To investigate the retention issues within Wilko stores and generate recommendations that can improve employee turnover. 




	13. Objectives of report:
List four objectives that are each directly related to the report aim.  Here you must ensure the objectives are SMART (specific, measurable, achievable, realistic, time bound).  Essentially, objectives are steps you need to take to achieve the report aim.  Each objective must begin with a verb that states clearly how the objective is to be undertaken.  
Objectives:
1. Critically analyse the way that Wilko tries to retain their employees after the initial 12 week probationary period comes to an end through primary research in the form of a survey.

2. Evaluate the experiences of employees who have been working within stores for less than 1 year to generate an indication of what is making them stay at the organisation/ what is making them search for alternative employment. 

3. Compare and contrast exit interviews from employees who have left the organisation within the last 18 months with surveys from longer term employees 5+ years to understand the differences in the reasoning for leaving/staying. 

4.  To make recommendation as to how Wilko is able to improve the employee retention figures to ensure turnover is kept under the 15% target that is set each financial year. 








	14. Give an outline of the sorts of tasks and questions you want to undertake and ask that will allow you to deliver on your objectives and ultimately achieve your aim.


Questions relevant to objective one: 
What does Wilko do to encourage employees to stay after their probation ends? 
How does Wilko engage with employees to ensure they are happy in their roles? 



Tasks relevant to objective one:
Use information from survey from most recent starters to understand how they are feeling about their training period and current situation within the workplace. 
Research into what measures are in place to support those ending probation periods. Do the plans come from HR or are they specific to store managers. 





Questions relevant to objective two:
Why is turnover so high for employees who have been within the organisation for less than 1 year? 




Tasks relevant to objective two:
Review information that has been provided as part of the primary research.
Research into other organisations that operate in retail to see if there are similarities with what is being said by Wilko employees. Generate an idea of how long employees want to stay within the retail environment. 



Questions relevant to objective three:
What has made the long term employees stay at Wilko? 
Why do they like working for the organisation? E.g. patterns in opportunities, benefits, working environment etc. 
What are the biggest differences identified between long and short term employees? 
Are there any similarities that can lead to better retention if utilised? 


Tasks relevant to objective three:
Compare the results of the survey to see what is being identified by both groups.
Use internal documents to find out the reasons for leaving by ex-employees within their exit interviews.
Discuss with managers as to why they link there is a difference between the groups.



Questions relevant to objective four:
Why are employees leaving so frequently? 
What can be done to better the retention of a retailer? 
Are the issues identified resolvable at a store level or does it need to be higher up> 


Tasks relevant to objective four:
Collate all points that have been discussed and researched to generate good recommendations for the store as to how it can improve retention. 







TOP TIP!  THE MORE TIME YOU TAKE EARLY ON IN YOUR REPORT TO WORK OUT WHAT YOU ARE GOING TO ASK AND WHAT YOU HAVE TO DO, THE MORE TIME YOU WILL SAVE LATER ON.




	15. What is the business case for considering undertaking the report?  Here you need to justify how achieving the report aim will advantage and benefit the business and its stakeholders. For example, savings, gaining intelligence of competitors, promoting innovation, and return on investment.  

There is currently a high level of turnover throughout the organisation in mainly supervisor and level one job roles. This is causing overall employee retention and satisfaction figures to fall with many stores already in the red zone in the second period of the year. 
It is becoming time consuming for stores to constantly interview and train new employees who then themselves may not stay with the organisation for very long. 
Having to pay leavers wages and outstanding holidays frequently is impacting store budgets, meaning there is no overtime for the strong employees who want is and leading to understaffing issues. 
Therefore, generating ways of improving employee retention and experience can free up time for stores to undertake the important jobs that need doing. Money will be saved through leaver pay not being allocated. Stores will have better wage budgets. Contact fulfilment figures and employee turnover figures will improve, which can look better when viewed with competitors. 

























	16. Identify the risks associated with the report and how these could be overcome.

Not getting enough responses to the survey for primary research to develop enough of an insight into the issues/ employees thoughts and feelings around what the report is addressing. This could be overcome by circling the survey early to ensure that those on holiday can provide a response, as well as making it available online and a physical copy so it is more accessible.
 
Another risk is ensuring that the right people are responding to the survey as the report is focusing on retention, it is important that the newest starters are providing a response. To overcome this, it would be important to ask them to complete the survey first and explain what it is for and how their responses would be the most beneficial to have.


















