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1.1 Describe key contemporary labour market trends.

The labour market is the supply and demand of employee labour and is what both employers and potential employees are looking for with regards to employment (Taylor 2016 p52).
Sources for current labour trends include the Office for National Statistics (ONS), and the Organisation for Economic Co-operation and Development (OECD).
Currently the UK has a tight labour market, due to “the great resignation” since Covid-19 which caused employees to seek better pay, conditions, flexibility and benefits (Callaghan 2022).  During February 2022, the job market was competitive with record highs in job vacancies of 1,318,000 (ONS 2022), whereas due to businesses closing and furlough during the start of Covid-19, this figure was around 343,000 from April – June 2020 due to the economic downturn (ONS 2020). 
Average pay increases for the private sector rose by 5.3% in January 2022, however, was lower within the public sector of 2.4%.  Weekly wages have steadily increased to £555 during January 2022 (ONS March 2022).
Due to the political change and the impact of Brexit, demographic changes have occurred and numbers of EU workers have fallen within the UK.  According to Ali (2021), 90,000 EU workers have left the UK; employers are now struggling to fill these vacancies.
The labour force in the UK in 2021 was 33,882.3 thousand people, compared to France who was lower at 30,092.9.  France was chosen as a comparison as they have a similar population to that of the UK (Worldometer 2022).  
The UK have a higher rate of 15–24-year-olds in employment (54.24%) compared to France who have 33.69% during Q1 2022 (OECD 2022).  The UK Government are endorsing apprenticeships and the apprenticeship levy which could count for the difference in the two countries and the high percentage for the UK.
Unemployment rates for 25–74-year-olds in the UK are much lower than that of France (UK = 2.96% France = 6.4%). However with the cost of fuel, energy and with the NI increase for 2022, these figures may change as lower earners are less likely to receive a pay increase to help with inflation (Brand 2022).

1.2 Describe the principles of effective workforce planning and tools used to carry it out. 

Workforce planning is reviewing the workforce to see its current and future state.  Potential skills gaps are identified and solutions implemented so objectives can be reached and a strategy formulated (CIPD 2021).     
[bookmark: _Hlk101267473]According to Taylor and Woodhams (2016 p58), there are 4 stages when creating a development plan: -
Forecasting the demand – Reviewing what skills are required in the future (Indeed 2022).  Questions are asked such does the company already have access to the talent it needs? can current employees become more flexible/part time? And how many employees will be required? 
Systematic techniques can be used such as reviewing past trends so organisations can see its future requirements (Taylor 2016 p58).  Taylor also mentions that relying on the experience of managers who have worked with the organisation for several years or working to a budget can also help.
Forecasting the supply – Once identified what employees and skills are required, the resources available must be reviewed.  This means identifying those employees likely to stay within the business and if new skills are required (Taylor 2016 p58).
Skills inventories which summarise the skills, education, and experiences of current employees can be used, along with sickness absence rates and age groups (McKinsey 2022).  An organisations HR system can sometimes run and analyse these reports.  
Identifying any gaps – Once an organisations demand and forecast has been completed, a skills gap can be formulated to see what is required by the company (Taylor 2016 p59).  A gap analysis shows employers where the business is, where it will be in the future and how to bridge any gaps (NI Business 2022). 
Tools used are competency frameworks which is an outline of the skills required by employees e.g. managing people (CIPD 2021).  This can also be called a skills matrix, where Managers can identify, plan and monitor what skills are required for what roles and what employees are competent (Valamis 2022).
Employees can be audited by their line manager, this can involve observation, monitoring and partaking in discussions about the employee’s current skill set (Taylor 2016 p59).  These skills can be added to the matrix.
Address/close the gaps – Evaluating the results to see if the current workforce is equipped to do the required tasks; sourcing external training providers or internal training via coaching/mentoring; retaining valued employees, or addressing those employees who do not have the required skills e.g. through redundancy or retraining (Taylor 2016 p59).
Other ways to address the gaps would be to recruit externally through agencies or onboarding through the local job centre.  Evaluating if the role can be contracted out for a certain period or outsourced completely. This would reduce labour costs and give access to a larger labour pool (Forbes 2017).
Strategic analysis models such as a SWOT or PESTLE will help analyse the business.  They identify any strengths, risks or obstacles that may hinder the workforce e.g. an aging labour force.  With these in place, managers can develop further strategies to ensure workforce skills are protected and the organisation’s risks are lowered (NI Direct 2022).

