Essentials of People Practice

AC1.1   
The employee lifecycle has six stages, attraction, recruitment and selection, onboarding, development, and retention and separation. A people practitioner can play an important role in each stage to ensure a positive experience (Waite et al,2021, p.94).
Attraction 
The attraction stage occurs when potential employees become aware of your company. They will pay particular attention to the employer's brand and focus on how their values align with the company's ethical stance, culture and vision (Waite et al, 2021, p.95). Effective Branding is important as it builds the foundation for attracting the right people and competing for talent; it is the first step in creating an engaged workforce. A people professional can work collaboratively to build a strong brand and ensure that it remains consistent and is implemented throughout the employee cycle (CIPD 2023).
Recruitment and selection
When a job vacancy is advertised recruitment commences to attract potential employees. Selection techniques are then utilised to select suitable candidates who are shortlisted and progressed to the interview stage. When deciding on what techniques to utilise, efficiency and financial implications must be considered (Waite et al, 202, p.96). A people professional can ensure the recruitment and selection process is fair and consistent by ensuring reasonable adjustments are made and the process is inclusive. This can contribute to a candidate being selected who is a good fit for the role and the culture of the company (CIPD 2021).
Onboarding
Following an offer of employment and the terms of a contract agreed upon, induction to the organisation should commence (Taylor, 2021, p. 208). A people professional can ensure all paperwork and checks are completed. Examples include ensuring references are received and information needed for payroll purposes and next of kin information is obtained (Waite et al 2021).
Development 


Retention 
Providing opportunities and maintaining a happy environment with good relationships can contribute to keeping your workforce. Losing staff can be costly to the company as the recruitment process starts again 
Separation 
There are various reasons why the separation of employees from an organisation may occur.  An employee may wish to retire or give their resignation, this is known as voluntary. Other reasons could include the employee being made redundant or their contract being terminated and notice being given by the employer; known as forced terminations. A people professional can conduct exit interviews and analyse data from exit questionnaires to find out reasons for employees leaving and identify any trends so they can implement changes to break the cycle. (Cattermole 2019).

AC1.2   Explain the purpose and key content of a job description and person specification. Explain how job analysis can be used to decide on the content of these documents.  
 A job description is a document that outlines the nature of a specific role by describing what is involved. Key content should include the job title, pay grade, reporting structure, the purpose of the job and the main duties and responsibilities. Reporting structures indicate the level an employee is operating within the company and the level of responsibility held. The purpose of the job should give a clear indication of what is expected from the employee with the main duties and responsibilities setting out how they can achieve this (Waite et al, 2021, p. 105). 
A job specification provides the criteria for shortlisting and selection by setting out the required skills, knowledge, qualifications, education, personal qualities, and experience. These can be broken down into essential and desirable criteria according to their importance in fulfilling the role. However, care should be taken to ensure these are specific to the role and non-discriminatory (Taylor, 2021, P. 76).
The information needed for both the job description and person specification documents is derived from job analysis. Information sought needs to be inclusive of the work environment the tasks and skills needed to carry out the job and any equipment used. Effective job analysis contributes to a more accurate recruitment and selection process (Taylor, 2021, p.64).

AC1.3   Explain two different recruitment methods that Jaspreet and Caroline could use for the sales assistant vacancies and why the two methods are appropriate for the role.
A social media site such as Facebook could be your first recruitment method. This is suitable because it is free to advertise and 
When you advertise for jobs on social media you are also promoting the business and what you have to offer making people aware that you will be opening.
The second recruitment method would be using the jobcentre









AC1.4   Explain factors to consider when deciding on the content of copy used in the recruitment methods you have explained above. You could consider factors such as budget, balance between providing an accurate and positive image, space available, corporate image.
AC2.1   Explain two different selection methods that Jaspreet and Caroline could use for the sale assistant vacancies and why the two methods are appropriate for the role.
 


When you advertise for jobs on social media you are also promoting the business and what you have to offer making people aware that you will be opening.
Job centre Plus 

WHAT ARE THE DOWNFALLS OF NOT GETTING IT RIGHT 
REASONABLE ADJUSTMENTS
AC2.4    Explain what selection records Clean Quarter Ltd should retain and why they should retain these records.
Recruitment records, including CVs, application forms, any notes made at the interview stage, equal opportunity forms and any assessment or test paperwork, should be kept for at least 6 months. This allows accurate feedback to be given to any unsuccessful applicants on request. However, from a legal standpoint, one year is recommended in case of any discrimination claims that could arise. Under The Equality Act 2010, time extensions may be granted if someone feels like they have been treated unfairly during the recruitment process or discriminated against because of a protected characteristic. Retaining the information allows evidence to be reviewed in the case of the company being taken to a tribunal (UK Government 2018). This can also apply to any references received for unsuccessful candidates due to time extensions where up to a year is seen as justified. Employers must also ensure paperwork is not stored for longer than necessary without justification and need to adhere to current regulations.  
[bookmark: _Hlk165930331]Paperwork and references for successful candidates can be retained in their personnel files. If any right to work in the UK checks have been made, these would need to be kept for 3 years after employment ends which is the recommendation from the home office (CIPD 2023). 



AC2.5 
Mrs A Simms                                                                                                                            105 Mount Pleasant                                                                                                          Swansea                                                                                                                                   SA1 3BL
Dear Mrs Simms, 
 We are pleased to offer you the role of Sales Assistant at Clean Quarter Ltd. This offer remains provisional subject to satisfactory completion of pre-employment checks. The role is for 30 hours per week and will be paid at a rate of £11.64 per hour.
I would be grateful if you could confirm your acceptance of the role via email at cleanquarter@wales.com. If you are in employment it is inadvisable to resign from your current post until pre-employment checks are completed and confirmation of this provisional offer is received. 
We will be in touch with further information shortly and look forward to welcoming you to our team.

Yours sincerely,
Clean Quarter Ltd


Mrs A Simms                                                                                                                            105 Mount Pleasant                                                                                                             Swansea                                                                                                                                         SA1 3BL
Dear Mrs Simms,
We are writing to thank you for your interest in the role of the sales assistant post at Clean Quarter Ltd. We have received a large number of applications and unfortunately, you have been unsuccessful on this occasion.
[bookmark: _Hlk165972965]Although you were unsuccessful in this post, we would encourage you to make future applications for posts at Clean Quarter Ltd. We would also welcome any request for feedback by emailing us at cleanquarter@wales.com. 
Yours Sincerely,
Clean Quarter Ltd
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