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ASSESSMENT FOR BSBMGT402

	Student name
	

	Date of assessment submission
	Click here to enter a date.


	Trainer/Assessor’s name
	

	Date of assessment marking
	Click here to enter a date.
	Outcome for task
	☐ Satisfactory
☐ Not Satisfactory

	Trainer/Assessor’s comments
	



Students must complete all tasks as outlined in the following pages.
	Hints:   - The following hints will assist when preparing reports for submission

	Report format:
Executive summary 
An executive summary is a very useful tool in communicating your information to busy people. It is essentially a short summary (often no more than a page) of the report objectives, findings, and conclusions.

Contents 
Any report over three pages in length should have a list of contents. A list of contents not only helps people find their way around the report but it also gives an indication of what is in the report and the structure.

Introduction 
The introduction should set the scene for the report by concisely describing the reason for the report and the background or history relevant to the report.

Body 
The body should address the main information including: 
• objectives of the review; 
• how the review was conducted, who was consulted, etc.; and 
• results of the review and key issues identified

Summary/Conclusions/Recommendations 
Your conclusions should be clearly justified with reference to the results of the review. Your recommendations should be made twice, briefly in the opening summary or Executive Summary and then in more detail in the recommendations section.




This information is to be handed to each student to outline the assessment requirements.
Assessment due date:       This will be aligned to Session Plan


Use the scenario provided or, your own workplace. If using your own workplace please provide supporting documents to your trainer.
Scenario
You are Richard Burton, the General Manager of Marketing for CA City Retail Group. The Oliva Chanley (CMO) and Edward Shands (CEO) have requested you implement the operational plan for your department, focusing on the strategic direction of ‘increasing revenue through targeted marketing campaigns’. For this you are required to study both the business plan and operational plan of the CA City Retail Group to ensure you are able to plan the effective implementation of the operational plan. As objectives three (3) and (4) are already in implementation. You are required to develop this plan to implement marketing objectives 1 and 2 of strategic direction. You will need to consider all the relevant personnel you are required to consult with. 
For the purpose of this assignment you are to assume you are planning on implementing the plan on the first of April and have not used your budget as it stands in the operational plan.
There is a two week period prior in which the implementation is planned and granted approval.
Operational Plan
Business Plan
Task 1
You are required to implement an operational plan for your organisation. For this you will need to construct a plan for implementation. Before doing this you must research 
Question 1
1a	You are required to consult with a range of people and collate, analyse and organise information to make your operational plan be implemented effectively. Who would be relevant people who to consult with for this operational plan?
Student answers may include:
· Colleagues
· Specialist resource managers
· Managers
· WHS Committee members
· People from a wide range of social, cultural and ethnic backgrounds, and people with a range of physical and mental abilities
· other people with specialist responsibilities
1b	Determine the requirements of the project from the consultation brief, you will need to analyse their need and categorise them into their appropriate groups.
	
	Human
	Physical
	Virtual

	High
	Video advertising staff x2
	Increased storage for video advertisement footage
	Design software

	Medium
	
	Professional Film equipment
	Production software for advertisement’s

	Low
	Extras for advertisement x5
	
	



Question 2
Explain how implementing the operational plan will assist the business in achieving its business plan and increasing performance.
Implementing this operational plan means that the CA City Retail group is broadening their exposure through the media to increase brand recognition and increase the number of customers which will assist in increases to revenue of the organisation.
Question 3
Determine three (3) key performance indicators (KPIs) for the operational plan that can be used to monitor operational performance, explain how they will be used?
Students will respond with the following:
1. Customer numbers 
2. Percentage of brand recognition
3. Percentage of market recognition of ethical and environmental responsibility
After initiating the campaigns alongside the marketing plan, the KPIs will be used to measure the effectiveness of the marketing department in increasing revenue through targeted marketing campaigns and increasing foot traffic across all stores from 3000 customers to 7000 customers per day.
Question 4
Explain how you can manage contingencies by adjusting the operational plans implementation by consulting with others?
Managing contingencies is important in implementing an operational plan, fundamentally it is about making adjustments to the implementation to ensure it runs effectively.
Student’s answers will vary but will include the following contingency options
· Contracting out or outsourcing human resources and other functions or tasks
· Diversification of outcomes
· Finding cheaper or lower quality raw materials and consumables
· Increasing sales or production
· Recycling and re-use
· Rental, hire purchase or alternative means of procurement of required materials, equipment and stock
· Restructuring of organisation to reduce labour costs
· Risk identification, assessment and management processes
· Seeking further funding
· Strategies for reducing costs, wastage, stock or consumables
· Succession planning


