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Introduction

The following information was produced in order to evidence my understanding of Resource and Talent Planning at Ecigarette Direct. This ties in
with the Resource and Talent Planning unit of the CIPD level 5 award. I will explore and evidence my contribution to: reviewing and evaluating my
organisation’s approach to talent planning; recommending ways to improve the organisation’s approach to talent planning and my contribution to
people resourcing activities.

Ecigarette Direct (ECD) is a private sector retail and wholesale company which was established in 2008 and specialises in all things vaping. The
company started small (from a kitchen in an old farmhouse!) and over the years has grown rapidly through its focus on customer service. In 2013
the company opened its first shop in Neath, South Wales, and now has a network of shops throughout England and Wales. The wholesale arm,
Orderly Distribution supplies hundreds of shops with our products with resellers as far away as Australia. The company advocates quality products,
happy customers and education and advocacy. ECD is passionate about the vaping industry and continues to help people to quit smoking while
dispelling myths and misinformation about vaping. The company is deemed a small medium enterprise (SME) and I joined the company in August
2017 as an HR Administrator.

Resource and Talent Planning is essential to identify and attract key people to meet changing needs in order to fulfil short, medium and long term
organisational goals and strategy. I was already aware of some of the Resource and Talent Planning activities at ECD and have had a lot of
involvement with people resourcing activities, but not much knowledge of organisational strategy or experience with developing such strategies. To
tie in my knowledge of internal Resource and Talent Planning I conducted research to evidence and underpin my learning.
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CIPD Candidate evidence matrix (CEM1)

Candidate name: Francesca Deias-Moffat CIPD Membership/registration No.: 55479930

Qualification title: CIPD Level 5 Diploma in Applied Human Resources Unique Learner No. (ULN): 1904623
Unit
code

Unit title Assessm
ent
criteria
no.

Evidence description Evidence reference number Assessor
initials

I/V initials if
sampled

5ARTP Contributing to Resourcing
and Talent Planning in the
Organisation

1.1, 1.2,
1.3, 2.1

Extract of ECD Equal
Opportunities Policy

EV1

5ARTP Contributing to Resourcing
and Talent Planning in the
Organisation

1.1, 1.2,
1.3

List of Job Advertisement
Channels

EV2

5ARTP Contributing to Resourcing
and Talent Planning in the
Organisation

1.2 Extract of results from
2021 Equal Opportunities
Survey

EV3

5ARTP Contributing to Resourcing
and Talent Planning in the
Organisation

1.2 Employee Demographic by
Location

EV4

5ARTP Contributing to Resourcing
and Talent Planning in the
Organisation

1.2, 1.3 Extract of Swansea
Council Demographic
report

EV5

5ARTP Contributing to Resourcing
and Talent Planning in the
Organisation

1.2 UKVIA Article EV6

5ARTP Contributing to Resourcing
and Talent Planning in the
Organisation

1.2, 1.3 Extract of Tobacco Control
Plan Government Report

EV7

5ARTP Contributing to Resourcing
and Talent Planning in the
Organisation

1.1, 1.3 Retail Career Path EV8
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5ARTP Contributing to Resourcing
and Talent Planning in the
Organisation

1.1, 1.2,
1.3, 2.1

Extract of Retail
Competency Framework

EV9

5ARTP Contributing to Resourcing
and Talent Planning in the
Organisation

1.1, 1.2,
1.3

Extract of Furlough Report EV10

5ARTP Contributing to Resourcing
and Talent Planning in the
Organisation

1.2, 1.3,
3.1

2019/2020 Sales Ratio by
Channel

EV11

5ARTP Contributing to Resourcing
and Talent Planning in the
Organisation

1.2, 1.3 Retail Projections EV12

5ARTP Contributing to Resourcing
and Talent Planning in the
Organisation

1.1, 1.2,
1.3

Data report for all
employees

EV13

5ARTP Contributing to Resourcing
and Talent Planning in the
Organisation

1.1, 1.3 Email to employee
confirming permanent role
following secondment

EV14

5ARTP Contributing to Resourcing
and Talent Planning in the
Organisation

1.1, 1.2,
1.3

Example of employee skills
record

EV15

5ARTP Contributing to Resourcing
and Talent Planning in the
Organisation

1.1, 1.2,
1.3

Screenshot of ATS Talent
Pools

EV16

5ARTP Contributing to Resourcing
and Talent Planning in the
Organisation

1.1, 1.2,
1.3

Extract of Customer
Service SoP’s

EV17

5ARTP Contributing to Resourcing
and Talent Planning in the
Organisation

1.1, 1.2,
1.3

Customer Service
Manager Job Description

EV18

5ARTP Contributing to Resourcing
and Talent Planning in the
Organisation

1.3 Unit Coordinator Witness
Statement

EV19
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5ARTP Contributing to Resourcing
and Talent Planning in the
Organisation

