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Task one – written advice (recruitment and selection) 

AC 1.1 Different stages of the employee life cycle 
The employee life cycle is an important model with six stages such as attraction, recruitment, 

Onboarding, development, retention, and separation which the employees go through in the 

entire life cycle (Ahakwa et al., 2021). 

In the attraction stage, the role of people professionals is to attract candidates towards the 

company and its Mission. They aim to attract the right people to engage with the company 

and perform their best to achieve the goal.  The people professionals post job roles, 

responsibilities, and benefits to attract the employees towards the goal. 

The next stage is recruitment where the role of people professionals is to attract the 

employees towards the goal by posting job descriptions with proper job roles, compensation, 

and others. Here, the people professionals post the job description on social networking 

channels to attract a large number of employees to the company (Ali et al., 2019). 

The next stage is Onboarding and here, the role of people professionals is to describe the new 

job roles, responsibilities, missions, vision, and goals to the new hires. The people 

professionals also clear all doubts of the employees which improves the relationship bond 

between the organizational members.  

The development stage is where the role of people professionals is to improve the knowledge 

and skills of the employees by which they can achieve the organizational objective. The 

people professionals provide different training to improve the employees’ efficiency to 

achieve the organizational target. 

The next stage is retention where the people professionals provide rewards with high 

compensation and flexibility to feel valued and prioritized also the people professionals 

provide growth opportunities to feel prioritized and it helps to retain the employees in their 

goal. 

The next stage is separation, the employees leave the organization and it is the last stage of 

the employment life cycle. The role of people professionals here is to know the employees' 

experiences and concerns. The people professionals make paperwork, and pension schemes 

for the employees who leave the organization.  
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AC 1.2 Preparation of Information for Specified Roles 
Job description: The term job description is about posting it on social media with the proper 

job role, compensation, and benefits to reach the goal, vision, and mission. 

Person Specification: Person specification is about understanding the experience, 

qualification, knowledge, and capacity level of an individual and how they conduct the job 

duties properly (Alshurideh et al., 2022). 

Different types of obtaining the job information are highlighted below: 

Job analysis Interview: This is about collecting important information from individuals 

based on their job skills, responsibilities, duties, and others.  This is a very important process 

as it helps to make an effective and fair compensation system and thereby, it helps to improve 

the performance management, recruitment, and training process. 

Observation method: This process is used by the hiring manager by which he gains insights 

from the employee's performance. In this case, the manager observed the employees for a 

certain time to understand the employees' performance and whether they were efficient in 

achieving the goal or not. The benefits of management are they can understand how the 

employees can evaluate the high work pressure and accomplish the job effectively (Anwar 

and Abdullah, 2021). 

Key task analysis: Task analysis is an important method of observing where the people 

professionals observe how an employee accomplishes the task properly. In this case, the 

manager emphasized the capacity and skill level of the employees and understood how they 

achieve it effectively. Therefore, people professionals acknowledge the quality of employees. 

AC 1.3 Different recruitment methods and their use 
Job Advertisement: Job advertisement is where people professionals post jobs on different 

social networking channels to recruit a large number of employees to achieve the company's 

goal. The advantage of the employer here is he does not spend any cost for the third-party 

agencies in terms of filling the higher post such as managerial or supervisor posts which is 

the advantage here. Job seekers can acknowledge their roles and responsibilities and all 

features that help them to reach their goals (Anwar and Abdullah, 2021). 

Job fair: This is about meeting a large number of job seekers or allowing the organization to 

connect with a large number of potential employees through any event. The biggest benefit 
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for the company here, it can meet a large number of employees at a single time. Therefore, it 

is a highly cost-effective process for the company as the employer does not bear the cost of 

consulting with third-party agencies for hiring a large number of employees. 

External recruitment method 

Third-party recruiting consultancy: These consultancies provide recruitment services by 

indirectly recruiting candidates on behalf of client organisations. They are efficient and fast in 

reducing downtime and organisations get access to employees for a nominal fee. They are an 

external source of recruitment as they are not part of the client organisation's payroll and 

simply act on their behalf for recruiting candidates based on a contractual agreement for 

recruiting services (Anwar and Abdullah, 2021). 

AC 1.4 Considering the content of copy used in recruitment methods 
Making a positive and accurate image: In terms of gaining a competitive advantage or 

maintaining a reputation properly, making a positive and accurate image is necessary. 

