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INTRODUCTION
This Delivery Guide has been developed to provide practitioners with a variety of 
creative and practical ideas to support the delivery of this qualification. The Guide 
is a collection of lesson ideas with associated activities, which you may find helpful 
as you plan your lessons. 

OCR has collaborated with current practitioners to ensure that the ideas put forward in 
this Delivery Guide are practical, realistic and dynamic. The Guide is structured by learning 
outcome so you can see how each activity helps you cover the requirements of this unit. 

We appreciate that practitioners are knowledgeable in relation to what works for them 
and their learners. Therefore, the resources we have produced should not restrict or 
impact on practitioners’ creativity to deliver excellent learning opportunities. 

Whether you are an experienced practitioner or new to the sector, we hope you find 
something in this guide which will help you to deliver excellent learning opportunities. 

If you have any feedback on this Delivery Guide or suggestions for other resources you 
would like OCR to develop, please email resources.feedback@ocr.org.uk. 

Please note 
The activities suggested in this Delivery Guide MUST NOT be used for 
assessment purposes. The timings for the suggested activities in this Delivery 
Guide DO NOT relate to the Guided Learning Hours (GLHs) for each unit. 

Assessment guidance can be found within the Unit document available from  
www.ocr.org.uk. The latest version of this Delivery Guide can be downloaded from 
the OCR website.

UNIT AIM
Human resources are about making sure that the right people are in the right jobs. 
Attracting the right people is only the beginning. Human resources are involved in 
recruitment and selection, rewards, compensation, benefits, training and development, 
employment law and protecting the rights of employees. Human resources departments 
will link with other functions of a business with the aim of ensuring employee 
engagement.

You are likely to be involved in recruitment and selection processes at some time in your 
life. This unit will give you an understanding of the process from a business’ perspective. 
You will learn about the different approaches that businesses can take to the recruitment 
and selection process and why recruiting the right new employees will contribute towards 
the success of the business.

In the workplace, everyone wants to feel happy, engaged, safe and to be treated with 
respect. This is because we spend almost a quarter of our lives at work. The relationship 
that employees have with peers, management and other stakeholders will determine 
the level of engagement and satisfaction that employees experience. This in turn can 
influence the level of success the business itself achieves. In this unit you will learn about 
the rights that employees have, the benefits of fostering effective relationships and the 
difficulties which may result if this does not happen.

OPPORTUNITIES FOR ENGLISH AND 
MATHS SKILLS DEVELOPMENT AND WORK 
EXPERIENCE
We believe that being able to make good progress in English and maths is essential to 
learners in both of these contexts and on a range of learning programmes. To help you 
enable your learners to progress in these subjects, we have signposted opportunities for 
English and maths skills practice within this resource. We have also identified any potential 
work experience opportunities within the activities. These suggestions are for guidance 
only. They are not designed to replace your own subject knowledge and expertise in 
deciding what is most appropriate for your learners.

 English    Maths   Work

mailto:resources.feedback%40ocr.org.uk?subject=
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Unit 9 Human resources

LO1 Understand the responsibilities of the human resources function and the 
factors that affect it

LO2 Understand how and why businesses motivate employees and how the 
effectiveness of motivation strategies can be measured 

LO3 Understand effective employee relations

LO4 Understand factors influencing employee engagement within a business 

LO5 Understand how business organisations monitor and manage employee 
performance 

LO6 Understand why and how businesses manage conflict in the workplace 

LO7 Be able to make recruitment and selection decisions

LO8 Understand how and why businesses train and develop their employees

To find out more about this qualification please go to: http://www.ocr.org.uk/
qualifications/cambridge-technicals-business-level-3-certificate-extended-certificate-
foundation-diploma-diploma-05834-05837-2016-suite

2016 Suite
•	 New suite for first teaching September 2016
•	 Externally assessed content
•	 Eligible for Key Stage 5 performance points from 2018
•	 Designed to meet the DfE technical guidance

http://www.ocr.org.uk/qualifications/cambridge-technicals-business-level-3-certificate-extended-certificate-foundation-diploma-diploma-05834-05837-2016-suite
http://www.ocr.org.uk/qualifications/cambridge-technicals-business-level-3-certificate-extended-certificate-foundation-diploma-diploma-05834-05837-2016-suite
http://www.ocr.org.uk/qualifications/cambridge-technicals-business-level-3-certificate-extended-certificate-foundation-diploma-diploma-05834-05837-2016-suite
http://www.ocr.org.uk/qualifications/by-type/cambridge-technicals/cambridge-technicals-2016/
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This unit (Unit 9) Title of suggested activity Other units/LOs

LO1 What are the key responsibilities of the human 
resources (HR) function?

Unit 1 The business environment LO2 Understand how the functional areas of businesses work together to support the 
activities of businesses

Unit 8 Introduction to human resources LO1 Know the factors that are involved in human resources planning

How does the human resources function link 
with other functions in a business?

Unit 1 The business environment LO2 Understand how the functional areas of businesses work together to support the 
activities of businesses

Internal and external factors which influence 
human resource plans

Unit 1 The business environment LO2 Understand how the functional areas of businesses work together to support the 
activities of businesses
LO7 Understand why businesses plan

Unit 8 Introduction to human resources LO1 Know the factors that are involved in human resources planning

Current UK and EU legislation relating to human 
resources – Parts 1 and 2

Unit 1 The business environment LO6 Understand the external influences and constraints on businesses and how 
businesses could respond

Unit 2 Working in business LO1 Understand protocols to be followed when working in business

Unit 4 Customers and communication LO5 Know the constraints and issues which affect the sharing, storing and use of 
information for business communications

Unit 14 Resource management LO2 Understand factors that influence how physical resources are managed by businesses

Unit 15 Change management LO1 Understand the drivers of change

Unit 16 Principles of project management LO3 Understand how and why projects are monitored and factors that influence a project

Impact on a business’ reputation of meeting/
not meeting legal obligations

Unit 1 The business environment LO1 Understand different types of businesses and their objectives
LO6 Understand the external influences and constraints on businesses and how 
businesses could respond

Unit 17 Responsible business practices LO2 Understand the importance of adopting responsible business practices

LO2 Demonstrating motivation theories Unit 8 Introduction to human resources LO3 Understand how and why businesses motivate employees

Methods of motivation Unit 8 Introduction to human resources LO3 Understand how and why businesses motivate employees

Unit 9 Human resources LO3 Understand effective employee relations
LO6 Understand why and how businesses manage conflict in the workplace
LO8 Understand how and why businesses train and develop their employees

Unit 13 Management accounting LO3 Be able to calculate budgets using budgetary techniques
LO4 Be able to calculate capital investment appraisals

Benefits to a business of having motivated staff Unit 8 Introduction to human resources LO3 Understand how and why businesses motivate employees

How a business measures the success of 
attempts to improve employee motivation

Unit 3 Business decisions LO3 Understand how human resource information informs business decisions

Unit 8 Introduction to human resources LO3 Understand how and why businesses motivate employees

Unit 15 Change management LO5 Understand how data is used to monitor change management in businesses

Assessing the success of attempts to improve 
employee motivation

Unit 8 Introduction to human resources LO3 Understand how and why businesses motivate employees

Unit 15 Change management LO5 Understand how data is used to monitor change management in businesses

The Suggested Activities in this Delivery Guide listed below have also been related to other Cambridge Technicals in Business units/Learning Outcomes (LOs).  This could help with delivery 
planning and enable learners to cover multiple parts of units.