1.3 Explain how to develop basic people plans and succession plans

People planning ensures that the best people with the correct skillset are working within the business, this then ensures a strong workforce with an elevated level of capability to help deliver on the business plan (Capoor 2022).  Without transparency of the business objectives, creating a people plan will be difficult as these should be aligned to work effectively (Baker 2022).
To develop a basic people plan, managers must ensure that employee objectives are clearly defined and communicated (Taylor 2016 p64).   An evaluation of the current and future workforce will identify if there are any immediate recruitment requirements from resignations or pending retirements (Taylor 2016 p59).  By reviewing/creating people objectives, managers can see if the current workforce can be re-organised to fill any gaps or whether agencies, outsourcing and succession planning needs to take place (Taylor 2016 p59).  
Performance reviews recognise areas for growth and identify areas for development, succession planning and influencing an employee’s future performance (CIPD 2020).  Objectives/goals are issued to employees to assist with the people plan.   Training and development for the current workforce can also be highlighted though the company’s future strategy (CIPD 2020).  
Company goals can be monitored by Key Performance Indicators (KPI’s) such as labour turnover.  HR metrics can assist with identifying strengths or weaknesses and help understand how to make improvements (Peoplekeep 2022).  Once implemented, KPI’s can measure the return on investment by comparing past and future figures (Baker 2022).  
Succession Planning is a practice of recognising and developing employees who have the potential of progression and become possible leaders.  This will help fill any crucial roles within the business and plan for any retirements or resignations (CIPD 2020).  Sourcing successors can be either informal e.g. through conversations with management (CIPD 2020) or through formal routes such as performance appraisals, coaching/mentoring, project work and 360-degree feedback (Taylor 2016 p59).
Choosing successors must be fair and open to all employees.  They must also be reviewed objectively in line with the Companies Equality and Diversity policy (CIPD 2020).  







LO2: Know how to attract and retain talent.
2.1 Assess the strengths and weaknesses of different approaches to attracting talent to the organisation. 
Some companies can successfully attract talent to their organisations, however, can struggle to attract what they require.  This can be down to finding the right skillset or solely from the number of applications received (Mason 2019).  
Before an organisation can understand more about the labour market and attracting new employees, they must understand where they are positioned (Taylor 2016 p61).  Higgs (2004) states positioning of an organisation can be based on either reward (salaries) or culture (are employees treated respectfully and ethically?).  
To be successful, organisations need to stand out from its labour market competitors.  This approach would require businesses to understand and analyse the strengths and weaknesses of how their competition are attracting employees.  However, getting this information can sometimes be difficult (Taylor 2016 p61).  Advantages are: organisations can get a clear picture on the reasons why employees are or are not choosing them (Taylor 2016 p61) and they can keep one step ahead of the competition, whilst ensuring the organisation adapts to the ever-changing market trends (Coleman 2020).  Drawbacks could be the data collected could be misinterpreted or overwhelming (Coleman 2020).  
Employer branding helps organisations look distinctive and appeal to employees and stand out in a competitive labour market (Taylor 2016 P61).  This approach requires a team such as marketing and HR to develop the brand and could be very time consuming, however this method will often help with retaining employees and to compete for new (CIPD 2021).  Good branding fits in with the companies’ policies, strategy and practices and can be influenced by how current and prospective employees see them (Taylor 2016 p62).  Branding can help with building an engaged workforce and continues throughout an employees working cycle (CIPD 2021).
Websites and social media such as Facebook give potential employees sight into the culture of a workplace.  It paints a picture of what it is like to work for an organisation (Wittmann 2020).  Some organisations do not have the means to use social media, so this approach would not be effective to all. There are downsides to social media, such as negative feedback posted by employees.  However, there could be positive feedback to assist with positive company branding (CIPD 2021).  
For businesses to become more attractive, there are some approaches such as tailoring a visible message for potential employees, or talking about unique selling points (USP’s) on the website and social media platforms (Sarkodee 2022). Employee testimonials can help promote the organisation along with strategies with on-boarding i.e. promoting remote and flexible working and any diversity policies (CIPD 2021).  This type of approach can work for all organisations, it would require some time to review, however would be attainable for any organisation.
Reward schemes are a vital part of recruitment, rewards can mean not just pay and benefits, but also growth opportunities and the working environment (Brown 2017).  A good reward strategy cater’s towards the needs of the company and make it look competitive.  However, employers must be careful to ensure that employees are not only looking for the rewards but wanting to join an organisation for the job role, they must also buy into the brand and values (Brown 2017).  