Therefore, people professionals hire potential candidates by making an effective job 

description and posting it on different types of social networking channels (Anwar and 

Abdullah, 2021). 

The professionals arrange onboarding session where they describe the company’s goal and 

mission to the employees and also the employees can acknowledge their job roles and share 

their doubts and accordingly provides their efforts which leads to making a positive image of 

the company. 

Reward and benefit packages: The people professionals make an effective reward plan that 

helps to motivate the employees so that they can reach the goal easily. In this case, the people 

professionals provide both extrinsic and intrinsic motivation to the employees (Armstrong 

and Taylor, 2023). The employees here get financial support such as bonuses, compensation, 

and others and they also get intrinsic motivation such as proper well-being, flexibility, and 

others by which the employees become stress-free and make all efforts to reach the goal. 

Decide on font: Designing the font is beneficial as it helps to catch the employees toward the 

company’s statement. The company uses different font styles which used for different 

statements. Here, the classical font provides a cleaner and neutral look of personality. The 

bold font is used as an eye-catching statement for the employees. 
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AC 2.1 Different types of selection methods and their use 
Interview methods: This is an important selection method from which the employer can 

understand the employees' knowledge, personality, experience, and skills to fill the 

company's vacant post. Therefore, the hiring manager can understand the employees’ skill 

and knowledge level and acknowledge their efficiency and capacity. 

Application screening: This is an effective process of sorting a certain number of employees 

from a large number of employees (Bau, 2021). Therefore, this software helps to select 

suitable candidates by evaluating the job candidates and it also determines the candidate's 

qualifications, skill sets, and experience and understands whether the employees can achieve 

the goal or not. In this way, this software sorts out the CVs from a large number of 

employees. 

Psychometric test: The psychometric test is where the manager acknowledges the 

employees' intelligence, capacity, and efficiency level. Therefore, this test helps to understand 

the creativity, and cognitive capacity to acknowledge the vacant post of managerial post. This 

test helps to analyse the employees’ efficiency and place the employees in the right place to 

make the company productive (Bau, 2021). 

AC 2.4 Retained selection records 
Interview notes:  Interview notes are an important process of documenting the qualifications 

of candidates. Here, the manager collects informative data from the employees and notes 

down the employees' level of skills, knowledge, and experience. The advantage for the 

employer here, he can choose talents from the talent pool in the future based on analysing 

these interview notes and it helps to prevent future claims. 

Shortlisting note: Shortlisting notes where the manager understands the employees’ talent 

and their capacity level of achieving the target. In this case, the people professionals make a 

shortlist of potential employees (Butterick and Charlwood, 2021). The manager highly 

benefits from this shortlisting note of potential employees as they can achieve the goal. In this 

case, the manager hires potential talent from the hiring campaign or talent pool. The manager 

selects employees based on their talent or merit and thereby reduces the claim from the 

employees. 

Test Score: The test score is about understanding the employees' performance and 

acknowledging their merits. Based on the test score, the people professionals understand the 
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employees' knowledge and skill levels. This is beneficial for the manager as well as the 

company as the manager can take talents from the talent pool based on the test score 

performance. Test score is always based on merit and performance and thereby it helps to 

reduce any future claims for not selecting the employees.  

AC 2.5 Letters of Appointment and Non-appointment for the identified role 
A letter for appointment 

Date: 16.7.2023 

Martin Freeman 

1800 Street, London 

Subject: Appointment letter for Sales Assistant 

Dear Martin. 

I am writing this letter about your interview performance on 5.9.2023. I observed your 

impressive confidence level and I also noticed you know different areas. We were searching for 

a talent like you with high confidence; I believe that it will help to maintain our company’s 

reputation. We want you to join us on 20.9.2023 as a sales assistant. The job details are 

described below: 

Job Position: Sales Assistant 

Working days: Monday- Friday 

Probationary Period: 3 Months 

Holiday:28 Annual Paid leaves 

While you will join in our company, you will get a handbook where you get details about the 

company. Your starting salary is £50,000 and you will get a bonus of 10% twice a year based on 

your performance. Hoping for your positive responses. 

Thanks. Regards 

Hope Ray 

Human Resource Management 

A letter of non-appointment  
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Date: 16.7.2023 

David Marcus 

1800, London 

Subject: Non-Appointment Letter of Sales Assistance 

Dear David, 

I am writing this letter about your interview performance on 5.9.2023. I noticed that you have to 

upgrade your skills in different areas of Human Resource management. I also noticed that you 

have a lack of confidence. We are hoping for the future and best of luck with it. 