RELATED ACTIVITIES



C
A

M
BRID

G
E TEC

H
N

IC
A

LS IN
 BU

SIN
ESS

LEVEL 3 U
N

IT 9

6

This unit (Unit 9) Title of suggested activity Other units/LOs

LO3 What factors can influence the relationship 
between employers and employees?

Unit 1 The business environment LO5 Understand the relationship between businesses and stakeholders

What are the barriers to effective employee 
relations? 

Unit 15 Change management LO3 Be able to plan for change, manage change and overcome barriers

How different management styles can influence 
the operation of a business

Unit 15 Change management LO3 Be able to plan for change, manage change and overcome barriers

The role of trade unions today Unit 1 The business environment LO5 Understand the relationship between businesses and stakeholders

Unit 15 Change management LO3 Be able to plan for change, manage change and overcome barriers

Benefits for employees of trade union 
membership

Unit 1 The business environment LO5 Understand the relationship between businesses and stakeholders

LO4 Methods of employee engagement Unit 1 The business environment LO5 Understand the relationship between businesses and stakeholders

Unit 9 Human resources LO1 Understand the responsibilities of the human resources function and the factors that 
affect it
LO8 Understand how and why businesses train and develop their employees

Unit 15 Change management LO3 Be able to plan for change, manage change and overcome barriers

Unit 16 Principles of project management LO2 Understand the skills project managers need to have

Unit 17 Responsible business practices LO4 Understand the difficulties and potential conflicts businesses face when 
implementing responsible business practice(s)

What are the indicators of business 
performance?

Calculating business performance indicators

Unit 3 Business decisions LO3 Understand how human resource information informs business decisions

Unit 8 Introduction to human resources LO3 Understand how and why businesses motivate employees

Unit 15 Change management LO5 Understand how data is used to monitor change management in businesses

Why is employee engagement important? Unit 15 Change management LO3 Be able to plan for change, manage change and overcome barriers

LO5 The use of formal appraisal techniques Unit 8 Introduction to human resources LO4 Understand the importance of monitoring and managing employee performance at 
work

Unit 20 Business events LO3 Be able to review and evaluate if the business event met its objectives

Benefits and drawbacks of different 
performance management tools

Unit 8 Introduction to human resources LO4 Understand the importance of monitoring and managing employee performance at 
work

Unit 9 Human resources LO7 Be able to make recruitment and selection decisions

Assessing the impact of performance 
monitoring and performance management 
tools on employee performance

Unit 8 Introduction to human resources LO3 Understand how and why businesses motivate employees
LO4 Understand the importance of monitoring and managing employee performance at 
work

LO6 Causes of conflict in the workplace Unit 1 The business environment LO5 Understand the relationship between businesses and stakeholders

Unit 9 Human resources LO4 Understand factors influencing employee engagement within a business

Unit 16 Principles of project management LO2 Understand the skills project managers need to have
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This unit (Unit 9) Title of suggested activity Other units/LOs

LO6 Why should a business aim to manage conflict 
in the workplace promptly?

Unit 1 The business environment LO5 Understand the relationship between businesses and stakeholders

Unit 9 Human resources LO4 Understand factors influencing employee engagement within a business

How businesses resolve conflict in the 
workplace

Unit 1 The business environment LO5 Understand the relationship between businesses and stakeholders

LO7 The importance of each stage within a 
recruitment and selection process

Unit 9 Human resources LO3 Understand effective employee relations

The purpose and usefulness of documentation 
used within the recruitment and selection 
process

Assessing whether recruitment and selection 
documentation is fit for purpose

Unit 2 Working in business LO5 Understand how to communicate effectively with stakeholders

LO8 Methods of training and development Unit 3 Business decisions LO3 Understand how human resource information informs business decisions

Unit 8 Introduction to human resources LO2 Be able to assess the effectiveness of training and development 

When to use the different methods of on-the-
job training

Unit 8 Introduction to human resources LO2 Be able to assess the effectiveness of training and development

Unit 15 Change management LO1 Understand the drivers of change
LO3 Understand how to plan for change, manage change and overcome barriers

On-the-job-training or off-the-job training

Assessing the usefulness of methods used 
to measure the effectiveness of training and 
development

Unit 8 Introduction to human resources LO2 Be able to assess the effectiveness of training and development

The use of performance ratios to measure the 
effectiveness of training and development

Unit 3 Business decisions LO3 Understand how human resource information informs business decisions

Unit 8 Introduction to human resources LO2 Be able to assess the effectiveness of training and development

Unit 15 Change management LO5 Understand how data is used to monitor change management in businesses

The benefits to a business of training and 
developing employees

Unit 8 Introduction to human resources LO2 Be able to assess the effectiveness of training and development

Unit 9 Human resources LO2 Understand how and why businesses motivate employees and how the effectiveness 
of motivation strategies can be measured 
LO4 Understand factors influencing employee engagement within a business
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KEY TERMS
Explanations of the key terms used within this unit, in the context of this unit

Key term Explanation

360 degree feedback Feedback provided for an employee by a range of other employees within the business including peers, managers and direct reports.

Absenteeism rate A business can calculate the rate of employee absenteeism using the formula:

Absence rate for the period =     Total number of days lost due to absence in the period  
Total number of working days available during the period

The total number of days available can be calculated by: 

Total employees planned to work in the period  ×  Number of working days in the period

Benefits Within a human resource context, benefits are non-monetary compensation that employees receive in addition to a wage or salary e.g. company car or 
health insurance.

Bullying Continued negative behaviour towards an employee or employees e.g. gossiping about people and making jokes about a person.

Coaching This is where an employee works closely with an experienced worker e.g. a colleague or external trainer, to be shown how to carry out specific tasks and to 
receive advice and guidance as required.

Compensation Within a human resource context, compensation relates to the remuneration of employees e.g. wages and salaries.

Compliance Ensuring that relevant legislation and regulations are met. For example, ensuring that when advertising a job role the advertisement does not breach the 
Equality Act by specifying a ‘young person’ or a ‘male’.

Conflict management An employer who aims to minimise the negative effects of conflict by recognising that issues occur and dealing with these, should have greater levels of 
employee engagement than an employer who ignores this until further down the line.

Methods of conflict management include:
•	 listening to issues and hearing the views of all parties concerned
•	 taking immediate action if necessary
•	 remaining impartial
•	 promoting teamwork.