	17. 
List the resources you will need to make your report a success.  State why such resources are needed.  These may include, people, time, cash, technology, data.  Identify any constraints that you may encounter and explain how you would overcome these.

Internal reports and data would be a needed resource to look at figures around employees leaving, length of service, and exit interviews. This would be accessed from the HR department at head office. The issue with obtaining these is getting a response from head office as this can often take time. Although instore data about this is available it is important to have this information to build a bigger picture surrounding the issue. 
Time is also a resource that is needed. It will be important to have enough time to conduct the research and report around work commitments. This will be important to manage over the summer months with shift patterns that mean schedules are not consistent due to staff holidays. Therefore planning and managing time will have to be strict to ensure the objectives are completed by the set dates. 

People are a resource that will be needed. The store managers are important as they will be ensuring what is in the report is okay to include and is correct about the organisation. They will also be needed to help with developing insights and accessing some of the data that will be needed. The constraint with this is that with large workloads over summer that there is enough time to ensure that this can be done within the timeframe. 












 

	18. State what method you intend to use to collect your primary data.  For example, questionnaire, interviews, telephone surveys, focus groups etc.  Outline why a particular research method was chosen over alternatives.

A survey will be used. This was chosen as it can allow for written responses, one word selections and scales for the person answering to respond. It can be presented online or using physical copies to allow for greater accessibility. Within the organisation the employees are also used to completing internal surveys so it is hoped that this will be simple to complete and not present a challenge. Additionally, it can be completed anonymously unlike interviews or focus groups, this could allow people to provide more of an honest answer and not feel as though they have to say what others are saying. It is also an easier option when collating the results and can be presented in a number of ways.  


















	19. State HOW you plan to collect primary data and justify the appropriateness of your chosen research method.  Consider whether or not you will be given or denied access to personnel and why.

The data will be collected in the form of a survey that is distributed through the store internally via an online link or paper copies will be available with a box to drop them into to keep identity anonymous. This is an appropriate method as it ensures that all employees have the option to complete the research, and gives access to the people that are needed for the report as it is being completed internally. The survey will be made available for 10 days to allow for cross over between weeks if employees are on holiday to ensure that they have a say. 















	20. State from WHOM you plan to collect primary data and detail any challenges you anticipate.  Outline how you plan to approach people to take part in your research and why you have chosen such individuals.  State why individuals may agree to take part in your report or indeed, refuse.

All team members will be able to participate in the research as retention does concern all of them. This will allow for a broader insight into all employees of the store, including management. The challenges are that they may not want to participate which decreases the sample size and that honest answers are not provided. Employees will not be forced to complete the research if they do not wish to and the end sample size data will be taken into consideration when writing the report to reflect this. 



















	21. State from where you plan to collect secondary data.  This means providing an early list of alphabetised websites and a bibliography that details (using Harvard method) the books, journals, research and magazines that you intend to use.

Website addresses:
Approximately 10
Clark, D. (2021). UK retail businesses turnover 2021, by size. [online] Statista. Available at: https://www.statista.com/statistics/677189/uk-retail-businesses-turnover-by-size/ [Accessed 12 Jun 2022].

CIPD (2020). Employee Turnover & Retention | Factsheets. [online] CIPD. Available at:https://www.cipd.co.uk/knowledge/strategy/resourcing/turnover-retention-factsheet#gref.

Jacobs, E. (2022). What makes staff want to leave their jobs? Ask them. Financial Times. [online] 21 Mar. Available at: https://www.ft.com/content/57556b65-f8c8-41f1-9f07-c6c470777229 [Accessed 12 Jun. 2022].

Conboye, J., Sugiura, E., Nolsoe, E. and Rogers, T.N. (2022). What does it take to recruit and keep staff in a tight market? Financial Times. [online] 30 Jan. Available at: https://www.ft.com/content/3326728f-025c-48d0-b137-f493f98850cc. [Accessed 12 Jun. 2022].

CIPD (2021). The great resignation- fact or fiction?| CIPD Voice article. [online] CIPD. Available at: https://www.cipd.co.uk/news-views/cipd-voice/Issue-33/great-resignation-fact-fiction#gref. [Accessed 12 Jun. 2022].