Students will also identify that:
You would consult with relevant personnel in regards to contingency action you may take as listed above and noting some of the relevant persons they would be required to consult with which may include:
Colleagues and specialist resource managers
Managers
Occupational health and safety committees and other people with specialist responsibilities 
Other employees
People from a wide range of social, cultural and ethnic backgrounds, and people with a range of physical and mental abilities
Supervisors
Question 5
What assistance could be provided to the development and presentation for proposals? Hint: Consider what operational planning processes you would need to adhere to.
Students should have responses that indicate:
Researching and presenting facts outlining how the resources will aid in the achievement of the strategic direction of the organisation, there is not access to existing reasonable resources in the organisation which can be used, in substitute. Risk has been considered on the purchase of the item. Relevant personnel have been consulted and this is an item that they have identified as a need and it has been determined it will fit within the constraints of the designated budget.
Question 6
Explain the process of recruiting and inducting staff, following the organisation’s policies, practices and procedures.
Gaining approval for hiring
Analysing job requirements and completing a job analysis
Preparation of Job Description documents
Obtaining approval to advertise position
Advertise vacancy
Develop interview method and questions (selection panel)
Agree on short listing selection criteria
Short listing of applicants
Scheduling and conducting interviews
Apply selection criteria and identify successful applicant
Conduct reference checks
Complete selection report
Make offer of employment
Confirm offer of employment (signed contract)
Advise unsuccessful candidates
Induct new employee into the business
Provide ongoing training and support
Question 7
Explain how you could implement plans for acquisition of physical resources and services? Hint: Consider what organisation’s policies, practices and procedures you would need to follow?
Student response should include the following information:
· Check policies and procedures
· Identify the resource needs
· Consult with Senior Management, Finance and other Managers 
· Evaluate the needs based on 
· What is needed?
· When is it needed?
· Why is it needed?
· Can it be purchased with the budget?
· Make a proposal to request resources
· Order resources at the appropriate time
· Add resources to the inventory 
Question 8
Identify and explain three (3) tools, systems or processes for monitoring and assessing profit and productivity targets and plans?
Students will select three of the following and provide an explanation of them examples are provided but student answers may vary
Informal systems – observations by managers 
Feedback arrangements – feedback from stakeholders or clients on how the service is performing
Individual and teamwork plans – assessing how the team and its members are progressing against their plans
KPIs – Analysis of the KPIs of the team in comparison to benchmarks
Specified work outcomes – analysis of the achievements against what is expected to be achieved
Question 9 
How can profit and productivity be monitored through the use of available data? Hint: consider the budget and actual financial information available?
Using financial ratios may assist in measuring where your business is underperforming by comparing actual financial figures against what is budgeted.
Using non-financial ratios to monitor and asses the productivity of a team by identifying KPI attainment, absenteeism and staff turn over


Question 10
10a	Explain two (2) methods on monitoring performance to identify unsatisfactory outcomes
Students may provide two of the following
· Reviewing KPI data to identify underperformance and if it is a trend or one of event
· Productivity reports to identify if deadline will not be or are not being met
· Financial tracking to identify overspending of the budget
· Revenue reports to identify low profit levels
· Human resource figures on absenteeism and staff turn over to identify low productivity levels
10b	Explain ways in which you would take prompt action to rectify unsatisfactory performance, following workplace policies and problem solving processes?
Students will provide response capturing the following information:
Determine the action by:
· Identify the exact area of non-performance (undertake benchmarking)
· Identify the cause of performance issues
· Check the pattern or usual items/transactions; identify any exceptions to the norm/expected
· What is the exact impact of the cause on overall operation plan
· Is the cause internal or external to the organisation
· Are you able to control the cause, or is it uncontrollable
· Analysing available contingency plans
Undertake action by:
· Revision of resources required (human resource and/or physical resources)
· Reorganising/reallocation of resources
· Additional training and support
· Improved systems and processes
· Review of performance measurement and data collected
· Marketing strategies
· Cost saving actions (purchasing at lower cost; bulk purchase; or elimination of waste)
· Enact contingency plans
· Make adjustments to the operational plan
Question 11
Explain three (3) methods on how to support individuals and teams to use resources effectively, economically and safely
Coaching staff in how to use the resources allocated in a safe manner and ensure they are used efficiently and effectively.
Providing mentoring to staff in a one –on one basis with senior staff to provide advice, support, guidance and tips on how to use the resources allocated in a safe manner and ensure they are used efficiently and effectively
Through leadership team members will follow the example set by the supervisor in all aspects of work, including the effective, economical and safe use of work resources
Question 12
Explain how the policies and procedures of the organisation relate to the operational plan being implemented (80 words)
Students answers may vary but will capture the following benchmark.
Policies make clear statements about what the organisation wants to achieve, it is a statement of intent and is implemented as a procedure or a protocol. They relate to how the business and its employees operate.
They therefore relate to the implementation of an operational plan as they set out guidelines and steps to do such things as hire staff, provide inductions, acquire resources, identify and rectify unsatisfactory performance; which is fundamental to the success of an operational plan being implemented.
These are a few examples, though student may provide more and give examples.

Task 2
Construct a plan to implement the operational plan for the department using the template provided.


Task 3
Complete the monitoring report template for the operational plan.