1.3 Line Manager Witness
Statement

EV20

5ARTP Contributing to Resourcing
and Talent Planning in the
Organisation

2.1 Screenshot of ECD
Glassdoor page

EV21

5ARTP Contributing to Resourcing
and Talent Planning in the
Organisation

2.1 Extract of Acas Example of
equality and diversity
monitoring form

EV22

5ARTP Contributing to Resourcing
and Talent Planning in the
Organisation

3.1 Director memo re:
Business Update and
Plans

EV23

5ARTP Contributing to Resourcing
and Talent Planning in the
Organisation

3.1, 3.2 HR Meeting Agenda EV24

5ARTP Contributing to Resourcing
and Talent Planning in the
Organisation

3.2, 3.3,
3.4

Screenshot of my Trello
tasks

EV25

5ARTP Contributing to Resourcing
and Talent Planning in the
Organisation

3.5 Developer Benchmarking EV26

5ARTP Contributing to Resourcing
and Talent Planning in the
Organisation

3.3, 3.5 Extract of new Web Job
Advert

EV27

5ARTP Contributing to Resourcing
and Talent Planning in the
Organisation

3.3, 3.4,
3.5

Extract of new Junior
Developer Job Description

EV28

5ARTP Contributing to Resourcing
and Talent Planning in the
Organisation

3.4, 3.5 Calendar meeting with
Senior Developer

EV29

5ARTP Contributing to Resourcing
and Talent Planning in the
Organisation

3.4, 3.5 Email to Senior Developer
re Developing Job
Descriptions

EV30

6



5ARTP Contributing to Resourcing
and Talent Planning in the
Organisation

3.3, 3.4,
3.5

Notes from meeting with
Senior Developer

EV31

5ARTP Contributing to Resourcing
and Talent Planning in the
Organisation

3.4, 3.5,
3.6

Screenshot of ATS pipeline
of rejected candidates

EV32

5ARTP Contributing to Resourcing
and Talent Planning in the
Organisation

3.2, 3.3,
3.4, 3.5

Emails to Senior
Developer re: Agency

EV33

5ARTP Contributing to Resourcing
and Talent Planning in the
Organisation

3.5, 3.6 Extract of HR Update EV34

5ARTP Contributing to Resourcing
and Talent Planning in the
Organisation

3.6 Email to employee
confirming end of
probation

EV35

Candidate declaration:
● I confirm that the work/evidence presented for assessment is my own unaided work.

● I have read the assessment regulations and understand that if I am found to have ‘copied’ from published work without acknowledgement, or from other candidate’s work, this may be
regarded as plagiarism which is an offence against the assessment regulations and leads to failure in the relevant unit and formal disciplinary action.

● I agree to this work being subjected to scrutiny by textual analysis software if required.I understand that my work may be used for future academic/quality assurance purposes in accordance
with the provisions of the Data Protection Act 1998.

● I understand that the work/evidence submitted for assessment may not be returned to me and that I have retained a copy for my records.

● I understand that until such time as the assessment grade has been ratified through internal and external quality assurance processes it is not final.

Signature: FS Deias Date: 24 May 2021
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LO1- Be able to review and evaluate an organisation’s approach to talent planning.

