


Qualification: CIPD Diploma in Applied Human Resources

Module Name: Contributing to the Management of Cha 

[Title of Assessment]

Word Count:  3100








Student Name: Kimberley Low 
Student Number: 1400169
CIPD Membership Number: 57493170



By signing below, I confirm that the work/evidence presented is my own, unaided work. I understand the regulations pertaining to candidate malpractice and the action that may be taken as a result.

Signed: Kimberley A Low 
Date: 25/04/2022









Contents
1.1 Key contemporary labour trends UK vs Sweden	3
1.2 Principles of effective workforce planning, and tools used	4
1.3 How to develop basic people plans and succession plans	5
2.1 Strengths and weaknesses of approaches to attracting talent	6
2.2 Strengths and weaknesses of different approaches to retaining talent	7
3.1 Key aspects of good practice relating to developing job descriptions, person specifications and competency frameworks	8
3.2 Evaluate different methods of recruitment and selection	9
3.3 Key aspects of good practice in relation to dismissal, redundancy, and retirement	10
References	11
Bibliography	13



[bookmark: _Toc102418970]1.1 Key contemporary labour trends UK vs Sweden 

Different countries have different labour market trends. When looking at wage rates and inequalities, the OEDC (2021) identified the difference between female and male pay rates, Sweden has a much lower difference of 26% whereas the UK difference sits at 42%, highlighting the facet Sweden has a more inclusive approach to pay, the survey also showed that average hourly earnings in the UK sat at 17.70 USD whereas the rate in Sweden was at 20.60 USD, again Sweden out ranked the UK in this area. This can be analysed further when looking at public and private sector, The average private sector salary in Sweden in 2020 was 36,600 and in the UK for the same year was 31,891, again wage rates in Sweden are higher across the board than they are in the UK, (Statista 2021). Unemployment in Sweden (as per the number of 16–65 year olds not in employment) sits at 6.8% whereas the UK has a lower unemployment rate at 4.5%. 
When it comes to work life balance and arrangements, Sweden has a much more modern approach and is ahead of the game when it comes to flexible working, most of the work force in Sweden work 30 hours a week and flexible working is encouraged with the majority of shifts in offices being 10am-4pm for example, this is also aided by the fact childcare is state provided so maternity and paternity pay are equal, (Fjellborg 2018).  This differs to the UK whereby the working day is longer, and most people work 38-40 hours per week, flexible working is also different in the UK and at present employees must have worked 26 weeks for their employer before they can even request flexible working arrangements (GOV UK 2022). 
Although the UK and Sweden have differences in labour market trends, they do share some aspects, both have exceptionally tight labour markets with unemployment levels being particularly low, this is especially true in the post pandemic economy, and both countries are facing labour shortages at present which will likely lead to rising wages, (Spector 2021). 
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CIPD (2021) defines workforce planning as the process of balancing labour supply with labour demand, it is concerned with identifying the gap between present and future workforce needs and implementing plans which run alongside this as well as the organisations goals and mission. Principles of workforce planning include aligning workforce planning with the organisations needs and goals, this ensures that planning meets the needs of the organisation and guides it towards achieving its goals for example hiring specific skillsets to fill gaps rather than hiring bodies for labour hours, this can be both short term when adapting to organisational changes and longer term such as planning for new projects.  Forbes (2020) discusses that work force planning strategies should focus on organisational profiling to identify skills gaps and use a combination of internal talent and upskilling current employees alongside hiring external candidates to bring fresh outlooks and increase productivity, the article goes on to mention that a key concept of workforce planning is continuous monitoring and adapting, for example moving skillsets around organisations to generate the best results. 
The majority of techniques for workforce planning involve analysing data about the organisation and externally such as the economy or upcoming trends and using this to create strategic plans. Analysis varies depending on scale of organisation, some large firms may use HR analytics to identify patterns and gaps, whereas small scale firms will do this in different ways such as skills matrices both of which achieve the same result and highlight a gap in the work force. There are also various strategic planning models that can be applied to aid workforce planning and ensure all aspects are covered, it is also worth noting that a basic technique for analysing and identifying comes from speaking to employees, this helps identify skills, interests and areas of development and can be used to the organisations advantage when it comes to addressing gaps and making long term plans, it is also vital to accept the ever changing environment and good workforce planning involves multiple plans or contingencies to allow for this, (Holiday 2021). 