You will need to factor in this scenario.
Over the last 3 months the implementation has been in effect, you have been monitoring the profit and productivity as well as been busy  dealing with issues that have come up.
The following information tracks the allocation of finances to each cost group and productivity of those involved against benchmarks. (i.e budget of $5000 per month – 10% is $50, 100% is $5000, 110% is $5500)
	Finances
	April
	May
	June
	
	Productivity
	April
	May
	June

	CA City Payroll
	100%
	107%
	109%
	
	Management
	95%
	80%
	110%

	Advertisement filming/ editing
	60%
	120%
	127%
	
	Advertising team
	80%
	80%
	73%

	Advertisement space on networks
	0%
	70%
	100%
	
	Media liaisons
	100%
	94%
	100%

	DM Printing
	97%
	115%
	112%
	
	Printing
	100%
	80%
	81%

	DM Distribution
	102%
	102%
	99%
	
	Distributions
	98%
	95%
	90%

	Miscellaneous
$20000 p.a
	80%
	40%
	120%
	
	Analysts
	100%
	100%
	100%


You have noticed that the processes that are being followed to implement the Monthly Direct Marketing (DM) due to poor communication between all parties, often resulting in misprint statements to be released.
Also due to the increases of sales there has been issues with the television advertisements, which are falling behind deadlines due to the increase in customer presence in the stores, there has been a 50% increase.

A survey was conducted of the general public and the results are as follows:
	Questions
	Previous 
	Current

	Are you aware of the CA City Retail Group Stores?
	70%
	76%

	Do you see the stores as ethical and environmentally responsible?
	47%
	62%

	Do you access the stores at least once a week?
	80%
	60%

	Do you access the stores more than three times a week?
	20%
	40%

	Do you feel that we provide quality product and services to the public?
	72%
	81%





Appendix
Consultation Brief
Television Advertising
We have negotiated with the television networks to screen three different advertisement’s, one for the department store, one for the café and one for the service station to increase the foot traffic across all our stores.
The budget is to be broken up into the following portions:
Filming and Editing: 45%
Air Time 55% 
As the company does not wish to outsource the production process, they intend to hire a team of two to work as the filming team. Among discussions with the network stations it has been identified that the all advertisements are required to be shot in 1080p, so professional quality equipment will be required.
The television stations have advised that for one 30 second spot it will cost $87.00 per screening. With a 20% discount being applied for 6 screenings per day in prime time, if the organisation wishes they may screen 6 advertisement’s a day in prime time over seven days with a 30% discount being applied.
It is decided that this is the option CA CITY RETAIL GROUP will pursue over the next 3 months
For filming each store requires to be accessed during trading hours and extras need to be hired to film our advertisements. Staff will be invited to participate in these advertisements as well.
It is intended that filming will commence once staff are hired and extra storage is set up with the first series of advertisements to be screened by middle of May.
Monthly Direct Mail
This mode of marketing will be covered as the duties of one of the marketing team. It will require us to acquire design software in which to put together the mail outs to our customers.
A printing company has been sourced who have agreed to print out 5000 copies of our documents for $2240.00 over the next three months.
A delivery agent has agreed to perform the deliveries at a cost of $1500.00

CA CITY RETAIL GROUP has assessed a budget for all staff in marketing to be $1,000,00.00 per financial year.
Assessed requirements
· Production software for advertisement’s
· Design software 
· Professional Film equipment
· Video Advertising staff x2
· Extras x5
· Increased storage for video advertisement footage


Recruitment and Induction Documents
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Operational Plan Implementation

Personnel to communicate with

Students will identify the following personnel (NB. Written out as positions rather than direct roles, students using the CA City scenario may respond using the titles of personnel) 

		Relevant personnel



		Colleagues and specialist resource managers



		Managers



		Occupational health and safety committees and other people with specialist responsibilities 



		Other employees



		People from a wide range of social, cultural and ethnic backgrounds, and people with a range of physical and mental abilities



		Supervisors





Key Performance Indicators

Identify the Key performance indicators for the plan and detail how they will be measure

		Operational Objective

		Measure



		To position CA City Retail Group as the provider of  a superior product and customer service provider 

		Completion of a marketing plan by end of financial year



		To position CA City Retail Group as the provider of  a superior product and customer service provider 

		Increase the percentage of market recognition of ethical and environmental responsibility



		To position CA City Retail Group as the provider of  a superior product and customer service provider 

		Increase of brand recognition



		Increase foot traffic across all stores from 3000 customers to 7000 customers a day

		Increase of brand recognition



		Increase foot traffic across all stores from 3000 customers to 7000 customers a day

		Increase of the number of customers



		Increase foot traffic across all stores from 3000 customers to 7000 customers a day

		Roll out of monthly direct mail service on the first Sunday of each month





Implementation timeline

Answers may vary but should include the following, answers with ** mean they must appear and as they are written.