Thanks, regards, 

Hope Ray 

Human Resource Management  
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Task two- Simulated Interview 

AC 2.2 Selection Criteria 
Selection Criteria Matrix 

Job Title: Sales Assistant 

Attributes Essential Desirable 

Qualification ●​ Need to complete BSC in 

HRM. 

●​ Need to complete MSC in 

HRM. 

Experience ●​ Minimum 1 year experience in 

people practice. 

●​ Must know the process of HR 

Administrative work. 

●​ 2 years’ experience in people 

practices management. 

●​ Must be experienced in L&D 

training. 

Skills ●​ Problem-solving skills. 

●​ Decision-making skills. 

●​ Know the Handling process 

HR database. 

●​ Know the stakeholder 

management skills. 

●​ Know the induction skills. 

●​ Know the communication 

skills. 

●​ Know communication skills. 

●​ Know the handling process 

of conflict management. 

Knowledge ●​ Knowledgeable in the hiring 

process. 

●​ Must be knowledgeable in 

organizational roles and 

responsibilities. 

●​ Know the process of 

developing the talent pool. 

●​ Knowledgeable in 

conducting HR meetings. 

Personal 

Qualification 

●​ Must be communicative 

●​ Must be Punctual 

●​ Must be Empathetic 

●​  Attentive 

●​ Know the process of 

handling grievances. 
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●​ Know the process of 

professionalism. 

Additional 

requirements 

●​ Know the negotiation skills. 

●​ Know the Hardworking skills. 

●​ Adoption process. 

●​ Administrative process. 

Shortlisting candidates 

Job title: People Assistant 

Scoring method 

0 - Does not meet criteria 

1 - Partly meets 

2 - Fully meets 

3 – Exceeds 

11 

Attributes Essential Desirable Candid

ate 1  

Elliana 

bonus 

Candi

date 2 

Juliet 

Autho

r 

Cand

idate 

3 

Jon 

Mart

in 

Can

ida

4 

Jac

rob

Qualification ●​ Need to complete 

BSC in HRM. 

●​ Need to complete 

MSC in HRM. 

3 3 2 3 

Experiences ●​ Minimum 1 year 

experience in people 

practice. 

●​ Must know the 

process of HR 

Administrative work. 

●​ 2 years’ 

experience in 

people practices 

management. 

●​ Must be 

experienced in 

L&D training. 

2 1 2 1 
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Skills ●​ Problem-solving 

skills. 

●​ Decision-making 

skills. 

●​ Know the Handling 

process HR database. 

●​ Know the 

stakeholder 

management skills. 

●​  

●​ Know the 

induction skills. 

●​ Know the 

communication 

skills. 

●​ Know 

communication 

skills. 

●​ Know the 

handling process 

of conflict 

management. 

3 2 2 3 

Knowledge ●​ Knowledgeable in 

the hiring process. 

●​ Must be 

knowledgeable in 

organizational roles 

and responsibilities. 

●​ Know the 

process of 

developing the 

talent pool. 

●​ Knowledgeable 

in conducting 

HR meetings. 

3 1 3 2 

Personal 

qualities 

●​ Must be 

communicative 

●​ Must be Punctual 

●​ Must be Empathetic 

●​ Know the process of 

professionalism. 

●​  Attentive 

●​ Know the 

process of 

handling 

grievances. 

3 2 3 2 

Total score   14 9 12 11 

Interview 

Y/N 

      



The above table demonstrates that Candidate 1 is the highest scorer which is 14.  After the 

judgment, it is observed that Candidate 1 has scored high in different areas which are 3 in 

different areas of qualification, knowledge, skills, and personal qualities. Candidate 3 also 

scored high in knowledge and personal qualities. The rest of the 2 candidates also scored 

high. But as the highest score is from candidate 1 thereby, she is the highest scorer.  

AC 2.3 Interview Questions 
The STARR model based on the interview questions is highlighted below: 

 

Situation ●​ Give an example of your experience regarding the best skills. 

●​ How did you handle the emergency risk of the organization? 

●​ Explain how you maintain the urgent organizational risk. 

Task ●​ Explain how you handle every departmental task of the company. 

●​ What is your main role in the HR stream? 

●​ What is the most challenging role in your project? 

Action ●​ Describe how you monitor the HR data. 