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Succession planning is vital to future proof an organisations workforce, generally speaking this is a selection of activities which aim to ensure an organisation has the correct numbers of people with the right skillset, knowledge, and ability to step into roles, should they become vacant, this can be done traditionally with a top down approach where managers select and nurture or in a more contemporary, open way whereby pools of talent are identified and management techniques developed, (Taylor and Woodhams 2019).  
Succession planning involves various activities, the first step is identifying the potential needs of the business for example potential new projects that may need to be managed or retirements that may be in the near future, the next step is to start succession planning with the business goals in mind and ensure any proposed strategy links the need for talent with the needs of the organisation and ultimately assists in achieving its mission. 
According to CIPD (2020) identifying successors can be one of the more challenging aspects of planning processes, this is due to the need for fairness and diversity, it is important that development opportunities and upskilling are available to all staff and not just long serving or full-time employees as this will discourage the rest of the workforce and impact productivity which does not align with the organisations mission. 
When it comes to identifying successors, many organisations look at competency frame works or skills matrices to identify strong candidates who would naturally fit the next step in their career whether that’s a vertical or horizontal move, however it is important not to rely solely on this as many other attributes could be a better fit depending on what the job role is, (CIPD 2020).  Identifying techniques can include training matrices, using the appraisal process to find out what individuals want to achieve and where their interests lie and also coaching those with potential, coaching and mentoring can be beneficial if a senior manager retires and gives a longer notice period as it aids transition. The best succession plans are well thought out, consider costs of training and the wider impacts on the rest of the team and organisation as a whole, people professionals need to take a holistic approach as getting this work can have detrimental effects, this can occur if the identified successor does not which to progress or if candidates were not identified and feel discouraged or that the process was unfair, (Hauwiller 2021). 
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There are many ways of attracting talent to an organisation, it is important to establish the organisations position as a first step, this refers to analysing competitors and establishing whether the goal is to be an employer of values, churn, choice, or cash which relates to how employees are treated and paid, establishing this can set the tone for recruitment strategy and branding. CIPD (2021) adds to this by noting that having a reputable brand can make an employer very attractive, this can be achieved by having strong induction and training processes and a good company culture, a good reputation in a saturated market can make an organisation more favourable and help attract top talent. To be effectives branding must be carefully planned and thought out and feedback sought, it’s important to deliver on branding as getting this wrong will have the opposite effect, it is not enough to simply have a good reputation and the challenge here comes from delivering and maintaining this, (Lybrand, 2018).  
O’Callaghan (2021) discusses that in a saturated job market, post pandemic, the competition is fierce and this should be considered when approaching recruitment strategies, now more than ever it is important that job descriptions are clear and key facts and figures are available to potential candidates, there are so many vacancies that not listing salaries mean that often candidates will not bother applying and chose to apply for a role they know meets their salary expectations for example, the downside to this is employers have to show their hand and perhaps reveal more information than they would normally. 
Another approach to attracting talent is having a strong reward and recognition scheme and company benefits, Bower (2021) highlights the importance of this going beyond free snacks and table tennis in breakrooms and needs to include health care and dental schemes, and schemes which are extended to employee’s families, company cars/cycle to work schemes etc as this will have more of an impact than free tea and coffee. This can be a strong approach as in a post pandemic world and with the cost of living going up, employees will put more value on health these sorts of benefits, the downside is obviously costs and providing this for a large number of employees could mean other areas of the business need to take a hit, it is also important to have clear policies on qualifying criteria to ensure fairness. 