		Task

		Start date



		Develop plan**

		18th  March**



		Approval granted**

		31st March



		Implement plan

		1st April**



		Make request for resources

		1st April



		Produce Monthly Mail

		1st April



		Have monthly mail printed

		2nd April



		Distribute Monthly mail

		5th April



		Purchase resources

		6th April



		Hire staff for implementation

		6th April



		Commence Advertisement pre-production

		15th April



		Hire extras

		17th April



		Filming of advertisement’s

		Late April/Early May 



		Post Production

		Early May



		Release to networks

		Mid May 



		Review of implementation**

		30th June** 





Contingency plans

Students will outline two contingency plans to fall back on if the implementation of this operational plan is not successful. The student may select a contingency from the following list.

Contracting out or outsourcing human resources and other functions or tasks – i.e. outsourcing production to reduce costs to the budget

Diversification of outcomes – change the measures for KPIs to more attainable targets/ extending deadlines

Finding cheaper or lower quality raw materials and consumables – Reduce costs of printing

Rental, hire purchase or alternative means of procurement of required materials, equipment and stock – hiring of contract staff or resources

Seeking further funding – requesting further funding if budget is overspent

Resource requirements

Recruitment

Students will outline what staff are required and how they will be recruited and inducted in line with organisation’s policies, practices and procedures

Staff required:

· 2 video advertising staff

· 6 extras for advertisement’s

Recruitment and induction:

Gaining approval for hiring

Analysing job requirements and completing a job analysis

Preparation of Job Description documents

Obtaining approval to advertise position

Advertise vacancy

Develop interview method and questions (selection panel)

Agree on short listing selection criteria

Short listing of applicants

Scheduling and conducting interviews

Apply selection criteria and identify successful applicant

Conduct reference checks

Complete selection report

Make offer of employment

Confirm offer of employment (signed contract)

Advise unsuccessful candidates

Induct new employee into the business

Provide ongoing training and support

Physical resources

Students will outline how physical resources and services will be acquired in line with the organisation’s policies, practices and procedures and consultation with relevant personnel.

· Check policies and procedures

· Identify the resource needs

· Consult with Senior Management, Finance and other Managers 

· Evaluate the needs based on 

· What is needed?

· When is it needed?

· Why is it needed?

· Can it be purchased with the budget?

· Make a proposal to request resources

· Order resources at the appropriate time

· Add resources to the inventory 

Table of costs

Students will complete the table below to work out the cost of resources over 3 months

Answers may vary but those that are exact benchmarks are indicated by **

		Resource

		Cost



		6 Prime Time TV Spots, 7 days a week for 3 months**

		$30693.60**



		5000 copies of Direct mail over 3 months**

		$6720.00**



		Delivery of direct mail** 

		$4500.00



		Advertisement staff x2**

		$22500.00



		Production costs

		$8000.00



		Extras x5**

		$5000.00



		Filming equipment**

		$10000



		Film editing software**

		$479.00



		Design software**

		$600.00



		Additional storage**

		$200.00







Monitoring systems

Students will outline the systems that will be used to monitor profit and productivity performance to plans and targets and provide an explanation of how they will be used.

Monitoring systems may include (an example is included but the students response may be different)

· Budget (actual to forecast) – determine how much is being spent in comparison to the budget

· Production (volume, quality, and cost) reports – whether the quality and quantity of work is meeting requirements

· KPI reports – if the KPIs associated with the operational plans effectiveness are being achieved, worked towards or failing to be achieved

Customer surveys – determining whether customers are recognising the brand more

Support mechanisms

Students will outline how they will support those involved in the implementation to use resources effectively, economically and safely.

Answers will include:

Mentoring

Coaching

Supervision

Student’s outlines may detail:

Mentoring – providing mentoring to staff in a one –on one basis with senior staff to provide advice, support, guidance and tips on how to use the resources allocated in a safe manner and ensure they are used efficiently and effectively 

Coaching – coaching staff in how to use the resources allocated in a safe manner and ensure they are used efficiently and effectively.

Supervision – ensuring there is leadership within the workplace and a process of quality assurance by the presence of a supervisor to check resources are being used efficiently, economically and safely by providing assistance, guidance and correcting
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Performance systems

Students will make an Assessment of progress towards achieving profit and productivity plans and targets.