As a small medium enterprise Ecigarette Direct (ECD) has no formal talent planning policies in place. Our Equal Opportunities Policy (EV1, 1.1, 1.2,
1.3) commits “….to promoting equality of opportunity for all staff and job applicants. We aim to 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.” (Ecigarette Direct,
2017). The policy also refers to recruitment and selection activities and outlines that procedures are reviewed regularly to ensure that individuals are
treated fairly and not discriminated against. We take steps to ensure that our vacancies are advertised to a diverse labour market and across
various channels (EV2, 1.1, 1.2, 1.3). Acas (no date) best practice dictates that we should advertise in at least 2 different places to reach a wide
range of people from different backgrounds. We have a strong employer brand and job adverts are examined in order to avoid discrimination,
stereotyping or using wording that may discourage certain groups from applying. However, despite our efforts we do not have a very diverse
workforce (EV3, 1.2). Results from our recent annual Equal Opportunities survey found that the majority of our workforce is aged 25-39 (64.3%) and
that 92.3% are white British. It is evident that we are not attracting candidates from black or ethnic minorities. This could be down to the
demographic of our location of our head office in Swansea West, which employs 66.2% (EV4, 1.2) of the workforce. Interestingly a demographic
report by Swansea Council (2019) showed that 6% of the total population in Swansea were from a non-white ethnic groups (EV5, 1.2, 1.3), the third
highest in Wales, although lower than the equivalent UK (12.9%). At ECD there is no specific diversity and inclusion policy at ECD. Job selection
criteria is also regularly reviewed to ensure relevance to the role (Ecigarette Direct, 2017).

The external environment, labour market and other trends affect how we talent plan. The vape industry is unique, things like potential changes to
legislation and public health advice (EV6, 1.2) can affect how we resource and talent plan. Before the pandemic, the UK had its highest employment
rate on record with organisations reporting increased competition for talent and a shift in skills required (CIPD, 2020b). Both negative and positive
press have had a big impact in the past, we saw that the pandemic increased sales in electronic cigarettes, as advice from the medical profession
was for people to try and quit, as smokers were more likely to be adversely affected by COVID-19 (NHS, 2019). The Government's Department for
Health has a Tobacco Control Plan for England, which envisions creating a smoke free generation. Their latest report (EV7, 1.2,1.3), found that the
most common reasons for vaping were to quit (29.7%), stay off (19.4%) or reduce (11.2%) smoking and a previous survey 52.8% of current vapers
reported vaping to quit smoking (McNeill et al, 2021).

Prior to the Coronavirus pandemic ECD’s main focus was the retail arm of the business which drew in the majority of company profits. Retail store
staff had a clear progression path (EV8, 1.1, 1.3) following a retail restructure in 2018. As part of this we developed a retail competency framework
(EV9 1.1, 1.2, 1.3) and staff had taylored training programmes in place in order to help them develop in their current role and also prepare them to
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progress their career. The CIPD (2020a) believe that competency frameworks are essential to focusing and reviewing individual potential and
capability and in order to achieve high organisational performance.

As a direct result of the pandemic ECD experienced a major shift in consumer and business activity. As the UK went into lockdown in spring 2020
and all non-essential businesses were required to close this meant that all 20 of our retails stores also temporarily closed. We then had to organise
furlough leave (EV10, 1.1, 1.2, 1.3) for the majority of our retail staff. Our website experienced a huge increase in sales (EV11, 1.2, 1.3) as our store
customer base naturally moved to shopping online. We gained a vast amount of new customers which meant we had to rapidly change our
recruitment strategy to increase headcount in the affected departments. According to a CIPD survey (2020b) we were in the minority (14%) of
organisations that increased headcount as a result of the pandemic, with 32% decreasing recruitment activity and 57% putting it on hold entirely.

With the natural shift to online our Head of Retail and Directors continued to monitor the situation but eventually came to the decision, based on
negative retail projections and forecasts (EV12, 1.2, 1.3), to permanently close a number of our retail stores. Although some staff were re-deployed
we did have to make a number of redundancies in October 2020. During the first lockdown we assessed our current workforce (EV13, 1.1, 1.2, 1.3)
in order to source some of our local retail staff to work on secondment in our warehouse and customer service teams, as opposed to putting them
on the job retention ‘furlough’ scheme. This actually worked out very well for the company and the employees as we were able to offer full-time work
(if they desired it) where in their retail store most only worked part-time. This meant that we did not have to recruit externally and had skilled and
knowledgeable staff to rely on. We have since found that this has built stronger relationships between retail and head office teams and has given
the employees a better understanding of our operations. Two employees that were seconded to the Customer Service team performed so well in
the role as a result of their customer service skills and superior product knowledge, that we made the decision to offer them full time permanent
contracts in Head Office (EV14, 1.1, 1.3).