Disciplinary procedure This is a specified process for dealing with alleged employee misconduct e.g. making inappropriate comments to a colleague or continually arriving late  
for work.

Discrimination Bias towards/against an employee e.g. on grounds of age, gender or ethnic origin. Discrimination can be positive or negative.

Employee engagement A workplace approach designed to ensure that employees are committed to their organisation’s goals and values, motivated to contribute to 
organisational success, and are able at the same time to enhance their own sense of well-being.

Employee productivity This is a calculation of the output of each individual employee i.e. how productive each employee is.

Employee productivity =  Total output (for the period) in units
Number of employees

Employee relations The relationship between an employer and their employees. A positive relationship should result in a more motivated and productive workforce.
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Explanations of the key terms used within this unit, in the context of this unit

Key term Explanation

Employee representation Involving employees within the decision-making process leads to greater employee engagement. Works councils are one method of  
employee representation.

Employee retention The number of employees who choose to stay with the business i.e. rather than actively search for a new role within an alternative business.

Exit process A process initiated when an employee resigns from their role. The process involves minimising the impact on the business e.g. starting the recruitment 
process for a replacement if necessary; completing administrative procedures e.g. removing the employee from the company email system; and, gathering 
useful information from the employee to improve future performance and/or employee retention e.g. their reasons for leaving.

Grievance procedure If an employee believes that they have been poorly treated in the workplace e.g. being asked to undertake tasks which they are not fully trained to complete, 
then the business’s grievance procedure can be utilised to resolve the issue. It is a specified process for dealing with complaints made by employees.

Harassment Unwanted offensive, intimidating or threatening behaviour e.g. following someone, constant phone calls/emails or comments about sexuality or  
ethnic background.

Human resources function The human resources function is responsible for the welfare of the employees within a business. This includes meeting training requirements, overseeing 
disciplinary action, recruiting new employees and ensuring that all relevant legislation is adhered to e.g. National Minimum Wage legislation.

Job rotation An employee will undertake a range of tasks to gain experience of different roles within a business. For example in a local pharmacy an employee might 
learn how to operate the till, how to package prescriptions, how to deal with customer telephone enquiries and how to stock the shelves.

Labour turnover The proportion of employees who have left the business in a given time period.

Labour turnover =           Number of staff leaving (during a specific period)               ×  100
Average number of staff employed (during the same period)

Management by objectives Setting individual objectives specific to each employee provides managers with targets against which the performance of these employees can be 
assessed.

Market position Where the sales volume of a brand, product or company is positioned, in relation to the sales volume of its competitors.

On-boarding The process of introducing and welcoming new employees into a business with the aim of initiating a positive working relationship.

Probationary period A trial period, the length of which is agreed when a new employee commences a role, that enables both the employer and the employee to assess 
whether the role is suitable for that employee.

Product wastage rates The level of materials which are wasted i.e. cannot be sold to customers. This can be raw materials wasted within the production process or finished 
products which do not meet quality standards.

Product wastage =  Quantity of waste material  × 100
Total production

Simulation exercise Real-life situations are simulated to provide experience and training for employees e.g. fire fighters and the NHS carry out simulations to prepare them for 
crisis situations such as a terrorist attack or major road accident.

Skills audit A review of the skills of current employees which is then compared against the skills which the business needs now and expects to need in the future. Any 
skills gaps should be identified. For example, a business may find that employees lack the skills required to operate new technology being introduced into 
the production process; as a result, existing employees may need to receive training and/or new employees may need to be recruited.

http://www.businessdictionary.com/definition/brand.html
http://www.businessdictionary.com/definition/product.html
http://www.businessdictionary.com/definition/company.html
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Some common misconceptions and guidance on how they could be overcome

What is the misconception? How can this be overcome? Resources which could help

Confusing the definition of 
compensation i.e. this should be in 
a human resource context rather 
than in the context of an accident 
claim

Asking learners to individually write a definition of ‘compensation’ 
and then discussing these to agree a whole group definition for a 
human resource context.

Defining Compensation
HR Council (Canada)
http://hrcouncil.ca/hr-toolkit/defining-compensation.cfm
Examples of financial and non-financial compensation. 

Most employees are motivated 
solely by monetary rewards

Provide learners with two slips of paper (ideally different colours). 
On one colour they should write what does/would motivate them 
to work now; then fold this up and hand it to the tutor. On the 
second they should write what they think will motivate them once 
they are doing their ‘dream job’ in ten years’ time. Again, fold this up 
and hand it to the tutor. The tutor should then look at the answers 
and identify the different motivators. Hopefully there will be a range 
of motivators for discussion, particularly in relation to learners’  
‘dream jobs’.

Top 5 Employee Motivators
Business Consulting Solutions LLC
https://managementisajourney.com/fascinating-numbers-top-5-employee-
motivators/
Explanation of five significant motivators (compensation is the fifth).

Increasing pay is the best way to 
improve employee engagement

Learners could be asked to draw a card from a ‘hat’. On these cards 
should be written methods of employee engagement. They should 
explain why this method of employee engagement is effective and 
whether they think that it is ‘the best’ method. 

By requesting peer feedback on their reasoning, discussion should 
be encouraged as to whether each method will be effective, 
whether it depends on the individual etc. Learners should 
appreciate that a range of methods can be used to improve 
employee engagement.

This task could be undertaken in conjunction with the activities 
suggested for Learning Outcome 2. Methods on the cards could 
be taken from those listed in section 2.1 of the Unit 10 teaching 
content.

10 Simple Secrets You Need to Know to Increase Employee Engagement
Entrepreneur.com
http://www.entrepreneur.com/article/244590
Brief explanation of 10 ways in which employee engagement could be 
improved.

Create a Work Environment That Encourages Employee Engagement
The Balance
https://www.thebalance.com/create-work-environment-for-employee-
engagement-1917575
Article arguing that managers are key to getting engaged employees.

A poor working relationship 
between an employer and 
employees is usually caused by pay 
disputes

Learners could be asked to list the factors which they believe would 
result in them having a poor working relationship with an employer 
i.e. what would cause them dissatisfaction or make them want to 
leave the business?

A tutor-led discussion to consider their ideas should enable them to 
reach a conclusion as to all of the different factors which may have 
an impact.

5 Causes of Poor Employer-Employee Relations
YourArticleLibrary.com
http://www.yourarticlelibrary.com/employee-management/5-causes-of-
poor-employer-employee-relations/27997/
An overview of five common causes of poor working relationships.