[bookmark: _Toc102418974]2.2 Strengths and weaknesses of different approaches to retaining talent 

Attracting talent is the first step, but it is equally as important to retain that talent otherwise the initial efforts of attracting are lost. Rogers (2020) discusses development is a keyway to retaining employees, feedback systems, appraisals and development plans should be used to find out what employees want and where they wish to increase their skills, this information should then be acted upon and not just gathered, employees need to see that they have been listened to and that their organisation wants to invest in them and help them achieve their individual goals. This approach carries a lot of benefits as it can be tailored to individuals and has a large impact if done appropriately, however it can be costly, time consuming and not practical in larger organisations due to time pressures. 
CIPD (2021) discusses that good retention in organisations comes from being flexible and not having rigid criteria and the need to accept that employees’ lives will change and what they need for a good work life balance will also change, this means that employers need to do more to be adaptable with flexible working requests and part time hours. This allows for flexibility and employees to choose their hours, giving them ownership of how they work and increasing their engagement and retention, however in practice this is not always operationally possible depending on job role, business demands and economic climate and can open up further problem by requiring appropriate cover to be in place. 
Good management practices and company culture are the main reason employees leave jobs, time and resources should be put into training management and developing strong company culture as a positive working environment and relationships between managers and their teams are going to generate the highest retention. Thomas (2019) discusses that employees what to feel listened to and that they can approach senior leader with concerns or problems and have a strong two-way communication channel. Negative culture and workplace relationships spread through teams quickly and can cause lasting damage which is why it’s important to coach managers on how to actively develop strong relationships with their teams. The biggest barrier here is consistency and driving the relationships forward, it’s not enough to try hard one day and must be an ongoing cultural approach. 
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Competency frameworks are structures that set out and define each attribute required in an organisation or job role, they can be used to increase clarity surrounding job roles, competency frameworks can be used as Key performance Indicators (KPIs) and some organisations chose to use these as part of performance management systems and offer rewards for achieving KPIs. According to CIPD (2021) it is important when designing competency frameworks that these are inclusive and fair and do not focus solely of attributes but also attitude as well, good practice when implementing competency frames works includes using them to ensure that recruitment and appraisal processes are fair as there is a universal measuring system in place, and it allows for standardisation across the organisation or department. It is also good practice to set time frames for competency frameworks as they can be deemed unfair if they focus too much of past data and not the ever-changing working environment. 
CIPD (2021) states that it is good practice when developing job descriptions and personal specifications to firstly set out what attributes are needed for the role and specifically what will be involved in said role, having this clearly set out makes the recruitment process easier as all parties know what is expected of them. Job descriptions explain to potential candidates exactly what is involved and the responsibilities of the role, this is not only a good starting point for hiring but can be referred back to if performance issues arise further into the employment relationship, Johnson (2021) discusses that the best way to design job descriptions is with the future in mind, this aids the recruitment process as it can avoid the need to re-recruit for a similar role further down the line. 
Personal specifications differ from job descriptions as they are focused on criteria required for a certain role, these can be really beneficial as they can be used as checklists when evaluating CVs or application forms and ensure essential items do not get missed, this also helps avoid bias as there are essential criteria that must be met, (Hannington 2021).  Although personal specifications and job descriptions outline slightly different things, they do have many similarities and both aid recruitment and also help shape what is expected for future roles and can aid performance management as all parties know what is expected of them. 
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There are various recruitment methods and the right one often depends on the job in question. Taylor and Woodhams (2019) discuss different types of media which can be used for recruitment this includes adverts such as those seen in magazines or buss stops etc, radio adverts and social media campaigns, these are often used all together to have a larger impact however this can be costly. Another approach to recruitment is using specialist expertise such as agencies or head hunting, these can generate high quality applicants and often make for positive employee-employer relationships has employees feel wanted and valued, however Gasparjan (2017) discusses that this is a costly approach as these candidates know their worth and when competing for talent poaching from competitors can harm an organisations brand if it is not done properly. Another key recruitment option is internal, this looks at things such as promotions and job rotations, internal recruitment aids employee retention as they are given an opportunity to further grow within the company and develop their skillset, it is also convenient as they are already familiar with the vision and values of the organisation so there is less of a setting in period, the major downside to internal recruitment is the lack of fresh talent  which can be especially challenging if organisational changes are on the horizon as internal candidates are often set in their ways, (Adams, 2012).
Selection methods depend on the type of job in question, CIPD (2021) discusses the process and the fact that usually the more high profile a job is the more stages of the selection process there are, generally the basis for most selection is screening CVs or application forms which is a simple way to select for interview. The interview process can be both formal or informal, again this largely depends on the role in question, interviews can be video/telephone, in-person or sometimes with a panel, this gives more in-depth information about a candidate than a cv alone. Often for highly skilled roles an assessment centres take place which aim to assess candidates’ suitability in different situations and scenarios, these give a strong indication of how someone would take to a role and although they can be time consuming they tend to have a high success rate, it is important though to ensure consistency when carrying out assessment centres and to ensure all candidates are given the same opportunity, (Hargaddon 2020). 



[bookmark: _Toc102418977]3.3 Key aspects of good practice in relation to dismissal, redundancy, and retirement

Dismissal should be avoided where possible and effort should be made to do early investigations and address problems or issues in the workplace before resorting to dismissal. When carrying out dismissal it is important that the process is fair, ACAS (2022) states that if an employer is carrying out a dismissal it should be for a valid reason, follow a full procedure and be done in a balanced and consistent way, if these criteria are not met then the employee may have been unfairly dismissed. Dismissal usually occurs if an employees conduct or capability are not up to standard, employers should meet with the employee to address concerns and take reasonable steps to amend these before dismissal for example this could include re-training. 
Redundancy can be both voluntary whereby employers ask for volunteers and employees come forward of their own accord or in voluntary whereby a selection process is carried out and redundancies are made, this often occurs when firms downsize or are in difficulty and can also happen when the economy is struggling. When selecting for redundancy it is vital that the process is fair, and consultations will take place giving both sides an opportunity to discuss the situation, by law the employer must listen to what the employee has to say and try to come to an agreement, (ACAS2022). If there are 20 or more redundancies to be made, then a collective consultation must take place with trade union representatives or employee representatives. Redundancies should be handled sensitively, and employers should offer reasonable alternative employment where possible and support employees through the difficult process. 
Retirement is a voluntary form of employee turnover, and it is unlawful to force any employee to retire once they reach a certain age. According to CIPD (2016) employers can set mandatory retirement ages as long as they are clearly stipulated within employment contracts and are justified, when dealing with an aging workforce it is best practice to have regular conversations with employees about their future plans so to ensure that both sides can prepare, employers should be prepared for discussion relating to pensions etc and be able to advise employees accordingly and offer support. Retirement does not necessarily have to be a complete step, many employees may choose to move to part time contracts or do reduced hours, employers should work with employees to find workable solutions for both sides as there are benefits to be gained such as a highly experienced, skilled and capable workforce who are not ready to fully retire, (Dychtwald, Erickson and Morison, 2004). 
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