Our ‘Head Office’ function has no succession planning strategy in place, however, we have started to identify key competencies for our
managers/leaders. We often advertise externally if we have a vacancy and use specific agencies for specialist roles. Agencies can help to increase
effectiveness and efficiency of recruitment for a role (Taylor, 2019). We have built rapport with two specialist agencies over the years meaning that
they understand our company brand and culture which aids in selecting the right candidates for us.

ECD keeps records on skills and demographics (EV15, 1.1, 1.2, 1.3), however this is not something that is analysed regularly or put to use for
strategies such as succession planning. Although HR are generally aware of current labour markets, again this is not something that is reviewed
strategically. We also keep a talent pool (EV16, 1.1, 1.2, 1.3) of candidates within our Applicant Tracking System (ATS) which can be an effective
way of talent planning.
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Since the pandemic we have been trying to address and attempt to fill any skills gaps. With the current focus being on web, customer service and
warehouse teams we have started to develop Standard Operating Procedures (SoP’s) (EV17, 1.1, 1.2, 1.3) for the customer service team in order
to cross train staff and to bring new starters up to the required standard quicker. We are also working on further developing our learning &
development programme via our dedicated platform, Google Classroom.

We have identified that we have one major skills gap within our customer service team. This department has grown organically since its inception in
2008 and with its development, it has become apparent that we require someone with the skills, knowledge and experience to lead the team. As we
do not currently have this resource available in house we intend to recruit externally and have developed an appropriate job description (EV18, 1.1,
1.2, 1.3).

In conclusion, it is evident that ECD approach to resource and talent planning in light of the pandemic has overall been positive as it has met the
required needs for people and skills. Our Head Office Unit Coordinator who oversees both the Customer Service and Warehouse teams and saw
the biggest requirement for resources due to the unprecedented demand and has provided a glowing statement (EV19, 1.3) which outlines some of
the activities that were worked on as a result of the pandemic. Feedback from my line manager and HR Advisor at the time also provided positive
feedback on our approach (EV20, 1.3).
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LO2- Be able to recommend ways to improve an organisation’s approach to talent planning.

At ECD I feel that our principal drivers in our organisation are to improve productivity and reduce staff turnover in order to reduce overall costs. Our
approach tends to be reactive rather than proactive and strategic. ECD tends to concentrate on operational workforce planning which is a
shorter-term approach that focuses on immediate skills gaps (CIPD, 2018) or recruiting to fill operational needs. Although it is evident that we are
successful at adapting quickly to shifting circumstances, if we had a well thought out talent planning strategy we would be better able to balance
labour supply against demand (CIPD, 2020e) which would reduce labour costs, improve employee retention and avoid adversely affecting
productivity. Our business environment is subject to constant change, no more so considering the vast change the world has endured as a result of
the pandemic. Effectively managing change through resourcing activities can help us become adaptable and better able to seize opportunities when
they arise (Taylor, 2019). Sadly we have never been good at aligning workforce planning activities to organisational and strategic objectives (Taylor,
2019). Senior directors are not open about the long term objectives or the company making it difficult to align HRM strategy. A strategic approach
would inform good business decisions and provide us with useful data such as hiring difficultIes, time to hire and attrition rates. This could help us to
identify risks and contingency plans (CIPD, 2018). Again, any scenario planning tends to be reactive for the short-medium term. We do very little
scenario planning, if we took the time to assess potential changes within ECD in line with external environmental considerations we could better
plan and predict our future (Armstrong and Taylor, 2020).

In light of the above evaluation I propose the following strategies that ECD should consider, with the aim to improving our approach to talent
planning:

1. Develop a company wide Competency Framework
Competency frameworks can outline performance expectations and establish a clear link between individual and organisational performance
(CIPD, 2020a). Currently we only have one competency framework (EV9, 2.1) which focuses on retail competencies for our retail (store)
based staff. By developing a framework across the entire organisation we could successfully build a strengths-based workplace. Research by
Gallup (2017) found that having a strategy and building a framework that allows employees to identify, develop and use their natural talents
can improve productivity and motivation. When defining competencies they must clearly detail behaviours, technical skills/competency
standards that are required (Armstrong and Taylor, 2020). Building and using such a competency frameworks could help us with succession
planning as it can evaluate an individual’s past performance to determine suitability for more senior roles (CIPD, 2020f). When looking at
developing management/leadership competencies we need to be realistic and focus on what future effective leaders will look like
(Clutterbuck, 2012).