October 2017, J.M. 3 (2017). Fighting the staff retention war. [online] www.peoplemanagement.co.uk. Available at: https://www.peoplemanagement.co.uk/article/1741356/fighting-staff-retention-war [Accessed 12 Jun. 2022].

CIPD (2022). Labour Market Outlook | Surveys. [online] CIPD. Available at: https://www.cipd.co.uk/knowledge/work/trends/labour-market-outlook#gref [Accessed 12 Jun. 2022].


Books (on topic area and associated subjects):
Approximately 3

Hom, P.W., Allen, D.G. and Griffeth, R.W. (2020). Employee retention and turnover : why employees stay or leave. New York, Ny: Routledge.

Phillips, J.J. and Connell, A.O. (2002). Managing employee retention : impact, analysis, solutions, and ROI. Oxford: Butterworth-Heinemann.

Finnegan, R.P. (2015). The stay interview : a manager’s guide to keeping the best and brightest. New York: Amacom American Management Association.






Books (on research methodology):
Approximately 3

Anderson, V., Fontinha, R. and Fiona Jane Robson (2019). Research methods in human resource management : investigating a business issue. 4th ed. London, United Kingdom: Kogan Page.

Cameron, S. and Price, D. (2009). Business research methods : a practical approach. London: Chartered Institute Of Personnel And Development.

Saunders, M., Lewis, P. and Thornhill, A. (2019). Research Methods for Business Students. 8th ed. New York: Pearson.

Peer reviewed research papers:
Approximately 10

Harrison, S. and Gordon, P.A. (2014). Misconceptions Of Employee Turnover: Evidence-Based Information For The Retail Grocery Industry. Journal of Business & Economics Research (JBER), 12(2), p.145. doi:10.19030/jber.v12i2.8528.

Deskins, J.L. (2018). Effective Strategies Small Retail Leaders Use to Engage Employees. International Journal of Scientific and Research Publications (IJSRP), 8(11). doi:10.29322/ijsrp.8.11.2018.p8357.

Friebel, G., Heinz, M. and Zubanov, N. (2021). Middle Managers, Personnel Turnover, and Performance: A Long‐Term Field Experiment in a Retail Chain. Management Science, 68(1). doi:10.1287/mnsc.2020.3905.

Prasetio, A.P., Agathanisa, C. and Luturlean, B.S. (2019). Examining Employee’s Compensation Satisfaction and Work Stress in A Retail Company and Its Effect to Increase Employee Job Satisfaction. International Journal of Human Resource Studies, 9(2), p.239. doi:10.5296/ijhrs.v9i2.14791.

Plaskoff, J. (2017). Employee experience: the new human resource management approach. Strategic HR Review, 16(3), pp.136–141. doi:10.1108/shr-12-2016-0108.

Guest, D.E. (2017). Human resource management and employee well-being: towards a new analytic framework. Human Resource Management Journal, 27(1), pp.22–38. doi:10.1111/1748-8583.12139.

Bradbury, M.D., Martin, M. and Yokley-Krige, E. (2022). The Stay Interview: A Tool for Retention. Review of Public Personnel Administration, p.0734371X2210936. doi:10.1177/0734371x221093612.





	22. Design a time plan for the lifetime of the report. Begin by breaking down all tasks that need to be undertaken and assess the duration of time you need to devote to each task.  Be sure to show tasks in a logical sequence.  Be further sure that you plan well enough to enable you submit your report on the deadline date.  Include any meetings that you plan to have with your report supervisor at UWTSD.  Be realistic and make your report manageable, account for holidays and other “off-days”.  
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	Date to be completed

	Create the survey
	2/7/22

	Distribute the survey
	3/7/22

	Collect survey
	13/7/22

	Research and collect information for literature review
	18/7/22

	Complete literature review
	31/7/22

	Analyse primary research and start to discuss findings
	10/8/22

	Methodology
	14/8/22

	Conclusions and recommendations
	21/8/22

	Complete draft for submission 
	30/8/22

	Complete and prepare for the presentation
	4/10/22

	Use the time to review draft and make changes ready for final submission
	6/10/22

	
	

	
	

	
	

	
	

	
	

	
	

	
	







	23.  Make a list of questions here that you wish to ask your supervisor about your report.  Such questions could be about:  meeting dates and venues; any forthcoming events that you may have interfere with you completing your report; relevant books, journals, websites, research papers; research methodology; etc etc etc.

When are the tutorials going to take place? Do I have to confirm a date or is it send out? 
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