MISCONCEPTIONS

http://hrcouncil.ca/hr-toolkit/defining-compensation.cfm
https://managementisajourney.com/fascinating-numbers-top-5-employee-motivators/
https://managementisajourney.com/fascinating-numbers-top-5-employee-motivators/
http://www.entrepreneur.com/article/244590
https://www.thebalance.com/create-work-environment-for-employee-engagement-1917575
https://www.thebalance.com/create-work-environment-for-employee-engagement-1917575
http://www.yourarticlelibrary.com/employee-management/5-causes-of-poor-employer-employee-relations/27997/
http://www.yourarticlelibrary.com/employee-management/5-causes-of-poor-employer-employee-relations/27997/
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Some common misconceptions and guidance on how they could be overcome

What is the misconception? How can this be overcome? Resources which could help

The main role of trade unions is 
organising industrial action

In pairs, learners could be asked to research specific trade unions 
(covering a range of job roles/industries) to identify the services 
which they provide to their members. A wide range of services 
should be identified in addition to organising industrial action.

About trade unions
Unison
https://www.unison.org.uk/about/what-we-do/about-trade-unions/
Overview of the services which trade unions provide to their members. 

What do trade unions do?
University and College Union
https://www.ucu.org.uk/media/4834/Factsheet-1--trade-unions/pdf/UCU_
factsheet1_unions.pdf
A basic guide to what a trade union is, what it does and the benefits of 
joining.

Role of your trade union rep
UK Government
https://www.gov.uk/join-trade-union/role-of-your-trade-union-rep
Government advice to workers re the role of trade unions reps.

Conflict is always a bad thing Learners should appreciate that sometimes conflict can bring 
things out into the open, so that they can be discussed and then 
enable the people concerned to ‘move on’.

Learners could be provided with cards which have different 
scenarios listed on them or alternatively the tutor could put each 
scenario onto a PowerPoint slide. Learners should consider in each 
case whether the conflict is ‘good’ or ‘bad’. 

For example:
•	 A line manager stands in the middle of the office and shouts at 

staff if deadlines aren’t met.
•	 A colleague makes sexist remarks to another worker every time 

that she walks past.
•	 A colleague is annoyed that messages aren’t being passed on.
•	 A manager insists that workers carry out tasks which they haven’t 

been trained to do.

Why Conflict is Actually Good for the Workplace
Careertipster.com
http://careertipster.com/careerdev/why-conflict-is-great-for-the-workplace/
Consideration of the view that conflict can be a positive thing in the 
workplace.

https://www.unison.org.uk/about/what-we-do/about-trade-unions/
https://www.ucu.org.uk/media/4834/Factsheet-1--trade-unions/pdf/UCU_factsheet1_unions.pdf
https://www.ucu.org.uk/media/4834/Factsheet-1--trade-unions/pdf/UCU_factsheet1_unions.pdf
https://www.gov.uk/join-trade-union/role-of-your-trade-union-rep
http://careertipster.com/careerdev/why-conflict-is-great-for-the-workplace/
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Some common misconceptions and guidance on how they could be overcome

What is the misconception? How can this be overcome? Resources which could help

When an employee leaves a 
business their line manager should 
prioritise recruiting a replacement

In small groups, learners could be asked to list all the tasks that a 
manager/business should do once an employee hands in their 
notice. One of the tasks listed should be recruiting a replacement.

Once a list has been made, learners could be asked to rank these 
in order of priority by discussing their ideas in their groups. This 
should prompt them to consider whether recruiting a replacement 
is the main priority. Learners should also be prompted to consider 
whether the reason for leaving has an impact e.g. if the employee 
was made redundant then recruiting a replacement will not be 
necessary and other tasks such as arranging redundancy pay and 
providing advice on seeking a new role may be more important.

When an Employee Resigns
Insperity
http://www.insperity.com/checklist/when-an-employee-resigns/
An overview of the tasks which should be carried out once an employee 
resigns.

If a role is advertised internally 
and externally then an internal 
candidate will be awarded the role

Learners could consider the reasons why a job vacancy may occur. 
Considering whether an internal or external candidate would be 
the most appropriate in each case should help to clarify who is 
likely to be awarded the role. 

For example, if a vacancy exists due to the business introducing 
new technology and therefore new skills being required, then an 
external candidate is more likely to have the necessary skills and 
experience; but if a vacancy exists due to an internal promotion, 
any internal applicants will have experience and knowledge of the 
business which an external candidate would not have. 

Learners should however be aware that bias cannot be shown 
towards an internal candidate. If offered the role this should be 
because they are the best fit for the criteria, not because they are 
already employed by the business.

As a further task, learners could discuss the quote below from 
recruitment search company Carter Baldwin. What does it mean? 
Do they agree? Is it correct for all businesses? 

“It is virtually impossible to consistently recruit top talent to an 
organization that fails to promote from within.” 

Carter Baldwin, Executive Search Firm
(Source: http://info.broadbean.com/blog/internal-vs-external-who-
should-you-hire)

Internal vs. External: Who Should You Hire?
Broadbean
http://info.broadbean.com/blog/internal-vs-external-who-should-you-hire
An article which considers the pros and cons of recruiting internally versus 
externally.

http://www.insperity.com/checklist/when-an-employee-resigns/
http://www.carterbaldwin.com/thought-leadership/19/16-top-10-reasons-to-consider-external-candidates
http://info.broadbean.com/blog/internal-vs-external-who-should-you-hire
http://info.broadbean.com/blog/internal-vs-external-who-should-you-hire
http://info.broadbean.com/blog/internal-vs-external-who-should-you-hire
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Some common misconceptions and guidance on how they could be overcome

What is the misconception? How can this be overcome? Resources which could help

A business always uses the same 
recruitment process, no matter 
what the role

The tutor could share with learners the different processes used 
within the school/college e.g. teaching role versus management 
role versus support role (such as finance manager).

Recruiting new staff and the alternatives
Invest Northern Ireland
https://www.nibusinessinfo.co.uk/content/recruiting-new-staff-and-
alternatives
A brief summary of questions that an employer should consider before 
starting the recruitment process.

Successful Recruitment in a Week
Nigel Cumberland 
https://www.amazon.co.uk/Successful-Recruitment-Week-Teach-Yourself/
dp/1444159941
Nigel Cumberland is a leading expert on recruitment as both a coach and a 
practitioner.

The most experienced and best 
qualified applicant will usually be 
offered the job role

An application form or CV which shows that an applicant has 
relevant experience and qualifications will help them to be 
shortlisted for a role. However, at interview it must be assessed 
whether that person is a good fit with the employer brand. If it is 
decided that this is not the case, then a less experienced candidate 
may be offered the role if they are deemed to be a better fit.

Learners could be asked to review three application forms/CVs. 
In small groups they should discuss, based on the information 
available, which applicant they would prefer for a specified role. 

Once they have done this the tutor could provide additional 
information e.g. Applicant 1 (an excellent candidate on paper) kept 
butting into the conversation and wasn’t listening closely to the 
interviewer. On the basis of the new information, who would now 
be their preferred candidate and why?