11



2. Developing skills in-house
Although ECD keeps records on skills and demographics this is not something that is reviewed regularly or put to use for strategies such as
succession planning. By reviewing this information we will be able to highlight skills gaps, deal with them and better plan for the future.
Building talent profiles will also identify the skills and capabilities of the current workforce which is helpful in a redeployment situation. In order
to do this we should conduct a training needs analysis so we can determine what development needs will be required in order to fill future
roles. With an uncertain labour market, skills shortages may contribute to difficulties in recruiting skilled candidates required for a role.
Therefore, in this environment it is prevalent to develop our talent in-house, by upskilling our employees and sponsoring relevant professional
qualifications (CIPD, 2020b). In doing this it will enable us to tailor programmes to meet our specific requirements and reduce our reliance on
the external labour market and in turn reduce our recruitment and retention costs (CIPD, 2020b). Offering training and development
opportunities can improve employee retention as organisations are seen to be investing in their people. Failure to train employees can lead
to professionals looking at alternative employers who will provide them the training they seek (Taylor, 2019). General and tailored training will
support all employees with their personal and career development.

3. Build on our current brand, EVP and candidate experience
ECD already has a strong brand and we invest a lot of time on our recruitment and onboarding process in order to engage, attract (Hearne,
2019) and retain talent. We do this through engaging content, mission statement, values and company benefits in order to attract potential
talent through a strong employer brand. This reflects in our Company rating on the review site Glassdoor (EV21, 2.1), where we 4.8 out of 5
stars with 93% or respondents saying that they would recommend working at ECD to a friend. One thing that we do lack is a distinct
Employer Value Proposition (EVP). EVP is what an organisation can offer potential and existing employees that they will value (Armstrong
and Taylor, 2020). By fully aligning our brand, resourcing and talent planning activities and developing and launching a unique EVP it will act
as a key driver of talent attraction, engagement and retention. The CIPD (2020b) notes that building trust and a lasting culture in the current
environment of virtual teams is a big challenge for hiring and engagement. We need to continue to ensure that technology is used carefully
and complements our company values and brand and keeps the end-user experience at the forefront (CIPD, 2020b).

4. Diversity Strategy
Although Diversity and Inclusion (D&I) is mentioned within our Equal Opportunities policy (EV1, 2.1) we have no specific policy which outlines
what we do in order to promote D&I at ECD. The benefits of a sound diversity strategy include having access to a wide pool of potential
candidates, improved customer satisfaction, increased creativity and improved recruitment and retention (Marchington and Wilkinson, 2012).
Recruitment, learning and career development are critical areas where diversity and inclusion issues can arise. Armstrong and Taylor (2020)
believe that a specific D&I policy which outlines good practice and the processes followed should be communicated widely to avoid bias and
prejudice decisions. Although we review the diversity of our exciting workforce annually we do not monitor it at the recruitment stage. Acas
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(no date) suggests doing this by using an equality and diversity monitoring form (EV22, 2.1) at application stage to help us recognise if we
are really recruiting people fairly. This in turn will help us to develop a robust equality, diversity and inclusion policy and support resource and
talent planning practices.
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LO3 - Be able to contribute to people resourcing activities.

Talent planning in an organisation incorporates accessing the skills needed, at the right time and place so organisation performance can be
sustained. This is done through resourcing activities such as attraction, retention and development of individuals that are of value to the
organisation (Armstrong, 2020).

As a result of the Coronavirus pandemic ECD’s sales shifted dramatically from retail stores to online (EV11, 3.1). At the time our Web and IT
Department were working on developing a new website to replace our current one and there were also plans to launch a budget website (EV23,
3.1). The shift in demand pushed these plans forward, meaning that we needed to increase the headcount of the Web department in order to free
up our existing developers time to complete the website rather than dealing with troubleshooting issues caused by the sudden and vast demand on
our current website. The HR team met in April to discuss plans for the various resourcing activities for these new web developer roles and we
agreed on roles and responsibilities which included a benchmarking activity, creating new job descriptions, developing job adverts and advertising
and recruiting for the vacancies (EV24, 3.1, 3.2).