This will include information such as:

· Poor Communication leading to poor quality 

· Deadlines not being met due to increase in foot traffic which was not accounted for

· Lower productivity in certain months and overspending monthly budget

The assessment that is made by the student is that the implementation plan is currently achieving its objectives in that:

· Higher customer number/ foot traffic in a day

· More customers see the company as an ethical and environmentally responsible business

· More customers recognise the company/brand
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Analysis

Complete the table below, fill out the budget and actual data to determine variances in performance

		Finances

		April (Budget)

		April

(Actual)

		May

(Budget)

		May

(Actual)

		June

(Budget)

		June

(actual)

		Budget total

		Actual total

		Variance %



		CA City Payroll

		$83333.33

		$83333.33

		$83333.33

		$89166.66

		$83333.33

		$90833.33

		$250000

		$263333.32

		1.05



		Advertisement filming/ editing

		

$7500

		$4500

		$7500

		$9000

		$7500

		$9525

		$22500



		$23025

		1.02



		Advertisement space on networks

		$10231.2

		$0

		$10231.2

		$7161.84

		$10231.2

		$10231.2

		$30693.6

		$17393.04

		0.56



		DM Printing

		$2240

		$2172.8

		$2240

		$2576

		$2240

		$2508.8

		$6720.00

		$7257.60

		1.08



		DM Distribution

		$1500

		$1530

		$1500

		$1530

		$1500

		$1455

		$4500.00

		$4515

		1.003



		Miscellaneous

		$1666.66

		$1333.33

		$1666.66

		$666.66

		$1666.66

		$1999.99

		$5000

		$3999.98

		0.79



		Total

		$106471.19

		$92869.46

		$106471.19

		$110101.16

		$106471.19

		$116553.32

		$319413.57

		$319523.94

		1.0003







Complete the table below, fill compare the progress of productivity to the timelines established

		Productivity

		April (Projected)

		April

(Actual)

		May

(Projected)

		May

(Actual)

		June

(Projected)

		June

(actual)

		(Projected)total

		Actual Average

		Variance



		Management

		100

		95

		100

		80

		100

		110

		100

		95

		5



		Advertising team

		100

		80

		100

		80

		100

		73

		100

		77.66

		22.33



		Media liaisons

		100

		100

		100

		94

		100

		100

		100

		98

		2



		Printing

		100

		100

		100

		80

		100

		81

		100

		87

		13



		Distributions

		100

		98

		100

		95

		100

		90

		100

		94.33

		5.66



		Analysts

		100

		100

		100

		100

		100

		100

		100

		100

		0



		Total average

		100

		95.5

		100

		88.16

		100

		92.33

		100

		91.99

		8.01









Unsatisfactory performance

Students will identify the following two performance issues, they will also outline how they were dealt with their response should be based on the benchmarks listed below

Poor Communication

Benchmark responses may include

· Implement a contingency plan identified in task two

· Diversification of outcomes – change the measures for KPIs to more attainable targets/ extending deadlines

· Finding cheaper or lower quality raw materials and consumables – Reduce costs of printing

· Revision of resources required (human resource and/or physical resources)

· Reorganising/reallocation of resources

· Additional training and support

· Improved systems and processes

· Review of performance measurement and data collected



Falling behind deadlines

Benchmark responses may include

· Make adjustments to the operational plan (they must provide how they did this)

· Implement a contingency plan identified in task two

· Diversification of outcomes – change the measures for KPIs to more attainable targets/ extending deadlines

· Contracting out or outsourcing human resources and other functions or tasks – i.e. outsourcing production to reduce costs to the budget

Relevant persons to be notified will include:

· Colleagues and specialist resource managers

· Managers

· Occupational health and safety committees and other people with specialist responsibilities 

· Other employees

· People from a wide range of social, cultural and ethnic backgrounds, and people with a range of physical and mental abilities

· Supervisors

Recommendations

 Students will, based on the last three months, prepare recommendations to variation of the operation plan, they will do this by having a recommendation(s) and an outline of facts including:

· What was done previously?

· Why did or did it not work?

· What has worked for others?

· Why did it work?

· What needs to be changed?

· How will it make an improvement?

They will also identify who the designated persons are to gain approval to implement variation these will include:

•	Other affected work groups or teams and groups designated in workplace policies and procedures

•	Those who have the authority to make decisions and/or recommendations about operations such as workplace supervisors, other managers

Implementation systems

Student’s answers may vary but will identify at least one system procedure and record associated with performance that adheres to organisational requirements. Potential answers include:

Systems

· Record management systems – undertake resource acquisition process, train staff in its use, ensure all relevant systems are interconnected

· Project management systems - undertake resource acquisition process, train staff in its use, ensure all relevant systems are interconnected

· Productivity logs – Gain approval to use system, train staff in the method of using and there are clear processes for the system

Procedures

· Recruitment, Selection and Induction Policy and Procedures – train staff in how to follow requirements, include as a part of any induction and refer to the procedures for performance measurements of implementation

· Performance Management Policy and Procedures - train staff in how to follow requirements, include as a part of any induction and refer to the procedures for performance measurements of implementation

· Financial Reporting Policy and Procedures - train staff in how to follow requirements, include as a part of any induction and refer to the procedures for performance measurements of implementation

· Resource Acquisition policy and procedures - train staff in how to follow requirements, include as a part of any induction and refer to the procedures for performance measurements of implementation

Records

· Historical performance records – Gain approval to use, set up a document, spreadsheet or appropriate medium, train staff in use, apply available historic data and update as required, use to review trends

· Databases of records - Gain approval to use, Arrange to have database set up, train staff in use, apply available historic data and update as required, use to review trends