2.2 Assess the strengths and weaknesses of different approaches to retaining talent.
When employers find the right candidate, they want to retain them for as long as possible.  If employees leave the organisation, the recruitment and training process begins again and can become costly for the employer (Mason 2019).  
To retain talent, organisations must look at labour trends outside the business and internal trends such as reasons for resignations, these approaches will maximise retention (Taylor 2016 p 68).
It is important for managers to understand why employees are leaving the organisation by reviewing turnover rates.  When good talent leaves an organisation, this affects remaining employees and indicates there is an issue with current approaches (Simon 2022).
When there are high rates of turnover, this is called “dysfunctional turnover” (Taylor 2016 p68).  There are costs to employees leaving the business such as direct costs e.g. replacing the individual and recruitment costs such as advertising fees (Taylor 2016 p69) and indirect/hidden costs such as the impact on current employees having extra work which reduces morale and overloads employees (Simon 2022).  This could lead to negative customer satisfaction, a poor reputation from customer complaints and further resignations. 
It is important to find the root cause as to why employees leave, there are some advantages and disadvantages to all methods (Taylor 2016 p71):  
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Staff surveys help to review employee satisfaction and will show reasons why they are likely to leave, from these managers can make any adjustments required to entice employees to stay (Simon 2022).
Retention strategies used by employers include:
· Flexibility for work life balance (Indeed 2021), such as homeworking which works for many.  Disadvantages include the employer not having a full vision of what the employee is working on and security risks (NI Business 2022).  If employers feel as though they cannot trust their employees, then this reduces morale and can affect employee retention.  Hybrid working could be an option, where they spend some time in the office and some at home.
· Rewards for hitting targets could mean that employees work harder to achieve these goals and increase loyalty (Indeed 2022).  This approach could be costly for employers and difficult for some to know what targets to set.
· Managers who are accessible to their employees (Indeed 2022).  This strategy helps with communication and creates a positive atmosphere.  This approach however could mean that managers fail to complete their own work due to the interruptions and could cause the manager to resign. 

3.1 Explain key aspects of good practice in relation to the development of job descriptions, person specifications and competency frameworks. 
Job descriptions can help advertise role’s and is important for the employer to state what they are looking for (Bromley 2021).  
Job descriptions should make clear the main purpose, main tasks, scope (how it fits in with the business) and responsibilities of the role (ACAS 2019).  There should be no discriminatory language or internal terminology used to single out potential employees (Michael Page 2022).  The job description serves a purpose during the lifecycle of employment and should be reviewed regularly; if the hiring job changes at any time, the job description should be updated accordingly (Indeed 2021).  Some of the main reasons for a job description are to define the job and responsibilities, to attract candidates and so management also understand what is expected (Michael Page 2022).
Good practice and templates for writing job descriptions can be found on the ACAS website.  The below is a comprehensive list of areas that can be included (Michael Page 2022):
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A personal specification (like a job description) can also be used for writing job advertisements, however, focusses on skills, knowledge, experience and personal qualities employers are looking to recruit (ACAS 2019).  Qualifications required for the role are included so employees can see if they are suited (Indeed 2021).  This is a profile of the individual required to fill the role and is often used to evaluate its applicants. 
Although both descriptions and specifications are similar i.e. to quantify candidates’ information and to write job adverts (Taylor 2016 p64), they can differ in the following ways; a job specification ensures candidates know exactly what the employer expects and the description helps candidates know how qualified they are to complete the advertised role (Indeed 2021).
A Competency framework outlines the abilities/competencies of an employee (CIPD 2021). It help’s organisations analyse the skills and behaviours required from employees and aligns employee performance with organisational core values (Indeed 2021).  
Competency frameworks include - competencies which support the organisations mission, technical competencies, leadership competencies and future competencies (CIPD 2021).  These frameworks however can be specific to the organisation rather than the role (CIPD 2021).  As with both descriptions and specifications, employers must ensure competency frameworks do not include any discriminatory language.
Both job descriptions and competency frameworks ensure that employees know what they must do to perform well in their roles, however a job description is a summary and is more specific (Valamis 2021). All three form part of the recruitment process and assist in finding the best candidate (Taylor 2016).