Cultural fit tests and interviews
University of Kent
http://www.kent.ac.uk/careers/interviews/cultural-fit.htm
Brief overview of the importance of cultural fit and how this can be 
assessed.

https://www.nibusinessinfo.co.uk/content/recruiting-new-staff-and-alternatives
https://www.nibusinessinfo.co.uk/content/recruiting-new-staff-and-alternatives
https://www.amazon.co.uk/Successful-Recruitment-Week-Teach-Yourself/dp/1444159941
https://www.amazon.co.uk/Successful-Recruitment-Week-Teach-Yourself/dp/1444159941
http://www.kent.ac.uk/careers/interviews/cultural-fit.htm


C
A

M
BRID

G
E TEC

H
N

IC
A

LS IN
 BU

SIN
ESS

LEVEL 3 U
N

IT 9

14

Some common misconceptions and guidance on how they could be overcome

What is the misconception? How can this be overcome? Resources which could help

If a vacancy is identified, a new 
employee should be recruited as 
soon as possible

In pairs, learners could list the benefits and drawbacks of recruiting 
a new employee as soon as possible. 

Their ideas could then be used for a whole group discussion to 
reach a conclusion as to whether it is beneficial to recruit as soon as 
possible or whether there are other factors such as taking the time 
to complete a skills audit or undertaking a multi-stage interview 
process which mean that it may be more effective to have a longer 
recruitment process.

Lifting the Curtain on the Hiring Process
Wall Street Journal
http://www.wsj.com/articles/SB10001424052748703808904575025250789
355156
Overview of the recruitment process.

Lengthy recruitment process turning off top talent?
HC Online
http://www.hcamag.com/hr-news/lengthy-recruitment-process-turning-
off-top-talent-128669.aspx
Consideration of the implications of a lengthy recruitment process.

An assumption that all employees 
know the importance of 
maintaining the confidentiality of 
human resource information

Learners could list all of the information that they believe 
the human resources function will hold which must remain 
confidential. They could then be given brief scenarios. For example:
•	 Your friend who works in HR tells you that a mutual friend has 

requested time off to go to an appointment with a midwife, but 
you didn’t know that she was pregnant. 

•	 You work in HR and you see that an ex-colleague that you didn’t 
get on well with has applied for a job vacancy. You go home and 
tell your partner.

The tutor could then ask questions to encourage learners to think 
about whether the people involved have caused any harm, such as:
•	 Should the person have shared the information?
•	 Is there any harm in it if it is a partner/friend that you trust?
•	 What could the repercussions be?

What Is the HR Department’s Responsibility for Confidential Personnel Files?
Houston Chronicle
http://smallbusiness.chron.com/hr-departments-responsibility-confidential-
personnel-files-59706.html
An overview of the information held in personnel files and staff 
responsibilities.

Why is confidentiality critical to human resources? 
Society for Human Resource Management
https://www.shrm.org/ResourcesAndTools/tools-and-samples/hr-qa/
Pages/cms_017789.aspx
Consideration of the information held by HR and why it is important to 
maintain confidentiality.

http://www.wsj.com/articles/SB10001424052748703808904575025250789355156
http://www.wsj.com/articles/SB10001424052748703808904575025250789355156
http://www.hcamag.com/hr-news/lengthy-recruitment-process-turning-off-top-talent-128669.aspx
http://www.hcamag.com/hr-news/lengthy-recruitment-process-turning-off-top-talent-128669.aspx
http://smallbusiness.chron.com/hr-departments-responsibility-confidential-personnel-files-59706.html
http://smallbusiness.chron.com/hr-departments-responsibility-confidential-personnel-files-59706.html
https://www.shrm.org/ResourcesAndTools/tools-and-samples/hr-qa/Pages/cms_017789.aspx
https://www.shrm.org/ResourcesAndTools/tools-and-samples/hr-qa/Pages/cms_017789.aspx
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SUGGESTED ACTIVITIES
LO No: 1

LO Title: Understand the responsibilities of the human resources function and the factors that affect it 

Title of suggested activity Suggested activities Suggested timings Also related to

What are the key 
responsibilities of the human 
resources (HR) function? 

Prior to undertaking this unit, the tutor could ask learners to interview family/friends/peers to find out 
which tasks within the business where they work are the responsibility of the HR function.

In pairs, learners could then be asked to discuss their findings and list the tasks which they think the 
HR function in a business is responsible for. Each pair could then join with another pair to discuss their 
ideas.

Tutors could monitor the progress of each group and prompt learners to consider tasks which they 
haven’t listed. Questioning of each group/pair could also encourage learners to consider whether 
the size of the business will have an impact on the role of the HR function e.g. a sole trader is unlikely 
to have a separate function as the sole trader is likely to undertake tasks themselves. Encouraging 
learners to consider the business/size of business where the people interviewed work may help them 
to make this connection.

30 minutes  
(+ homework)

Unit 1 LO2
Unit 8 LO1

How does the human 
resources function link 
with other functions in a 
business?

The tutor could produce cards each naming a functional area within a business (not including the HR 
function). Taking turns, learners could pick one of the cards at random. 

Once all learners have a card (some functional areas may need to be repeated depending on the size 
of the group) learners could be given one minute to think about how the function written on their 
card will link to the HR function e.g. the sales department will rely on the HR department to recruit 
employees with appropriate selling skills and experience.

All learners with the same card could then work together to produce a poster which illustrates all of 
the ways in which that functional area will link to/rely on the HR function. 

To conclude, the tutor could ask for all posters to be described to the remainder of the group to 
ensure that learners understand the ways in which HR impacts on all other functions with a business.

35 minutes Unit 1 LO2
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Title of suggested activity Suggested activities Suggested timings Also related to

Internal and external factors 
which influence human 
resource plans

Learners could either research the bullet points listed within 1.2 and 1.3 of the teaching content to 
ensure understanding of each factor or the tutor could produce a fact sheet which provides learners 
with this information.

In pairs, learners could then be provided with a range of scenarios. For each scenario they should 
consider:
•	 Whether each factor is internal or external
•	 How it will influence the human resource plans of each business i.e. how their human resource 

requirements will change.

Scenarios could include:
•	 Ella News is a small local newsagents. The owner wants to lease the empty premises next door to 

expand the range of products sold to include basic food and household products.
•	 Dell Drinks produces a range of bottled soft drinks. The owner realises that the business must 

increase productivity in the factory to remain competitive. A decision has been made to use more 
machinery and fewer employees within the production process.

•	 Elveley Mill is a private limited company that produces bedding such as duvets and pillows. Most 
of its customers are hotel chains. The company wants to expand its customer base by selling to the 
public via retail outlets and online.

•	 Springfield Homes is a house building company that builds houses all over the UK. It has taken over 
a small house builder based in Kent.

To conclude the activity, each pair could write their own scenario. The tutor could use these to bring 
the whole group together to check their understanding i.e. learners answer whether the factor in each 
new scenario is internal or external and how they believe that human resource requirements are likely 
to change.