· individual and team performance plans - Gain approval to use, set up a document, spreadsheet or appropriate medium, train staff in the process so they understand the plans, use these plans to align performance to the plans and operational plan.
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CA CITY RETAIL GROUP

[bookmark: PolicyTitle]RECRUITMENT AND INDUCTION POLICY 

		

		Date of effect:



15th June 2015



		

		Planned Date of Next Review:

15th June 2017



		Approved by:

		Edward Shands (CEO)



		Author:

		Lucy Lowinsky (HR director)



		Supporting documents, procedures & forms of this policy:

		Recruitment and induction procedure



		Relevant Legislation &

External Documents:

		Fair Work Act 2009 
Anti-discrimination Act 1991 (QLD)
Anti-discrimination legislation
Privacy Act 1988



		Audience:

		Human resources and hiring managers





[bookmark: _Toc205610640][bookmark: _Toc274315372][bookmark: _Toc142812814]Purpose of Policy

To attract and retain quality and motivated staff through a commitment to best practice recruitment and selection strategies, while achieving employer of choice status.

[bookmark: _Toc274315373]Definitions

		Word/Term

		Definition (with examples if required)



		Hiring manager

		The hiring manager is the employee who requested a new position to be filled or an employee to fill an open job. The hiring manager is the employee to whom the new employee will report when hired.



		One up manager

		The line manager, in a position senior to the hiring manager



		Equivalent senior manager

		A manager of the executive who may act in the stead of chief officers (CEO, COO, CFO, CMO) if it reflects the organisations requirements



		Recruitment

		The overall process of attracting, selecting and appointing suitable candidates for jobs



		Induction

		The process of welcome new employees to the company and prepare them for their new role





[bookmark: _Toc205610644][bookmark: _Toc274315375]Policy Principles 

a. All recruitment and selection procedures and decisions will reflect CA CITY RETAIL GROUP code of conduct and a commitment to providing equal opportunity by assessing all potential candidates according to their skills, knowledge, qualifications and capabilities. Regard will not be given to factors such as age, gender, marital status, race, religion, physical impairment or political opinions. 



b. Recruitment and selection of staff is based on merit; 



c. CA CITY RETAIL GROUP remains committed to providing a work environment which is free from harassment and discrimination. 



d. CA CITY RETAIL GROUP will widely advertise all vacant remunerated positions and volunteer vacancies, to create the strongest opportunity to attract the best possible staff. 



e. CA CITY RETAIL GROUP will internally advertise, where appropriate, all vacant positions to current staff and volunteers to encourage career advancement promote local opportunities and increase participation. 



f. Every stage of the recruitment and selection process for each job vacancy will be clearly documented for transparency, accountability and monitoring purposes. 



g. A new staff member’s documented position description and probationary period provides the staff member and the organisation with a means to evaluate the staff member’s work performance and suitability in fulfilling the requirements of the position. 



h. On commencement of employment, staff will have access to all relevant information, policies and procedures relating to the status and conditions of their employment. 



i. CA CITY RETAIL GROUP will provide every new employee and/or volunteer with a timely and appropriate induction to their role, CA CITY RETAIL GROUP services and the organisation. 



j. All recruitment, selection and induction procedures will be compliant with all relevant legal and contractual requirements. 



[bookmark: _Toc274315379]Version Control and Change History

		Version Control

		Date Effective

		Approved By

		Amendment



		V2.0

		15th July 2015

		Edward Shands (CEO)

		Merging of Induction policy



		V1.0

		15th July 2012

		Marissa Shands (COO)

		Approved
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Recruitment and Induction Procedure

[bookmark: _Toc370373033]Intent

The intention of this procedure is to outline the steps to be taken in the recruitment and induction of new employees and, the process of hiring internally.

[bookmark: _Toc370373034]Scope 

This procedure applies to all staff within the organisation responsible or in a position of authority to hire employee.

[bookmark: _Toc370373035][bookmark: _Toc370373038]Definitions

		Word/Term

		Definition 



		Hiring manager

		The hiring manager is the employee who requested a new position to be filled or an employee to fill an open job. The hiring manager is the employee to whom the new employee will report when hired.



		One up manager

		The line manager, in a position senior to the hiring manager



		Equivalent senior manager

		A manager of the executive who may act in the stead of chief officers (CEO, COO, CFO, CMO) if it reflects the organisations requirements



		Recruitment

		The overall process of attracting, selecting and appointing suitable candidates for jobs



		Induction

		The process of welcome new employees to the company and prepare them for their new role





Procedure 

[bookmark: _<Procedure_heading_1>]Recruitment process

		Step

		Action



		1.

		Gaining approval for hiring from one up manager, which is then to be approved by human resources and final approval from executive or relevant equivalent senior manager



		2.

		Analysing job requirements and completing a job analysis



		3.

		Preparation of Job Description documents



		4.