I took the lead for the majority of these activities (EV24, 3.2) and planned them out accordingly using my project management tool Trello (EV25, 3.2,
3.3, 3.4). My first task was to benchmark web developer roles on offer in South Wales as well as any benefits being offered by our competition
(EV26, 3.5). This was then used by the senior management team to decide what salary we would offer for the roles. I worked on creating job
adverts (EV27, 3.3, 3.5) and job descriptions (EV28, 3.3, 3.5) based on communications with our senior developer (EV29 & EV30, 3.4, 3.5) on what
skills and qualifications were required for the roles (EV31, 3.3, 3.4, 3.5). In line with ECD’s Equal Opportunities Policy (Ecigarette Direct, 2017) our
job advertisements are carefully worded and avoids stereotyping or using language that may discourage particular groups from applying (EV27, 3.3,
3.5), this adheres to legal requirements in regards to disgrimination in order to reduce risk to our organisation. The job selection criteria was
carefully reviewed to ensure relevance to the job and that they were not disproportionate (Ecigarette Direct, 2017). Best practice would have been
to conduct a full role analysis in order to help to identify specific tasks and competencies that employees will be expected to undertake (Marchington
and Wilkinson, 2012). Due to time and workload constraints this was not completed, however our senior developer had a good idea of the key tasks
and competencies required.

Based on the information from our senior developer I began to develop job descriptions for the two roles we needed to recruit for. According to
Wilkinson and Taylor (2016) job descriptions focus on the skills, tasks, areas of responsibility and performance indicators required for the role and
should include key information such as job title, salary and location. Using this information and based on existing job descriptions I created a job
description for a Junior Developer (EV28, 3.3, 3.4, 3.5).
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Once I had advertised the role via our Applicant tracking system (ATS) I waited one week to see how much interest there was. After reviewing the
candidates it was apparent that we were not receiving (EV32, 3.4, 3.5, 3.6) applications from candidates with the right knowledge or experience so
we agreed to engage a specialist recruitment agency to assist. As an organisation ECD has in the past liaised with a couple of carefully selected
recruitment agencies and built a strong relationship and understanding of our requirements. Taylor (2019) highlights the importance of setting clear
expectations from the start in order to achieve desired results. One agency in particular understands our needs in terms of brand, company values
and expectations, so I liaised with our senior developer to confirm the agency who was best placed to review any suitable candidates (EV33, 3.2,
3.3, 3.4, 3.5).

On completion of the aforementioned resourcing activities we made a successful offer, recruited and onboarded a Junior Developer within 6 weeks
which was fed back to our key stakeholders via our weekly HR update (EV32, 3.5, 3.6). Feedback on their performance and development has been
positive and they also successfully passed probation (EV35, 3.6). In turn this has helped push forward plans of getting our new website developed
(EV23, 3.6). On reflection I would have done things differently; firstly I would have completed a job and role analysis as this would have led us to
reviewing the contents of the job in order to better inform a basis for the job description (Marchington and Wilkinson, 2012).
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EV1
Extract of ECD Schedule 4 Equal Opportunities Policy

Schedule 4 Equal Opportunities Policy

1. Equal Opportunities

1.1 We are committed to promoting equality of opportunity for all staff and job applicants. We aim to 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.

1.2 We do not discriminate against staff on the basis of age, disability, gender reassignment, marital or civil partner status, pregnancy or maternity, race,
colour, nationality, ethnic or national origin, religion or belief, sex or sexual orientation (protected characteristics).

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

1.4 All staff 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
members of staff, regardless of their status. Your attention is drawn to our separate Anti-harassment and bullying policy.

2. Scope and purpose of the policy

2.1 This policy applies to all aspects of our relationship with staff and to relations between staff members at all levels. 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.

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

3. Forms of discrimination

3.1 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.

3.2 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 "fit in" would be direct discrimination.

3.3 Indirect discrimination occurs where someone is disadvantaged by an unjustified provision, criterion or practice that also puts other people 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 to be objectively justified.

19



3.4 Harassment related to any of the protected characteristics is prohibited. Harassment is unwanted conduct that has the purpose or effect of violating
someone's dignity, or creating an intimidating, hostile, degrading, humiliating or offensive environment for them. Harassment is dealt with further in our
Anti-harassment and Bullying Policy.

3.5 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.

4. Recruitment and selection

4.1 We aim to ensure that no job applicant suffers discrimination because of any of the protected characteristics above. Our recruitment procedures are
reviewed regularly to ensure that individuals are treated on the basis of their relevant merits and abilities. Job selection criteria are regularly reviewed to
ensure that they are relevant to the job and are not disproportionate.