1 hour Unit 1 LO2, LO7
Unit 8 LO1

Current UK and EU legislation 
relating to human resources 
– Part 1

Learners could be asked in pairs to devise their own law that should be followed by businesses; the 
law should relate to the people employed/working within a business. They could write this on a mini-
whiteboard and reveal it to the whole group when requested by the tutor. This should be a prompt 
to discuss the laws which they believe should be in place and to introduce some areas that are not 
covered by actual legislation.

20 minutes Unit 1 LO6
Unit 2 LO1
Unit 4 LO5
Unit 14 LO2
Unit 15 LO1
Unit 16 LO3
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Title of suggested activity Suggested activities Suggested timings Also related to

Current UK and EU legislation 
relating to human resources 
– Part 2

Learners could research legislation, ensuring that it is the current legislation which is considered. For 
example:
•	 Data Protection Act 
•	 Employment Act 
•	 Equality Act 
•	 Health and Safety at Work etc. Act 
•	 National Minimum Wage Act 
•	 Personal Protective Equipment at Work Regulations 
•	 Working Time Regulations.

Learners could then be given scenarios. They should decide which legislation is applicable in each 
scenario, and whether the legislation has been adhered to or breached. Scenarios that prompt 
discussion rather than clearly being ‘right/wrong’ would be beneficial.

Example scenarios:
•	 Samantha relies on a wheelchair and needs a carer to help her wash and dress as well as to help in 

the preparation of meals. She places a job advertisement in the local newspaper for a female carer.
•	 Andrew has been offered an interview for a new job. He has contacted the business because he is 

on holiday when the interview is due to take place. The business has thanked him for his interest in 
the role but not offered him an alternative date/time. 

•	 Carlo runs a scenery removal business for travelling theatre companies. He has advertised for a 
young and physically fit individual to join the business, to help load and unload the scenery from 
the vehicles.

1.25 hours Unit 1 LO6
Unit 2 LO1
Unit 4 LO5
Unit 14 LO2
Unit 15 LO1
Unit 16 LO3

Impact on a business’ 
reputation of meeting/not 
meeting legal obligations

One of the most explicit impacts on a business of not meeting its legal obligations as an employer is 
the adverse effect on its reputation. Learners could be provided with media reports (two examples are 
given below) and/or case studies which highlight instances where human resource legal obligations 
have/haven’t been met. For each example, learners could consider whether legislation has actually 
been breached, the potential impact on the reputation of the business/organisation and the potential 
repercussions, e.g. losing customers to a competitor or finding it harder to attract talented employees.

BBC jobs only open to insiders: Half of all vacancies at the Corporation are never publicly advertised
Daily Mail
http://www.dailymail.co.uk/news/article-2894716/BBC-jobs-open-insiders-Half-vacancies-
Corporation-never-publicly-advertised.html

English girl barred from Government job…because she is wrong kind of white
Daily Mail
http://www.dailymail.co.uk/news/article-473249/English-girl-barred-Government-job--wrong-kind-
white.html

30 minutes Unit 1 LO1, LO6
Unit 17 LO2

http://www.dailymail.co.uk/news/article-2894716/BBC-jobs-open-insiders-Half-vacancies-Corporation-never-publicly-advertised.html
http://www.dailymail.co.uk/news/article-2894716/BBC-jobs-open-insiders-Half-vacancies-Corporation-never-publicly-advertised.html
http://www.dailymail.co.uk/news/article-473249/English-girl-barred-Government-job--wrong-kind-white.html
http://www.dailymail.co.uk/news/article-473249/English-girl-barred-Government-job--wrong-kind-white.html
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SUGGESTED ACTIVITIES
LO No: 2

LO Title: Understand how and why businesses motivate employees and how the effectiveness of motivation strategies can be measured

Title of suggested activity Suggested activities Suggested timings Also related to

Demonstrating motivation 
theories

The tutor could set the scene for this Learning Outcome by treating learners in a range of different 
ways. Examples are listed below. It may be necessary to hint that what is going to happen during the 
lesson is for learning purposes so that they don’t complain!

a) Maslow’s hierarchy of needs
Singling out one learner and giving them a gold star (or similar) for good work.
Giving one learner praise regarding non-business related skills or attributes e.g. ‘I like your coat’.

b) McClelland’s theory of needs
Holding a quiz with the emphasis being on who can win.
Setting an impossible task but placing emphasis on there being a ‘winner’ i.e. who can complete the 
task the fastest.

c) McGregor’s Theory X and Theory Y
Leaving the room for five minutes asking learners to get on with their work (Theory Y).
Taking one learner out of the room for the five minutes because they can’t be trusted to work 
unsupervised (Theory X).

Once all of these ‘tasks’ have been completed by the tutor, each task/event could be discussed as a 
group to ascertain how individual learners felt – this could be those receiving the treatment and those 
not receiving it. Did any of them feel more motivated? Were any of them demotivated? Why? 

The tutor could either present the motivational theories listed in 2.1 of the teaching content, provide 
learners with notes or ask learners to research the theorists. Once this has been achieved, learners 
should then try to identify which theory they believe that their ‘treatment’ related to. 

1 hour Unit 8 LO3
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Title of suggested activity Suggested activities Suggested timings Also related to

Methods of motivation Tutors could produce two sets of cards: one set listing the monetary methods of motivation and one 
listing the non-monetary methods, as listed in 2.2 of the teaching content. A third set of cards could 
also be produced; each one stating the name of a business that learners will be familiar with – these 
could be local, national and international businesses.

In pairs, learners could be given the cards relating to monetary methods. They need to research 
definitions of each method. Once this has been completed, they could then be given the cards with 
business names stated. Learners need to match the business to the method of motivation that they 
think suits that business the best. 

This task can then be repeated for non-monetary methods of motivation. 

Encouraging learners to explain their reasoning for matching together each business/method of 
motivation will help to build their evaluative skills.

45 minutes Unit 8 LO3
Unit 9 LO3, LO6, LO8
Unit 13 LO3, LO4

Making links between 
methods of motivation and 
motivational theories

A whole group activity could be used to encourage learners to make links between the methods of 
motivation used by businesses in practice and the motivational theories which they have studied.

For example, one learner could choose a motivational theory and select a second learner. The 
second learner has to suggest a method of motivation which they believe is relevant to the chosen 
motivational theory. The second learner then chooses a third learner. The third learner could challenge 
this view e.g. ‘but what about ……’ or ‘is ….method more appropriate?’ The first learner could then 
decide which of the two methods suggested they believe to be the most appropriate for the chosen 
theory and justify this decision.

This could be repeated until all motivational theories studied have been considered.

The tutor could consolidate this activity by asking learners about their own experiences in part-time 
job roles. What motivates them to work? Which theory does this relate to? How/why?

30 minutes

Benefits to a business of 
having motivated staff

Learners could write and role play a TV or radio news broadcast that describes the benefits to 
businesses of motivating staff. Learners should be guided towards 2.3 of the teaching content where 
potential benefits are listed.