		Obtaining approval to advertise position



		5

		Advertise vacancy



		6

		Develop interview method and questions (selection panel)



		7

		Agree on short listing selection criteria



		8

		Short listing of applicants



		9

		Scheduling and conducting interviews



		10

		Apply selection criteria and identify successful applicant



		11

		Conduct reference checks



		12

		Complete selection report



		13

		Make offer of employment



		14

		Confirm offer of employment (signed contract)



		15

		Advise unsuccessful candidates





[bookmark: _<Procedure_heading_2>][bookmark: _Toc370373039]Induction process

		Step

		Action



		1.

		Notify team of new team member



		2.

		Inform reception of new team member



		3.

		Arrange for IT set up and swipe cards (if relevant)



		4.

		Allocate an induction buddy for the new employee



		5.

		Set up an induction pack



		6.

		Give a tour of the workplace on first day



		7.

		Provide general company induction on first day



		8.

		Review key employee policies with the new employee



		9.

		Employee to be made aware of WHS policy and procedures before any work can commence and booked to attend a WHS induction within 1 month of commencement in role.



		10.

		Introduce employees to work task



		11.

		Conduct other specialised training and inductions relevant to their role over the next two months





Internal hiring process

		Step

		Action



		1.

		Follow the above recruitment process steps 1-8



		2.

		Ask the applicant if they have informed their manager of their application, without it an interview cannot be granted.



		3.

		Schedule and conduct interview with a HR representative present



		4.

		Apply selection criteria and identify successful applicant



		5.

		Conduct reference checks 



		6.

		Discussion with outgoing manager on date changing roles



		7.

		Complete selection report



		8.

		Make offer of employment



		9.

		Confirm offer of employment (signed contract)



		10.

		Complete transfer paperwork with human resources



		11.

		Conduct any job specific inductions and training required







Related policy instruments

This procedure relates to the CA CITY RETAIL GROUP Recruitment and induction policy.

Administration



Approval Details

		Approval Authority:

		Edward Shands (CEO)



		Approval date:

		15th June 2015



		Version no:

		V2.0



		Date for next review:

		15th June 2017
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CA CITY RETAIL GROUP

[bookmark: PolicyTitle]RESOURCE ACQUISITION POLICY 

		

		Date of effect:



9th April 2015



		

		Planned Date of Next Review:

9th April 2017



		Approved by:

		Edward Shands (CEO)



		Author:

		Li Yung (Director of Purchasing)



		Supporting documents, procedures & forms of this policy:

		Resource Acquisition Procedure

Recruitment and Induction Policy



		Relevant Legislation &

External Documents:

		n/a



		Audience:

		All staff





[bookmark: _Toc205610640][bookmark: _Toc274315372][bookmark: _Toc142812814]Purpose of Policy

To ensure the business is devoting it finances to resources that benefit the organisation by assisting it in moving forward towards its operational plan, objectives and goals.

[bookmark: _Toc274315373]Definitions

		Word/Term

		Definition (with examples if required)



		Service

		An intangible commodity. That is, services are an example of intangible economic goods.



		Human Resource

		Individuals who make up the workforce of the organisation



		Physical Resource

		Includes but is not limited to land (owned or leased) and improvements (e.g. buildings, grounds, roadways, parking lots), information technology resources, vehicles, trailers, furnishings, equipment, and other resources 





[bookmark: _Toc205610644][bookmark: _Toc274315375]Policy Principles 

a. Requests for physical resources and services will be determined by senior management.

b. Requests will be granted on the grounds that they will be used for the appropriate purposes.

c. Requests require clear submission of the benefits of the acquisition of physical resources and service, providing a rationale for its need.

d. CA CITY RETAIL GROUP will conduct itself in a transparent manner in the processing of requests to acquire physical and human resources, and service.

e. Where resources are approved they will be sought through business partners of CA CITY RETAIL GROUP

[bookmark: _Toc274315379]Version Control and Change History

		Version Control

		Date Effective

		Approved By

		Amendment



		V2.0

		9th April 2015

		Edward Shands (CEO)

		



		V1.0

		9th April 2012

		Marissa Shands (COO)

		Approved
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Resource Acquisition Procedure

[bookmark: _Toc370373033]Intent

This procedure outlines the practices and processes to be undertaken in acquiring resources for projects and business functions.

[bookmark: _Toc370373034]Scope 

This policy relates to all staff.

[bookmark: _Toc370373035][bookmark: _Toc370373038]Definitions

		Word/Term

		Definition (with examples if required)



		Service

		An intangible commodity. That is, services are an example of intangible economic goods.



		Human Resource

		Individuals who make up the workforce of the organisation



		Physical Resource

		Includes but is not limited to land (owned or leased) and improvements (e.g. buildings, grounds, roadways, parking lots), information technology resources, vehicles, trailers, furnishings, equipment, and other resources 



		Acquire

		Come into possession or ownership of, in this procedure it refers to the gaining of physical resources or services



		Proposal

		A document that provides a detailed description of the intended purchase and the benefits, costs and needs.