4.2 Job advertisements should avoid stereotyping or using wording that may discourage particular groups from applying.

4.3 We take steps to ensure that our vacancies are advertised to a diverse labour market.

4.4 Applicants should not be asked about health or disability before a job offer is made. There are limited exceptions which should only be used with the HR
Department’s approval. For example:

(a) Questions necessary to establish if an applicant can perform an intrinsic part of the job (subject to any reasonable adjustments).

(b) Questions to establish if an applicant is fit to attend an assessment or any reasonable adjustments that may be needed at interview or
assessment.

(c) Positive action to recruit disabled persons.

(d) Equal opportunities monitoring (which will not form part of the decision-making process).

4.5 Applicants should not be asked about past or current pregnancy or future intentions related to pregnancy. Applicants should not be asked about matters
concerning age, race, religion or belief, sexual orientation, or gender reassignment without the approval of the HR Department (who should first consider
whether such matters are relevant and may lawfully be taken into account).

4.6 We are required by law to ensure that all employees are entitled to work in the UK. Assumptions about immigration status should not be made based on
appearance or apparent nationality. All prospective staff, regardless of nationality, must be able to produce original documents (such as a passport) before
employment starts, to satisfy current immigration legislation. The list of acceptable documents is available from the UK Border Agency.
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EV2
List of Job Advertisement Channels
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EV3
Extract of results from 2021 Equal Opportunities Survey
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EV4
Employee Demographic by Location
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EV5
Extract of Swansea Council Demographic report
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EV6
UKVIA Article
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EV7
Extract of Tobacco Control Plan Government Report
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EV8
Retail Career Path
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EV9
Extract of Retail Competency Framework
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EV10
Extract of Furlough Report
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EV11
2019/2020 Sales Ratio by Channel
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EV12
Retail Projections
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EV13
Data report for all employees
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EV14
Email to employee confirming permanent role following secondment
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EV15
Example of employee skills record

34



EV16
Screenshot of ATS Talent Pools
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EV17
Extract of Customer Service SoP’s
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EV18
Customer Service Manager Job Description
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EV19
Unit Coordinator Witness Statement
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EV20
Line Manager Witness Statement
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EV21
Screenshot of ECD Glassdoor page
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EV22
Extract of Acas Example of equality and diversity monitoring form

Example of equality and diversity monitoring form

This is a sample form that you can adapt or develop to meet your needs. Make sure you adapt this template to comply with the UK
General Data Protection Regulation (UK GDPR). If you need help with this go to www.ico.org.uk.

[Add your organisation’s name] wants to meet the aims and commitments set out in its equality policy. This includes not discriminating
under the Equality Act 2010, and building an accurate picture of the make-up of the workforce in encouraging equality and diversity.

The organisation needs your help and co-operation to enable it to do this, but filling in this form is voluntary.

Please return the completed form to [add details].

Gender Man Woman Intersex Non-binary Prefer not to say If you prefer to use your own term, please specify here …………………….

Are you married or in a civil partnership? Yes No Prefer not to say

Age16-24 25-29 30-34 35-39 40-44 45-49 50-54 55-59 60-64 65+ Prefer
not to say
What is your ethnicity?
Ethnic origin is not about nationality, place of birth or citizenship. It is about the group to which you perceive you belong. Please tick the appropriate
box

White

English Welsh Scottish Northern Irish Irish

British Gypsy or Irish Traveller Prefer not to say

Any other white background, please write in:

Mixed/multiple ethnic groups

White and Black Caribbean White and Black African White and Asian Prefer not to say Any other mixed background, please

write in:
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EV23
Director memo re: Business Update and Plans

27 November 2020
Dear all,

As we approach the end of 2020 (and I’m sure that many of us will all breathe a sigh of relief that this year is coming to a close!), we would like to share a
business update with you, including details about performance during our last financial year, how our company structure is evolving, plans for a new
website and last, but not least, an update on our plans for a profit share.