●​ What is the action you take to gain a competitive advantage? 

●​ What is the first step to hiring potential employees? 

Result  ●​ How do you understand the employee improvement area? 

●​ What did you achieve after taking the training session? 

●​ How do measure the improvement of the talent pool? 

Reflection ●​ What is the main way to make the organization productive? 

●​  What is your decision-making strategy to gain a competitive advantage? 

●​ What is your main talent that have you discovered after any achievement? 
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Task three- Guidance document 

AC 3.1 Work-life balance 

In the organization, with a satisfactory work-life balance, the company can make it 

productive as the employees become stress-free and their mental and physical health are 

balanced which helps to improve their efficiency level and they willing to provide their all 

efforts. In addition, having proper work-life balance the employees can have enough time to 

spend with their family. Therefore, it helps to reduce their stress level and improve the 

satisfaction level where the employees more engage with the company (Butterick and 

Charlwood, 2021). Therefore, it helps to create a positive work culture. In other words, if the 

company does not maintain a proper work-life balance, the employees become anxious which 

downgrades the employee's performance. This is because the employees feel stressed by the 

high workload and uncooperative work culture and it leads to an increase in the absenteeism 

rate. Therefore, it downgrades the company's productivity and hampers the organizational 

reputation. 

In terms of promoting proper work-life balance, the UK organization uses different legislative 

factors. The People Professionals follow the Flexible Working Regulation Act 2014 and 

based on that the People Professionals provide flexibility and improve satisfaction levels. 

Along with that, to reduce extra workload and maintain a positive environment, the people 

professionals follow the Working Time Regulation Act 1998 as the employees can work a 

maximum of 8 hours a day and 48 hours a week. Besides this, the concern of people 

professionals is to increase the employees' leave opportunities and thereby they follow the 

“Employment Relationship Act of 1999 and increase paternity leave, maternity leave, and 

others. Therefore, the employees get enough time to care for their children and health 

check-ups which reduces the absenteeism rate. 

AC 3.2 Well-being in the Workplace 
In the workplace, fostering well-being helps to reduce anxiety and stress and create a positive 

work culture which improves employee engagement and increases organizational 

performance. The biggest benefit of promoting well-being in the workplace is to reduce the 

absenteeism rate as the employees can improve their mental and physical health condition 

which improves the employees' work efficiency by which they can reach the organizational 

goal. 
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For instance, the people professionals of our company increased the leave facility including 

maternity, paternity leaves and health care leaves which reduces the employees’ absenteeism 

rate as they can take leaves based on their requirements. Here, the employees get enough 

leave opportunities such as maternity leave; paternity leave, sick leaves, and others which 

reduce the employees' stress level and support mental wellbeing. Along with that, the people 

professionals arrange counselling programs, wellness programs, and others to reduce the 

employees' stress (Cletus et al., 2018). In the concerns of physical well-being, the people 

professionals arrange gym facilities, yoga sessions, and Zumba classes for the employees' 

physical health. In this case, the employees become more energetic which improves their 

work efficiency to reach the goal. 

On the other hand, if the organization does not maintain a proper work-life balance it impacts 

negatively the organizational culture. For example, currently, our company is focused on 

gaining a competitive advantage and thereby our employees have to work overtime duties. 

Here, the employees felt high work pressure and it led to the employee turnover rate.  In that 

situation, the people professionals of our organization emphasized providing flexibility which 

reduces the employee stress level and improves work efficiency. 

AC 3.3 Discrimination legislation  
Direct discrimination 

According to section 13 of Equality Act 2010, direct discrimination is where the individual is 

treated less favourably for any certain personal characteristics (Gov.uk, 2023). For instance, 

in our organization, if female employees do not get proper growth opportunities for their 

gender, then it can be said that it is direct discrimination. 

Indirect discrimination 

According to section 19 of the Equality Act 2010, indirect discrimination is where the 

unreasonable policy or rule is the same for everyone but it is unfair for those individuals who 

stare at a particular attribute. For example, if the seats in new projects are reserved for male 

employees, then the female employees feel discriminated against as they do not get the 

chance to participate in the new project. 

Harassment 
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According to section 26 of the Equality Act 2010, the term harassment is a violation 

occurring by individuals based on their gender identity, orientation, sex, colour, or religion, 

disability, and others (Gov.uk, 2023). For example, if an employee is insulted by other 

employees or being abused then it can be said as a sacrament issue. 