3.2 Evaluate different methods of recruitment and selection. 
 Taylor (2016 p65) states, recruitment is when a business advertises a vacancy, encouraging potential candidates to apply.  There are several routes/methods an employer can take when recruiting: -
· Internal advertising – using noticeboards, websites or the company intranet where all employees can apply.  Advertising internally is usually quicker than externally and can offer both progression and succession planning for employees through departmental transfers or promotion (CIPD 2021).  It can be an effective and a cost-efficient way to entice employees to stay with the business (Recruiter.com 2022), however there are disadvantages such as limited new ideas, complacency and a reduced pool of candidates (BBC 2022).
· External recruitment – where specialist recruitment knowledge is used such as agencies.  Recruitment agencies take most of the work from an employer, such as advertising of roles, negotiating terms and conditions and identifying talent (Robert Half 2015). Agencies can be costly and access is limited to the candidates (Foxall 2022), however, they often speed up the recruitment process as they are specialists and have candidates readily available (Robert Half 2015). 
· Local colleges – when looking for graduates or apprentices’ local colleges advertise through their job-boards. Advantages include large pools of individuals who are looking for opportunities, no bad habits with applicants as it is probably their first role, roles can be advertised with a lower salary as graduates/employees will have no experience to offer and new perspectives/ideas (Miller 2021).  There are however drawbacks such as lack of experience and therefore will require more training/supervision to get up to speed and apprentices will require time off to study in the working week (Miller 2021). 
· Outsourcing – Gives organisations chance to subcontract some of their roles when they don’t have the skills inhouse, which often increases profit and efficiency as the work goes to specialist organisations (Indeed 2021).  Some drawbacks include security issues with confidentially of information, lack of control as the company may not share the same goals and hidden charges may occur that were not originally agreed (Indeed 2021).

Employers are not legally required to advertise jobs, however it is often good practice to do so (ACAS 2021).  
The term selection is used when an employer chooses an appropriate applicant who has submitted an application for a role (Taylor 2016 p67).  Methods of Selection include: 
· Written application through a company application form, advantages of this method is that applications can be tailored to a specific role and requirements, whereas disadvantages are lengthy forms that can be complicated for applicants (Jobs.uk 2022). Another way is sending a CV into the employer.  Advantages of this method is it’s quick as it can be sent straight form a computer to an e-mail address, whereas a disadvantage would be that often they are not tailored to specific roles (Taylor 2016 p65).
· Interviews such as in person or group interviews.  Is usually carried out via a line manager or HR (Taylor 2016 p65).  Interviews can sometimes be unstructured and inconsistent, with different questions asked to candidates, however some organisations have questions prepared before the event or ask competency questions to make it fairer (Taylor 2016 p65).
· Work samples can sometimes be requested for graduates and apprentices which demonstrate any competencies.  Sometimes when there are limited experiences, examples of college work/projects can be requested (Taylor 2016 p66).
· Psychometric/ability testing e.g. IQ tests or personality tests - can help to filter large groups of candidates (Jacobs 2018) and can be used as additional information to their initial application (Taylor 2016 p66).  An organisation however would require someone internally to collate the information and decipher any results, which could take time.

In line with the Equality Act 2010, It is against the law during recruiting and selecting to discriminate, even if it is indirectly or if they are a trade union member (ACAS 2021).  Companies should follow their equality and diversity policy and ensure that the advert follows their company branding, poorly worded adverts could have negative effects on the business and its customers (Taylor 2016 p67).
Employers are legally required to check right to work documents for any new employees before or during induction stage.  This can be via a UK passport, Birth Certificate with proof of address or an on-line check code for those employees from the EU (Home office 2022).  As of April 2020, every new employee should receive a contract of employment at least by day one of starting a new role (CIPD 2021).

3.3 Explain key aspects of good practice in relation to dismissal, redundancy and retirement
When an employer dismisses an employee, this is known as involuntary turnover (Taylor 2016 p74). A fair process that is reasonable should always be followed to ensure that an employee doesn’t claim for unfair dismissal (ACAS 2022).  
Employers must be consistent with all employees, act reasonably and investigate the issue fully in order that the process is fair and they do not leave themselves vulnerable (Gov.UK 2022).  Investigating issues such as grievances and disciplinaries as early as possible helps employers get a full picture, so an informed decision can be made of what route will be chosen e.g. dismissal with notice, dismissal without notice or no route at all (ACAS 2019).  Employers should have their own policies for dispute resolution which is communicated to employees and managers trained on how to deal with issues (CIPD 2021).
It is good practice before dismissal for employers to give employees chance to improve when there are issues e.g. poor performance.  Reasons for the performance may not always be the employees’ fault but the leadership style or training and development.  In this case, employers should help improve the performance before taking further action (CIPD 2021).  Often a conversation, sources of assistance, constructive feedback and informal advice may improve issues.  Any corrective action should be agreed between both parties (CIPD 2021).
The Employment Rights Act 1996, state 5 ways for a fair dismissal (Legislation.Gov 2022):
· Conduct such as rule breaking
· Capability when an employee is unable to do their role e.g. illness
· Redundancy
· Legally such as a driver losing their license
· Another considerable reason e.g. end of a contract 