2019-2020 Business Performance Update

There’s no denying that our last financial year, which ended on 31st August 2020, was a challenging one in many ways. The year started not long after the
cyber attack on our website had caused a dip of around 10% a month in online sales. We then saw the new American respiratory illness, EVALI, being wrongly
attributed to vaping as a whole (rather than to the inhaling of illegal substances via a vape device). This had a significant effect across the business last
Autumn and Winter which was coupled with a general decline in footfall across the retail industry. The tide seemed to be turning just as we started hearing
about a new virus circulating in China…

However, despite all of these challenges, and thanks to a huge effort by all of you, we have been able to pivot and reshape our business to meet these
challenges as they arise. The speed at which this has been done is a major achievement. This has of course been both challenging and painful, and we were
deeply saddened to lose so many of our valued colleagues whose stores did not reopen after lockdown. We are thankful, however, for the Government’s Job
Retention Scheme, as without this, our retail business would not have survived at all.

As a result, Gower Enterprises Limited made a profit in 2019/2020 (even after discounting government grants issued for the forced closure of stores). As ever,
we remain fiscally cautious, and continue to build our financial reserves (for which we have been very grateful this year!) and to invest for the future needs of
the business. We do have an update on our profit share plans, which you can read at the end of this communication.

It is clear that we are emerging as a very different business to the ECD from September 2019 and we will continue to be agile and to adapt to the
ever-changing circumstances as best as we can.
In order to meet these challenges, we are making changes to our corporate structure as explained below in more detail. We also continue to keep a close eye
on competitors and opportunities and our plans for a new website, ELIQUID.CO.UK are set out below.

All our best,

Jon, James & Charlotte
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Something New... ELIQUID.CO.UK

As the Vape industry continues to develop, we are seeing some very aggressive competition in pricing online. Whilst we know that these competitors
cannot match the service that we provide to our customers, we are also aware that price is the most important factor for a portion of the market.

We therefore intend to offer our own ‘value’ option for buying e-liquid without devaluing our ECD brand. To do so, we will be launching a brand new website
under the domain name ELIQUID.CO.UK, which will only sell e-liquid (and initially, just shortfills). Over time, this move will allow us to increase our share of
the market overall, and hopefully capture any customers that might otherwise move their purchases elsewhere.

To begin with, this will operate under Orderly Distribution Limited, although it is likely to move to its own company within the RDN Group in the future.
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EV24
HR Meeting Agenda
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EV25
Screenshot of my Trello tasks
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EV26
Developer Benchmarking

46



EV27
Extract of new Web Job Advert

Position: Junior / Graduate Web Developer- Full Time
Location: Fforestfach, Swansea
Salary: up to £23,000 depending on experience

We make a real difference to people’s lives. You can too.

At E-Cigarette Direct we are close to our customers and are rewarded by seeing the fantastic positive effect vaping has on people’s lives every single day.

Since 2008, we’ve helped thousands of happy customers switch to vaping. This is thanks to our carefully selected range of quality vaping solutions and highly knowledgeable
teams.

We are looking for an exceptional person to become part of our online team. We have a vision of an industry leading website, in terms of both volume and customer experience
and we are looking for a Junior Developer to help us achieve this.

As a Junior Developer you’ll be working directly with our Senior Developer, and
closely with the rest of the online team. You will initially be helping to build our new
website ahead of launch later this year, supporting it following the launch, and
adding new features.

Essential knowledge, skills and experience required;

● Knowledge of PHP 7, ideally with concepts from PHP 7.4
● Knowledge of JavaScript, and libraries such as jQuery
● Knowledge of MySQL/MariaDB
● Knowledge of CSS
● Knowledge of Git source control
● Knowledge of SASS/SCSS
● Knowledge of PHP frameworks, such as Laravel, Symfony, CakePHP

While we provide excellent training, you will need to bring enthusiasm, reliability and initiative. You will be proactive, energetic and have the desire to be part of an efficient and
busy online team.

Benefits of working with E-Cigarette Direct:

● A fun, collaborative and very rewarding work environment.
● A values led business where people come first.
● Opportunities for training and career development.
● Open communication with everyone from colleagues to directors.
● Healthcare cash plan.
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EV28
Extract of new Junior Developer Job Description
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EV29
Calendar meeting with Senior Developer
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EV30
Email to Senior Developer re Developing Job Descriptions
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EV31
Notes from meeting with Senior Developer
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EV32
Screenshot of ATS pipeline of rejected candidates
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EV33
Emails to Senior Developer re: Agency
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EV34
Extract of HR Update
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EV35
Email to employee confirming end of probation
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