Victimization 

According to section 27 of the Equality Act 2010, victimization is about being treated 

unfairly by the employer as the action taken by the individual is taken by the employment 

rights. For instance, the management of the company victimizes and punishes the employees 

as the employees raise their voices regarding the poor workplace concerns and management 

facilities. 

AC 3.4 Diversity and Inclusion 
In the workplace diversity defines the individuals belonging to different working areas and 

cultures with different cultures, creeds, genders, and others. People professionals aim to 

prioritize and value the employees in a diverse work culture. Inclusivity in the workplace is 

about where the employees feel valued and equally supported and involved in all areas of the 

workplace. 

In this case, equal opportunity plays a significant role in valuing the people. In a diverse work 

culture, the people professionals judge the performance of employees based on their work 

performance and merit not based on sex, gender, race, or other factors. These make the 

employees feel valued and empowered by the organizational culture (Denny-Brown et al., 

2020). Along with that, inclusivity in the workplace focuses on establishing a crucial 

framework that helps to feel the employees warmly welcomed and more engaged towards the 

work culture. The people professionals provide motivation and give the job responsibilities to 

the employees by which they feel prioritized and confident. 

On the other hand, inclusivity and diversifying the workplace are beneficial for the company 

as the employees belong to different work areas with different perspectives, a preference 

which helps to make strategic decisions to achieve the goal. In addition, the employees here 

share different strategic ideas, innovative thinking, and others which are necessary to gain a 

competitive advantage (Denny-Brown et al., 2020).  
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AC 3.5 Difference between fair and unfair dismissal 
Fair dismissal occurs when employers eliminate any employee on the grounds of capability 

issues or gross misconduct. As per ACAS, on the ground of fair dismissal, the employer has 

to show the grounds of fairness and must provide a warning before eliminating any employee 

(ACAS, 2022). However, gross misconduct is where, the employees are terminated for any 

reason including sexual harassment, stealing, fraud case and others and here the employer 

does not provide any warning and directly terminated the employees. The second example in 

the fairground capability issue is where the employees are terminated for their inability or 

poor capacity. Here, the employer first provide warning and then provide different training 

session to retain the employee in the ground of fair dismissal. 

Unfair dismissal is about dismissing the employees and violets the ACAS code of conduct. 

Here, the employee is dismissed for unreasonable manner (ACAS, 2022). For instance, if an 

employee is unable to attend the office for any medical emergency, accidents, illness or any 

other matters then the manager has the right to dismiss the employees. In this case, though it 

is a ground of unfair dismissal, still the manger can dismiss the employees as it does not 

consider the reason of employee problem.  Here, the management has the right to replace the 

employee with another employee in terms of the perception of fairness in dismissal.  
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Task Four- Briefing paper (performance management and reward)  

AC 4.1 Purpose and Component of Performance Management 
Purpose: The purposes of performance management are to identify, encourage, measure, 

evaluate, improve, and reward employees' performance. Therefore, after getting 

encouragement and motivation and reward the employees' performance becomes improved. 

Key components: 

Training and development: Training and development is an important approach to 

performance management. The aim of L&D professionals provide different types of training 

including advanced training, digital training, and quality training to improve the employees' 

efficiency by which they can achieve the organizational target. This initiative helps to 

improve the employees’ performance to achieve the goal (Gujarati et al., 2020). 

Formal and Informal Reviews: Informal reviews help the employees to correct their 

mistakes which are a good chance for the employees to understand their weaknesses and 

strengths points. The manager provides direct feedback to the employees. For instance, the 

manager provides training to the employees after sending the feedback and tries to improve 

the employees' performance level. A formal review of the organization defines the 

preschedule and documentation that is implied in the recognition programs, annual review, 

and disciplinary processes. 

Performance management data: Performance management data helps to provide important 

feedback regarding the employees' performance. Here, the management gets feedback from 

360-degree feedback, feedback surveys, goal setting and tracking, learning and development 

initiatives, and others (Hamouche, 2021). The people professionals here, gather reliable 

feedback from these different sources acknowledge the performance of potential employees, 

and place them in the right places and high managerial posts which are beneficial for 

achieving the organizational objectives. 

AC 4.2 Factors that need to be considered when managing performance 
Skill and Competency: In terms of managing performance, understanding skill and 

competency is very necessary. Therefore, management acknowledges the employees' 

performance after any training initiatives and here, if the employees' performance is good 
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then it determines that they can achieve the goal. If the employees' performance is poor then 

it determines that they cannot achieve the organizational target (Hamouche, 2021). 