Unfair dismissal occurs when employees feel and can demonstrate they have been treated unfairly by their employer (CIPD 2021).
ACAS have written a Code of Practice for disciplinary and grievances which should be followed as best practice for employers (ACAS 2015). 
Redundancy is a form of involuntary turnover, once the process is complete, the role no longer exists (Taylor 2016 p75).  Redundancy is found within the Employment Rights Act section 139(1) and can be implemented when an employer needs to reduce their workforce, insolvency or business closure (Taylor 2016 p75).
According to Gov.UK (2022), when an employee is to be made redundant, they are eligible for: -
· Redundancy pay (if you have been with an employer for more than 2 years)
· Notice Pay 
· Consultation 
· Time to look for new employment

When employees are selected for redundancy, the employer must do it fairly and follow a process such as ACAS for best practice.  Clear criteria should be used and communicated to employees and the TU and an appeals procedure followed (ACAS 2022).  Unfair dismissal can occur if redundancy is due to reasons such as age, gender, pregnancy, to name a few (Gov.uk 2022).  
Good practice states that employers should find alternative suitable roles for employees if available, which will have benefits such as employee morale and reputation (Taylor 2016 p75).  Employers must also consult with the workforce and the TU as early as possible.  Many employers offer counselling as a support structure.  Employee Assistance Programmes can also help with this (ACAS 2022).
Alternatives to redundancy are included in the table below (Taylor 2016 p75):
	A freeze in Overtime to reduce costs
	A freeze in recruitment – or retrain current employees

	Reduced working i.e. reducing the working day/hours
	Reducing employee’s pay / Freezing bonuses

	Sabbaticals – agreement with the employer to take time out of work for e.g. travel.  The role will stay open for the duration
	Voluntary redundancy – when an employee offers to leave



 Managers should be trained to deal with redundancies sensitively, they can offer a form of support and could offer ideas on how to avoid the redundancy situation (ACAS 2022).
Retirement is known as a voluntary employee departure.  This is because it is usually known in advance and can often be scheduled (Taylor 2016 p74).  Due to changes in employee law in 2011, there is no set retirement age and therefore unlawful for employers to retire employees (Taylor 2016 p74).  Due to this change in law, there is an aging workforce so training of line managers on employee retirement is crucial for organisations (CIPD 2021).
Employers should have robust policies in place, so employees are aware of the flexible options available to them.  Often employees prefer to work flexibly/part time so they can keep working until they decide to retire (Taylor 2016 p74).  This way, employers are keeping the experience within the organisation and can often train others as a replacement. 
Good practice for those approaching retirement age include (Taylor 2016 p74):
	Retiring as a permanent employee to do some consultancy work
	Change to part time working or reduce hours

	Work in a role with less responsibility
	Change to an atypical contract with an extension of leave

	Arrange with the company pension advisor to talk about investment and pension packages 
	Ongoing discussions with employees about the future



Employers should never pressurise employees to retire, instead, they must wait until the employee raises any questions and then they can discuss options.  Dialog must never be discriminatory (ACAS 2021).
An employer must not (CIPD 2021):
	Treat an employee unfavourably due to their age
	Inform an employee to retire

	Change an employee’s contract once they reached retirement age
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Exit interviews

Many employees will openly speak
about their reasons for leaving, however
some will not want to speak the truth

Staff Surveys

Annual document which can gather
opinions of employees and is
anonymous. However, not all
employees take them seriously.

Staff surveys from employees who have
left

Sometimes employees are more
inclined to answer questions once they
have left, however as they have left the
organisation, there is no obligation to
complete it.
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Title of the job.

Where the role sits within the team, department and wider business.
Who the role reports to, and other key interactions.

Key areas of responsibility and the deliverables expected.
Short, medium and long-term objectives.

Scope for progression and promotion.

Required education and training.

Soft skills and personality traits necessary to excel.
Location and travel requirements.

Remuneration range and benefits available.

Convey the organisation’s culture and identity.