Learners could approach this by ‘interviewing’ peers acting in the role of business owners/managers 
who can explain the benefits to their specific business of having motivated employees. Including a 
range of businesses, e.g. from different sectors, will provide learners with a better understanding of the 
range of benefits that may be experienced.

1 hour Unit 8 LO3
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Title of suggested activity Suggested activities Suggested timings Also related to

How a business measures 
the success of attempts 
to improve employee 
motivation

In pairs, learners could research one of the methods of measuring the success of employee motivation 
(as listed in 2.4 of the teaching content). A ‘speed-dating’ activity could then be used to share this 
information with others. Learners have a set time period in which to explain their methods to others 
before moving around the room.

40 minutes Unit 3 LO3
Unit 8 LO3
Unit 15 LO5

Assessing the success 
of attempts to improve 
employee motivation

Businesses can attempt to measure the effectiveness of efforts to improve employee motivation by 
considering:
•	 customer feedback
•	 employee feedback
•	 labour turnover rate
•	 market position
•	 repeat custom
•	 reputation.

Learners could be given a scenario which provides the results of a business’ attempt to improve 
employee motivation. Here is one example:

Business A is an online sports equipment retailer. Historically, employees in the warehouse were 
paid minimum wage to pack customer orders but many mistakes were made. In 2014 a decision 
was made to pay these warehouse employees £1.50 per hour above minimum wage. However, 
employees are now measured on accuracy and poor performance can lead to disciplinary action.

This table summarises Business A’s performance information for the last two years:

Performance figures 2014–15 2015–16

Labour turnover 12% 11%

Percentage of customers placing repeat orders 48% 62%

Annual revenue £11,478,000 £15,697,000

Annual net profit £5,310,000 £5,500,000

Number of customer complaints 1476 1124

In pairs, learners could evaluate whether attempts to improve employee motivation have been 
successful. They could support their discussion by producing written evidence, for example:
•	 an explanation of the method(s) of motivation which have been implemented
•	 a statement of the benefits and drawbacks of the method(s) used
•	 a conclusion, using the information in the table, which considers whether the method(s) of 

motivation implemented have been successful 
•	 a recommendation of, and justification for, an additional method of employee motivation that could 

be used by the business.

1 hour Unit 8 LO3
Unit 15 LO5
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SUGGESTED ACTIVITIES
LO No: 3

LO Title: Understand effective employee relations

Title of suggested activity Suggested activities Suggested timings Also related to

What factors can influence 
the relationship between 
employers and employees?

To introduce this topic, each learner could be given a brief scenario that relates to the factors listed in 
section 3.1 of the teaching content. Individually they could consider their scenario and decide:
•	 whether the factor will have a positive or negative effect on the relationship between an employer 

and their employees
•	 how and why this factor will affect the working relationship.

Example scenarios:
•	 You discover that your employer is paying you less than a competitor pays for a similar job role.
•	 Your line manager asks your opinion on whether to introduce new working practices.
•	 Your line manager asks your opinion on whether to introduce new working practices but then 

ignores your ideas.
•	 Each manager in the business has a large span of control. You don’t want to bother your line 

manager with queries because he/she is busy helping other employees.
•	 A business has a well-planned on-boarding process for new employees.
•	 The business has a clear training programme that encourages employees to develop their 

knowledge and skills.
•	 Your line manager never seems to listen to your opinion.
•	 Your line manager regularly invites the same members of the team for drinks after work.
 
Each scenario should be read out and learners explain their views to the remainder of the group. Peers 
should also be encouraged to contribute their ideas and opinions.

30 minutes Unit 1 LO5

What are the barriers to 
effective employee relations? 

In groups, learners could research one of the barriers to effective employee relations as listed in 3.2 of 
the teaching content. 

They could then produce a podcast which:
•	 defines the factor which they have researched
•	 explains why this factor can be a barrier to effective employee relations
•	 provides a workplace example (this can be generic or relate to a business which learners are familiar 

with and have researched).

The podcasts could then be uploaded onto a shared area if one is available. They could also be played 
to the whole group to ensure that all learners have knowledge of all potential barriers listed in the 
teaching content.

35 minutes Unit 15 LO3
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Title of suggested activity Suggested activities Suggested timings Also related to

How different management 
styles can influence the 
operation of a business

Learners could, either individually or in pairs, produce a booklet which outlines the management 
styles listed below plus the pros and cons of each:
•	 autocratic
•	 democratic
•	 paternalistic.

Cartoons or storyboards could be added to this to show how managers using each style are likely 
to communicate with their direct reports and the impact that this can have on the success of the 
business. Learners could consider both positive and negative scenarios.

For example:

•	 A storyboard of a production line where an operative has identified a way to improve the quality of 
a product. The manager is unwilling to listen because he/she is an autocratic manager. As a result a 
customer orders from a competitor because their products are better quality.

•	 A storyboard of a business that must react quickly to better quality products being produced by 
competitors. The manager has an autocratic management style. This means that changes can be 
made to the production line immediately and the quality improved quickly.

1 hour Unit 15 LO3

Demonstrating barriers to 
effective employee relations

In small groups, learners could produce short role plays which demonstrate the potential effects of 
barriers to effective employee relations.

For example one group could demonstrate poor management style by performing a role play where: 
•	 the manager is ordering employees to complete tasks which they have not received training for 
•	 employees could (either politely or ‘with attitude’) suggest that they are unable to carry out the 

tasks but be ordered to do them anyway.

The result could be an accident/injury or poor quality work being produced. The conclusion to the 
role play could be identifying how the employee feels and why this is the case.

The tutor could either ask learners to discuss potential barriers and write/produce a role play based on 
the barrier that they believe is the most significant or the tutor could assign each group a barrier to 
consider (as listed in the teaching content for 3.2).

45 minutes
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Title of suggested activity Suggested activities Suggested timings Also related to

The role of trade unions 
today

In pairs/groups, learners could be asked to research specified trade unions, each pair/group 
researching a different example. Examples could include:
•	 Association of Teachers and Lecturers
•	 Bakers, Food and Allied Workers Union
•	 GMB
•	 Fire Brigades Union
•	 Musicians Union
•	 The Royal College of Midwives
•	 Unison.

Learners should identify the role of the trade union which they have been allocated and produce a 
short presentation which summarises this role. These presentations could then be performed to the 
whole group. The audience could be encouraged to ask questions to clarify their understanding if 
necessary.

To build on their knowledge of different trade unions, learners could then discuss in pairs whether 
they believe that the role of trade unions varies depending on the industry which they represent. The 
tutor could ask them to write on a mini-whiteboard either ‘we think it does vary’ or ‘we think that the 
role is the same’ and hold this up. The tutor could then question learners to discover their reasoning.

1 hour Unit 1 LO5
Unit 15 LO3

Benefits for employees of 
trade union membership

A tutor-led discussion could be used to identify the benefits that learners believe that employees will 
receive from trade union membership.

In pairs, learners could then use this list to produce a wall chart which expands on these points to 
explain each of the benefits.