Procedure 

[bookmark: _<Procedure_heading_1>]Requesting the acquisition of resources

		Step

		Action



		1.

		Check policies and procedures



		2.

		Identify the resource needs



		3.

		Consult with Senior Management, Finance and other Managers



		4.

		Evaluate the needs based on:

a) What is needed?

b) When is it needed?

c) Why is it needed?

d) Can it be purchased with the budget?



		5.

		Construct a proposal to request resources



		6.

		Present proposal to relevant persons:

a) Executive

b) Senior Managers

c) Finance senior officer

d) Purchasing senior officer





[bookmark: _<Procedure_heading_2>][bookmark: _Toc370373039]Process of approval for acquisition requests

		Step

		Action



		1.

		Receive resource acquisition proposal



		2.

		Review proposal and make initial judgment



		3.

		Discuss with relevant personnel about the initial judgment



		4.

		Reach a consensus on the granting or denying the request



		5.

		Inform the staff member of the outcome of their request





Acquisition of resources process

		Step

		Action



		1.

		Make a proposal to request resources



		2.

		Receive approval of resource acquisition request



		3.

		Make arrangements to order resources at appropriate times



		4.

		Distribute relevant paperwork to appropriate departments

a) Purchase confirmation to purchasing department

b) Invoices to finance department



		5.

		Prepare location to store or set up resource



		6.

		Add resource to the company asset register/inventory



		7.

		For electrical items have safety testing (i.e. tag testing) conducted







Related policy instruments

This procedure relates to the CA CITY RETAIL GROUP Resource acquisition policy.

Administration

Approval Details

		Approval Authority:

		Edward Shands (CEO)



		Approval date:

		9th April 2015



		Version no:

		V2.0



		Date for next review:

		9th April 2017
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CA CITY RETAIL GROUP

[bookmark: PolicyTitle]UNSATISFACTORY PERFORMANCE POLICY

		

		Date of effect:



12th April 2015



		

		Planned Date of Next Review:

12th April 2017



		Approved by:

		Edward Shands (CEO)



		Author:

		Marissa Shands (COO)



		Supporting documents, procedures & forms of this policy:

		n/a



		Relevant Legislation &

External Documents:

		n/a



		Audience:

		All staff





[bookmark: _Toc205610640][bookmark: _Toc274315372][bookmark: _Toc142812814]Purpose of Policy

This policy describes the monitoring required to action unsatisfactory performance across the organisation, including its systems, processes, procedures, policies and personnel. 

[bookmark: _Toc205610644][bookmark: _Toc274315375][bookmark: _GoBack]Policy Principles 

a. All assets, systems and human resources will be monitored to ensure compliance and consistency of performance.

b. Attention to detail will be spent to identify situations that will require corrective actions, these have been classified as:

i. Deadlines not being met

ii. Not achieving KPIs

iii. Overspending budget

iv. Low productivity levels

v. Low profit levels

vi. Conflicting policies and procedures

vii. Staff absenteeism

viii. Low customer satisfaction

ix. Unsatisfactory staff performances

x. High ICT systems downtime

c. CA CITY RETAIL GROUP requires that line managers and appointed analyst determine and identify issues by:

i. Reviewing KPI data to identify underperformance and if it is a trend or one off event;

ii. Productivity reports to identify if deadline will not be or are not being met;

iii. Financial tracking to identify overspending of the budget;

iv. Revenue reports to identify low profit levels;

v. Human resource figures on absenteeism and staff turn over to identify low productivity levels;

vi. Customer survey responses to identify lower performance levels for our customers;

vii. Systems downtime and efficiency reports; 

viii. Staff personal performance reviews; and

ix. Policy and procedure documents

d. CA CITY RETAIL GROUP requires that line managers and appointed analyst to further investigate causes of unsatisfactory performance by:

i. Identify the exact area of non-performance (undertake benchmarking)

ii. Identify the cause of performance issues

iii. Check the pattern or usual items/transactions; identify any exceptions to the norm/expected

iv. What is the exact impact of the cause on overall operation plan

v. Is the cause internal or external to the organisation

vi. Are you able to control the cause, or is it uncontrollable

vii. Analysing available contingency plans

e. Where appropriate and approval is granted, corrective action is to be implemented to bring performance back to standard. This includes options of:

i. Revision of resources required (human resource and/or physical resources)

ii. Reorganising/reallocation of resources

iii. Additional training and support

iv. Improved systems and processes

v. Review of performance measurement and data collected

vi. Marketing strategies

vii. Cost saving actions (purchasing at lower cost; bulk purchase; or elimination of waste)

viii. Enact contingency plans

ix. Make adjustments to the operational plan

[bookmark: _Toc274315379]Version Control and Change History

		Version Control

		Date Effective

		Approved By

		Amendment



		V2.0

		12th April 2015

		Edward Shands (CEO)

		



		V1.0

		12th April 2012

		Edward Shands (CEO)

		Approved
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