Clarify the organizational goal: In terms of managing performance clarifying the 

organizational goal is necessary. Here, the people professionals clarify the job roles, 

responsibilities, vision, missions, and objectives. After clarifying all job roles and missions, if 

the employees can improve their performance to achieve it then it determines they can 

achieve the goal and if there is no improvement in employees’ performance then it 

determines that they cannot achieve it (Hinton, 2020). 

Leadership factors: Leadership factor has a significant role in managing performance. After 

the training and development initiatives, if the employees get positive feedback from the 

leaders, then it determines that they gain the capacity to achieve the organizational target. On 

the contrary, negative feedback from the leaders determines that the employees’ performance 

needs to be improved to achieve the goal. 

AC 4.3 Different methods of performance review 
In the organization, a performance review is an important approach for both the employees 

and the employer. This is because it helps to identify the weak areas as well as the strength, 

and accordingly, the employees take different training to upgrade the efficiency level of the 

employees so they can achieve the goal. 

Different methods of performance review are highlighted below: 

360-degree feedback: 360-degree feedback is a crucial feedback process of performance 

management from which the employees get feedback from multiple sources such as peers, 

subordinates, managers, leaders, and others. The employees get feedback from multiple 

sources and thereby it is highly reliable and authentic and the employees get effective 

chances to improve their weak areas (Rozsa et al., 2021). But there is a chance of criticism or 

negative feedback which causes a negative impact on the employees’ motivation and hampers 

performance. 

Annual Review: In this process, the employees get annual feedback on their performance.  

After understanding the employees' performance, the people professionals make short-term 

and long-term goals. This feedback process is also beneficial as the employees can get the 

chance to improve the weak areas to achieve the goal. The employees get different types of 

training here which helps them to reach the goal. 
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Self-assessment: This is a process where the employees get the chance to judge themselves 

and understand their strengths and weak areas. Here, to improve the weak areas, the 

employees get different advanced training which makes them more efficient in reaching the 

organizational goal and helps to improve the organizational productivity. 

AC 5.1 Key components of the total reward system 
Importance of total reward 

In the organization, the total reward system helps to improve the employees' motivation and 

encourages them to engage the employees more in the organization. In this case, the 

employees feel more appreciated and the employer can attract high-quality talent by 

providing different kinds of reward benefits (Meister and Brown, 2020). 

Financial Reward Approach 

Bonus: This is an important reward approach to motivate the employees. Therefore, it 

improves the employees' motivation level and efficiency by getting financial support which 

helps them reach their goals. 

Retirement benefits: While the employees leave the organization at the end of the retirement 

stage the people professionals provide different benefits to the employees such as retirement 

checks, pension scheme, and others which provides the employees financial security and 

improve the performance level. Here, the employees get financial support and security which 

improves their motivation level (Hadley and Hatch, 2018). 

Health Insurance:  In this process, the company provides the medical cost to the employees 

and also provides the room rent and other expenses. This facility helps to improve the 

employees' efficiency reduces the absenteeism rate and improves overall organizational 

performance. 

Non-Financial Approach 

Flexible working opportunity: Promoting flexibility I highly beneficial for the employees 

as it helps to reduce the employees' stress and anxiety levels. Here, the individuals get the 

opportunity of enough time to spend with their families and balance their personal and 

professional lives. 

Leave Facility: The leave facility is highly motivating for the employees. In this case, the 

company provides an efficient number of maternity leaves, paternity leaves, sick leaves, and 
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others which helps to motivate the employees and provide retirement from excessive 

workload. Therefore, it helps to motivate the employees to improve their efficiency to reach 

the goal (Bartels et al., 2019). 

Career development: This is an important process by which the employees feel valued and 

prioritized. Here, the people professionals try to upgrade their knowledge and skills and 

provide proper growth opportunities to reach the goal where the employees feel valued and it 

helps to improve their performance level. 

AC 5.2 Relationship between Reward and Performance 
Non-Financial: Non-financial reward is intangible where the employees get psychological 

support and flexibility which improve the employees’ efficiency to improve the 

organizational productivity and reach the goal. Along with that, the people professionals 

provide maintaining work-life balance, employee recognition programs, employee assistance 

programs, and others. 

