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GCE in Travel and Tourism

OCR Advanced GCE in Travel and Tourism H589/H789

Unit G735: Human resources in travel and tourism
This Support Material booklet is designed to accompany the OCR Advanced GCE in Travel and Tourism specification for teaching from September 2009
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A Guided Tour through the Scheme of Work
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	OCR GCE in Travel and Tourism Unit G735: Human resources in travel and tourism

	Suggested teaching time
	15 hours
	Topic
	3.16.3 Recruitment and Selection

	Topic outline
	Suggested teaching and homework activities 
	Suggested resources
	Points to note

	Introduction – a recruitment and selection flow chart.
Candidates will look at the changing needs of an organisation.
	· Brainstorm the elements of a recruitment and selection plan.
· In pairs, create a flow chart of the recruitment and selection process.
· Investigate needs analysis in terms of growth of organisation, changing job roles, natural wastage – promotion, resignation, retirement, dismissal.
· Consider workforce flexibility: -permanent/fixed term employees, full/part time employees.
	· Inter-active whiteboard.
· Example of a flow chart.
· Sugar paper.
· Marker pens.
· Travel and tourism text books.
· Worksheet.
· Visiting speaker from a travel and tourism organisation/human resources.
	· Candidates need to know that there are many important elements to the recruitment and selection process.
· Candidates need to understand that the needs analysis underpins the latter processes.
· Candidates need to be able to create their own flow chart from the paired activity and to start to annotate with explanations.

	Candidates will look at  the recruitment and selection process:

· job descriptions

· person specifications

· job advertisements

· psychometric tests

· aptitude tests.
	· Divide class into groups to research allocated documents and their specific features.
· Find industry examples of allocated documents.
· Create a poster of findings on sugar paper.
· Update flow chart with annotations.
	· Internet – careers section of tour operators/travel agents etc.
· Internet – industry samples of psychometric/aptitude tests.
· A2 Travel and Tourism-OCR-Heinemann.
· Any Human Resources text books.
· Newspapers – job advertisements.
· Careers library.
· Sugar paper for poster.
· Recruitment flow chart from last lesson.
	· Candidates need to understand the main features of the different type of documents in order to apply it specifically to their plan.
· Candidates need to experience different layouts/presentation of documents from different travel and tourism organisations to inform their own ideas.
· Candidates need to consider where to advertise in order to maximise interest and attract suitable job candidates including considering whether the job is to be an internal or external appointment.

	
	· Each group of candidates to feedback their own ideas of a document to the group.
· Discuss/evaluate ideas generated..
	· Sugar paper posters from last lesson – could be an ongoing wall display for the duration of the topic.

	· Candidates need to understand that informing on their topic to the rest of the group develops their own understanding.
· Candidates need to be given time to peer assess and listen to feedback on their work in order to develop their knowledge prior to applying the theory to their own individual plan.

	Candidates will identify strengths and weaknesses of different selection methods:

· job applications

· curriculum vitae

· letters of application

· performance in interviews

· performance in tests.
	· In groups candidates are to select a job that they wish to apply for and one that they want to recruit for.
· Discuss strengths and weaknesses of the different methods of application.
· Role play employer/prospective employee. 

· Update flow chart with annotations.
	· Travel and tourism textbook.
· Sample documents from last lesson.
· Recruitment flow chart.
	· Candidates need to understand that the more thought that goes into the practice and preparation of the recruitment and selection plan, the better the outcome is likely to be

· Candidates need to consider time and costs when judging strengths and weaknesses of different methods of application.

	Candidates will select the best job candidate and make an appointment using specific criteria.
	· Establish selection criteria.
· Shortlist applicants.
· Interview role play.
· Update flow chart with annotations.
	· Application documents.
· Travel and tourism textbook.
· Recruitment flow chart. 
	· Candidates need to take the part of both the interviewer and interviewee and as such need to consider interview techniques.  

· Candidates need to know about the skills needed to perform the job. 

· Candidates need to be able to use the knowledge gained and skills developed to identify the best candidate, using specific criteria.

These points will also inform performance of A03.

	Candidates will need to look at 

employment rights and legislation:

· Race Relations Act 1976

· Equal Pay Act 1970

· Sex discrimination Act 1975

· Disability Discrimination Act 1995 and 2004

· Working Time Directive 1998

· contracts of employment

· disciplinary and grievance

· procedures

· redundancy and dismissal

· maternity, paternity and sickness benefit
	· Research employment rights and legislation. 

· Consider the legal and ethical constraints on recruitment, in particular the various equal opportunities legislation and reflect and discuss whether the simulated appointment met legal and ethical considerations.
· Update flow chart with annotations.
	· Travel and tourism textbook.
· Examples of contracts of employment.
· Handout on employment legislation.
· Recruitment flow chart. 
	· Candidates need to understand the constantly changing legal consideration in recruitment and selection.
· Candidates should be able to draw links between the beginning and the end of the topic – in that it is often a cyclical process.

	Candidates will need to plan and implement a recruitment and selection process for a job role in one chosen organisation. 

A02
	· Create a plan which includes:

· a needs analysis

· job advertisement

· job description

· person specification.
	· Notes/documents.
· Recruitment flowchart.
· Posters.
· ICT.
	· Candidates could adapt the flow chart from lesson one as a foundation for the recruitment and selection plan as it is not sufficient to merely produce the four documents especially for MB2 and 3.  These are part of the plan not the whole plan itself.
· Candidates could annotate the flow chart with explanations as to why the elements are important to their chosen organisation.  This would help to demonstrate knowledge and understanding of the whole process.


OCR GCE in Travel and Tourism Unit G735: Human resources in travel and tourism
Introduce recruitment planning and the changing needs of an organisation

OCR recognises that the teaching of this qualification above will vary greatly from school to school and from teacher to teacher. With that in mind this lesson plan is offered, as a possible approach but will be subject to modifications by the individual teacher.

Lesson length is assumed to be one hour.
Learning Objectives for the Lesson
	Objective 1
	Know the key features of a recruitment plan 
	

	Objective 2
	Understand changing needs and identify reasons why a travel and tourism organisation may wish to recruit
	

	Objective 3
	Be able to create an outline recruitment plan
	


Recap of Previous Experience and Prior Knowledge

Needs analysis in terms of internal and external influences which may determine a necessity to recruit, eg skills shortage, employment levels, seasonality, staff turnover etc. from 16.2.2

Organisations studied in A01.

Content

	Time
	Content

	5 minutes
	Recap last lesson on internal and external influences that affect recruitment.

	10 minutes
	Brainstorm the processes needed to recruit as a whole class.
Show examples on IWT – needs analysis, job specification; job descriptions; job advertisements, application; short listing; interview; appointment.

In pairs create an outline flow chart on sugar paper.

	25 minutes
	Either: 

Introduce guest speaker who will cover the main reasons why their organisation tends to recruit (again linking back to last lesson and internal/external needs) and the different types of workers they employ to maintain a flexible workforce eg full time; part time, temporary; permanent.

Or: 

Use text books to research the points and complete worksheet.

	10 minutes
	Q & A and/or discussion in relation to the organisations they have studied for A01, considering the importance of each process; the needs of the organisation in terms of flexibility.


Consolidation

	Time
	Content

	10 minutes
	Discuss and update flowchart with points learnt.


= Innovative Teaching Idea


This icon is used to highlight exceptionally innovative ideas.





= ICT Opportunity 


This icon is used to illustrate when an activity could be taught using ICT facilities.
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