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This unit helps learners to contribute to the recruitment, selection and induction of staff and

evaluate the processes used.

Learning Outcomes

Assessment Criteria

Exemplification

1 Be able to review human
resource requirements to
meet business objectives in
own area of responsibility

1.1 Examine the human
resources required to meet
objectives in own area of
responsibility

1.2 Identify gaps between
current and required
human resources to meet
objectives

1.3 Assess the options for
human resource
requirements to meet
objectives

This may include:

e Current work requirements
and objectives for their area
of responsibility

e Operational plans and
anticipated changes

e Local employment market
conditions

¢ Staff turnover patterns and
trends for their area of
responsibility

e Succession plans

¢ Knowledge, understanding
and skills that currently
exist within team/s

e Staff development
opportunities within the
organisation

e Legal and legislative
requirements that impact on
staff levels

e Employment policies within
the organisation, including
recruitment, development,
promotion, retention,
redundancy and dismissal.

2 Understand the importance
of ensuring that recruitment
and selection processes
meet legal, regulatory,
ethical and social
requirements

2.1 Explain how to ensure
recruitment and selection
processes are fair

This may include:

e The organisation’s
structure, values and
culture
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Learning Outcomes

Assessment Criteria

Exemplification

2.2

2.3

Explain how to ensure that
legal requirements,
industry regulations,
organisational policies and
professional codes are met

Explain when to seek
specialist expertise
throughout the recruitment
process

The legal and regulatory
requirements that apply to
the recruitment process
The industry regulations,
organisational policies and
professional codes that
apply

Where to get specialist help
and guidance in respect of
recruitment.

3 Be able to participate in the

recruitment and selection
process

3.1

3.2

3.3

Consult with relevant
others to produce or
update job descriptions

Agree with colleagues the
stages in the recruitment

and selection process for
identified vacancies

Identify the methods and
criteria that will be used in
the recruitment and
selection process

This may include:

Different methods of
recruitment and selection
and their associated
advantages and
disadvantages

The organisation’s agreed
format for producing job
descriptions and person
specifications

The process of recruitment
within the organisation and
how they can contribute to
this

Issues of equality and
diversity including
legislation and any relevant
codes of practice.

4 Be able to evaluate the
recruitment and selection
process and identify

improvements for the future

4.1

4.2

4.3

Assess and select
candidates using agreed
methods and criteria

Evaluate the recruitment
and selection methods and
criteria used in own area of
responsibility

Identify ways of improving
future recruitment and
selection

This may include:

How to judge whether
applicants meet the
requirements of the
vacancy, and the records
to keep

How to access statistical
information in respect of
retention

How to evaluate qualitative
information regarding the
ability of the new recruits to
perform their designated
roles

How to seek feedback from

new recruits regarding the
selection process.
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Assessment

This unit is centre assessed and externally verified. In order to achieve the unit you must produce a
portfolio of evidence which will need to be made available to the OCR external verifier.

Portfolios of work must be produced independently and Centres must confirm to OCR that the
evidence is authentic. Assessment must be based on naturally occurring evidence from the
workplace.

Evidence requirements

In order to achieve this unit you must demonstrate that you have met all of the stated learning
outcomes and the assessment criteria. Your assessor must be able to observe you in the
workplace or you must provide tangible evidence of your real work activities. Simulation is not
allowed for this unit.

Guidance on assessment and evidence requirements

You should consult with your assessor to agree the most appropriate sources of evidence available
to you in your environment. Examples of possible sources of evidence are shown below but this is
not a definitive list nor are the examples shown mandatory:

. Your objectives and plans

) Statistical information in respect of potential and actual staff turnover

) Copies of job descriptions and person specifications that you have produced
o Notes of recruitment interviews

o Retention records

o Feedback from new recruits in respect of the process

Details of relationship between the unit and national occupational standards

This unit is based on the NOS produced by the Management Standards Centre (MSC)
Management and Leadership NOS unit D3 Recruit, select and keep colleagues.

NOS can be viewed on the relevant Sector Skills Council’s website or the Occupational
standards directory at www.ukstandards.co.uk.

Resources

Stationery or a CD-rom.
Access to photocopier, PC and printer is desirable but not essential.

Access to sources of under-pinning knowledge such as websites, books, journals, etc, might be of
help, but you are not expected to reproduce other people’s written work. For example:

o TAYLOR, S. (June 2008) People Resourcing. ISBN: 184398198X

) LEWIS, D. AND SARGEANT, M. (June 2009) Essentials of Employment Law.
ISBN: 1843982315
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Additional information

For further information regarding administration for this qualification, please refer to the OCR
document ‘Admin Guide: Vocational Qualifications’ (A850) on the OCR website www.ocr.org.uk
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Evidence Record Sheet | confirm that the evidence provided is a result of my own work.
Unit 14 Recruit staff in own area of responsibility (D3a) Signature of candidate: Date:
LO1 LO2 LO3 LO4
Evidence . . Assessment
Evidence title

reference method - N ™ — o~ ™ — o~ ™ — N ™
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| confirm that the candidate has demonstrated competence by satisfying all of the criteria for this unit.
Signature of assessor: Name (in block capitals): Date:
Countersignature of qualified assessor (if required) and date:
IV initials (if sampled) and date: Countersignature of qualified 1V (if required) and date:
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