Financial: Financial reward is about providing monetary support to the employees. The 

people professionals provide medical insurance, bonuses, increments, pay raises, and others 

to improve the motivation level of the employees (Collins, 2018). To achieve the monetary 

facility the employees' performance increases leads to improved organizational performance. 

Employee Assistant Program: The employee assistant program is considered a work-based 

intervention program which helps to designed to assist employees in reducing the personal 

problems that impact the employees' performance. The biggest benefits are, that the 

employees can deal with their personal life and they feel stress-free which improves the 

employees' performance. 

Employee Recognition Program: The employee recognition program is where the 

employees get motivated and feel encouraged accomplishing their goals. In this case, the 

company provides arranged gift cards, anniversary celebrations, and others to motivate the 

employees and encourage them which help to improve their performance level (Douglas and 

Watt, 2018). 

AC 5.3 Reason for treating employee pay fairly 
Treating the employees fairly helps the employees' morale and improves overall job 

satisfaction.  Besides this, it helps to improve the satisfied and engaged employees.  Here, the 
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employees get equal value by treating the employees fairly. However, the reasons for treating 

employees fairly are discussed below: 

●​ Treating employee pay fairly is to feel the employees are valued and prioritized and helps 

to maintain a positive environment and improve the company's reputation. 

●​ If the company treats the employee's pay fairly, it will help to reduce the pay-related 

claims which lead to improving the employees’ reputation (Joshi et al., 2020). 

In our organization, as a people professional I follow the Equality Act 2010 which helps to 

promote equality and reduces pay-related claims which helps to improve the organizational 

reputation. As per this act, every individual including male and females gets equal 

opportunity which helps to improve the organizational environment and the employees get 

equal pay benefits, compensation, pay raise, and others. 

I also follow the National Minimum Wage Act 1998 to reduce the pay-related gaps. 

According to this act, employees get the minimum wage of £10.42 at the age of 23 and those 

employees who get the minimum wage are £10.18 at the age of 21-22 and under the age of 

18, the employees get the minimum wage of £5.28. 
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Task Five- Fact Sheet 

AC 6.1 Benefits of Learning and Development Initiatives 
Benefits of L&D for the employees 

Increase Skill and Knowledge: The L&D professionals have a significant influence in 

increasing the employees' knowledge and skills. Here, the professionals emphasized 

conducting different needs analyses to understand the performance gap and accordingly 

provide different training sessions to improve the employees' efficiency, skills, and 

knowledge by which they can easily reach the goal. 

Increase effective communication: L&D professionals aim to improve the employees' 

efficiency and upgrade skills and thereby they communicate with the employees effectively 

to understand their performance gap and doubt areas. Therefore, the L&D professionals 

conduct a learning need analysis to acknowledge the employees' concerns regarding the 

performance gap (Kelleher, 2021). 

Benefits of L&D for Organization 

Enhance teamwork and collaboration: L&D professionals aim to achieve the goal and 

improve the productivity rate and thereby the L&D professionals aim to make short-term and 

long-term goals. In this case, the L&D professionals also motivate and encourage the 

employees by which they feel more engaged towards the company's goal and it helps to 

enhance team collaboration and dynamics (Mapes et al., 2020). 

Support talent management: The L&D professionals aim to gain a competitive advantage 

and thereby they support the talent management strategy. Thereby, the L&D professionals 

create continuous innovation and learning and it helps to develop a high-performing team 

dynamic. The L&D professionals provide quality training, technical training, and advanced 

training to make the employees more efficient and make an effective talent pool. 

AC 6.2 Different types of learning needs 
Learning Needs for Individuals 

Career growth opportunities: To make the company more productive, the employees must 

be more efficient and thereby providing career growth opportunities is necessary. Therefore, 

the L&D professionals continuously provide Feedback and regular training, conduct 
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leadership development programs, and others to make the employees more efficient to gain a 

competitive advantage. 

Training new Technology: In terms of making the company more productive, training in 

new technology is very important. The L&D professionals aim to make the employees more 

efficient and they can perform the everyday task very efficiently. In this case, the employees 

can large number of work in a shorter period which helps to streamline the processes and 

reduces time wastage (Ochoa et al., 2019). 

Learning Needs for Organization 

Performance gaps: To understand the needs of learning, the people professionals must 

acknowledge the performance gap. In this case, the L&D professionals conduct training need 

analysis and learning need analysis to acknowledge the performance gap of the employees. 

Therefore, the L&D professionals accordingly provide effective training to make them more 

efficient in reaching the goal (Al-Jedaia and Mehrez, 2020). 

 Organizational goals and strategies: In terms of achieving the organizational mission and 

goal, the employees need to improve their effectiveness and efficiency. The L&D 

professionals arrange different training sessions for upgrading the employees' knowledge and 

skills by which they can reach the organizational goal. 

AC 6.3: Face-to-face and blended learning and development approaches 
Facilitation: In terms of the learning process, facilitation is very important because a 

facilitator focuses on guiding and managing the experienced employees toward the goal. 

Therefore, the facilitator conducts open communication with the employees and fosters 

collaboration to resolve the learner's doubts so that they can achieve the goal easily (Anwar 

and Abdullah, 2021). 

 Training: It can be face-to-face or blended learning where professionals provide different 

types of training to improve the employees’ skills by which they can easily reach the goal. 

On-the-job training: In this, employees get training along with they perform their 

responsibilities.  Here, they get the chance to train along with the learning process. 

Off-the-job training: In job training, the employees get training in different practical fields 

while they do not accomplish their job responsibilities or work while they conduct the 

training session. 
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Coaching: This is an essential learning approach where the coaches take the responsibility of 

upgrading the skills and knowledge. During a coaching session, the coaches provide 

exclusive training including advanced and technical training to make the employees more 

efficient in reaching their goals (Boon et al., 2019).  

Mentoring: This can be a face-to-face or blended learning approach where a mentee guides 

and supports the employees. The guidance from the mentees helps the employees to perform 

better and also mentees provide different sources along with encouragement and insight 

which helps the employees to become more efficient in achieving the goal. 

Job shadowing: This is an effective process where the employees follow the senior 

employees and understand their job roles and responsibilities to achieve the organizational 

goal. 

AC 6.4 Design and delivery of learning and development 
Different experience, knowledge, and skills levels of participation: The employees of an 

organization have different levels of experience, skills, and knowledge. Therefore, the 

learning strategy is different for the employees as they have different levels of knowledge and 

skills. Here, the L&D professionals conduct different needs analyses to understand the 

performance gaps and also provide effective training to meet the gap and reach the goal 

(Ciobanu and Androniceanu, 2018). 

Willingness to participate: As the employees have a different level of knowledge and 

experiences their willingness to engage with the learning activities is also different. After 

conducting the need analysis, the people professionals provide different training to the 

employees, and the employees join the training session based on their requirements. 

Digital tool accessibility: The people professionals play a significant role in delivering 

different types of training to meet the training needs of the employees. For instance, the 

professionals analyse the availability of PPT, and accordingly, the people professionals 

provide different types of learning materials and sources through PPT. Besides this, the 

people professionals understand the availability of Google Meet and accordingly provide 

learning materials through Google Meet by which they can easily understand the learning 

materials. 

Disability: The people professionals aim to provide learning materials and sources to the 

employees based on their requirements. For instance, for those people who have a hearing 
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disability, the company arranges specialized experts in sign language for them, and for those 

persons who have a visual disability or are colour blind, the people professionals represent 

different colour charts and graphs to provide different learning methods. 

AC 6.5 Methods of Evaluating Learning and Development 
The implication of L&D evaluation is the need to focus on learning outputs. As per the 

implication of the Kirkpatrick model and its four stages Learning, Behaviour, Reaction, and 

Results help to evaluate the Learning and Development process. In the learning stage, people 

professionals aim to understand the learning gaps of the employees.  In the behaviour stage, 

the people professionals understand the attitude and behaviour of the employees. The next 

stage is about the Reaction and here, the reaction of the employees after taking any 

initiatives. The last stage is the result where the people professionals focus on understanding 

the outcomes and results of taking any initiatives. 

Two important methods of Learning and Development initiatives are highlighted below: 

Trainer feedback: Trainer feedback is an important process from which the employees get 

feedback after taking any initiatives. Through the feedback from trainers, employees can 

understand their strengthening part and weak areas. Therefore, employees would understand 

the knowledge gaps and accordingly take different training sessions to fill the gaps. 

Survey method: The survey method is where the people professionals provide a set of 

questions to understand the employees' concerns and insight. In this case, the people 

professionals acknowledge the employees’ problematic area and their concerns and 

accordingly take action to resolve their doubts and issues and make them more efficient in 

reaching the goal. 
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