35 minutes Unit 1 LO5
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SUGGESTED ACTIVITIES
LO No: 4

LO Title: Understand factors influencing employee engagement within a business

Title of suggested activity Suggested activities Suggested timings Also related to

Methods of employee 
engagement 

In pairs, learners could research one method of employee engagement: 
•	 benefits
•	 effective conflict management
•	 cultural shift
•	 effective two-way communication between management and employees
•	 employee representation, i.e. work councils
•	 empowerment of employees
•	 flexible working
•	 team working 
•	 training, development and coaching.

Each pair could then share their findings with the whole group by explaining the method and how 
and why they believe that this will improve employee engagement.

To conclude, a game of either charades or Pictionary could be played. The learners could be divided 
into two groups. One person from each group could take it in turns to draw a card with a method 
of employee engagement written on it. The person with the card should then either act out that 
method of employee engagement or draw clues (with a time limit) for their group to guess.

Increasing employee engagement through HRM” A Harrods case study
Business Case Studies
http://businesscasestudies.co.uk/harrods/increasing-employee-engagement-through-hrm/
introduction.html#axzz3u0XvM7bA
This case study may be used to support this activity. It provides a useful overview of employee 
engagement within Harrods.

30 minutes Unit 1 LO5
Unit 9 LO1, LO8
Unit 15 LO3
Unit 16 LO2
Unit 17 LO4

http://businesscasestudies.co.uk/harrods/increasing-employee-engagement-through-hrm/introduction.html#axzz3u0XvM7bA
http://businesscasestudies.co.uk/harrods/increasing-employee-engagement-through-hrm/introduction.html#axzz3u0XvM7bA
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Title of suggested activity Suggested activities Suggested timings Also related to

What are the indicators of 
business performance? 

Learners may have prior knowledge of the indicators of business performance from previous units, 
although the order in which units are delivered may have a bearing on this. The tutor should ensure 
that learners understand all indicators listed in 4.2 of the teaching content before undertaking the task 
below. This could be done via a question and answer session to assess their understanding.

The learners could be given three scenarios listing business performance figures for three different 
businesses plus a brief overview of each business. They could be told that one scenario relates to 
a business where there is a high level of employee engagement, one where there is a low level of 
engagement and one where there is a mid-level of engagement. Learners should discuss the three 
scenarios and then decide which they think applies to which business and why. The tutor should 
ensure that the figures provided will prompt discussion as to which is which. It is this discussion that is 
the key to the task rather than the ‘right’ or ‘wrong’ answer.

Once it has been agreed which scenario fits which business, learners could be divided into three 
groups with each group being given one of the scenarios to consider. They should decide how they 
would improve employee motivation in that business. They could then present their ideas either as 
feedback to the whole group or as a short presentation.

Example scenario

Business A produces tea bags for major supermarkets. The factory is on an industrial estate on the 
outskirts of a village in West Yorkshire. Traditionally locals were employed in the coal mining industry 
but the local colliery closed in 1992. However, EU funding encouraged new businesses to locate in 
the area including warehouses for supermarkets and clothing retailers plus six other factories.

Employees work shifts in their teams and are paid minimum wage plus overtime if they work 
weekends. Quality circles were introduced last year to enable workers to put forward suggestions 
about their working processes.

Business performance indicator 2015/16

Average number of days absent per employee 24

Number of reported accidents and injuries 59

Average production per employee 84,500,000 tea bags

Employee turnover 5%

Number of new product launches 3

Number of reported conflicts in the workplace 72

Product wastage rates 12%

45 minutes Unit 3 LO3
Unit 8 LO3
Unit 15 LO5
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Title of suggested activity Suggested activities Suggested timings Also related to

What are the indicators 
of business performance? 
(continued)

In the example scenario presented on the previous page, learners may identify that:
•	 A 5% employee turnover rate is fairly low.
•	 Minimum wage is paid to employees; but when the factory first opened many people in the area 

were unemployed so the pay is unlikely to have been an issue at that point. Today employee 
satisfaction with their pay is likely to depend on the rates paid by other businesses in the area. 

•	 Three new product launches does not suggest high levels of innovation; but as the business 
produces tea bags, innovation is likely to be lower than in many other industries e.g. technology.

•	 The number of reported conflicts (72) is more than one per week. This suggests that employees 
have issues either with colleagues or managers and/or are unhappy in the workplace.

•	 The number of reported accidents and injuries (59) is also more than one per week. If employees 
don’t feel safe in the workplace then they are likely to be less engaged. This could also suggest a 
lack of training e.g. how to use equipment safely.

•	 The introduction of quality circles may have helped to improve employee engagement.

Calculating business 
performance indicators 

Learners could be asked to calculate further business performance indicators for the businesses 
considered in the previous suggested activity.

Raw data could be provided for the following year i.e. 2016/17, which learners then need to use to 
perform the calculations. A ‘Beat the teacher’ approach could be taken where all learners, plus the 
tutor, have mini-whiteboards. The aim is to complete a calculation correctly and hold it in the air, in 
the quickest time.

If indicators have improved or worsened the tutor could question learners as to what this suggests 
about employee engagement and why. There could also be consideration of other factors which may 
affect these figures in addition to employee engagement.

40 minutes Unit 3 LO3
Unit 8 LO3
Unit 15 LO5
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Title of suggested activity Suggested activities Suggested timings Also related to

The relationship between 
the indicators of business 
performance and employee 
engagement 

This activity builds on the previous two suggested activities. These required learners to make 
judgements about the engagement of employees in three scenarios and also considered other 
factors which may influence business performance indicators.

The tutor could now display the indicators of business performance:
•	 absenteeism rates
•	 accident rates
•	 employee engagement (e.g. climate surveys)
•	 employee productivity
•	 employee retention 
•	 employee labour turnover
•	 level of innovation
•	 number of conflicts within the workplace
•	 product wastage rates
•	 quality of performance. 

Learners could then each be given a factor which may affect employee engagement. They should 
decide which of the performance indicators may be affected in each case. One minute thinking time 
should be allowed. Factors could include:
•	 the level of trust which employees have in senior managers
•	 the relationship which an employee has with their line manager
•	 the relationship which an employee has with their peers
•	 how much an employee is listened to i.e. if they suggested a better way of doing something or an 

idea for a new product, would they be listened to
•	 a clear career path with opportunities to develop and gain promotion within the business
•	 providing an employee with the opportunity to progress through new experiences e.g. leading a 

project or a team.
•	 receiving recognition for completing a job well
•	 receiving performance related pay
•	 knowing that a competitor pays a higher wage for a similar job role
•	 family obligations which impact on the workplace e.g. caring for an elderly relative
•	 receiving additional training for a new job role.

For example: receiving additional training for a new job role should improve employee productivity 
because they are more knowledgeable about the role and the skills involved. Employee retention may 
also improve because if an employer is showing an interest in employees by investing in them, then 
they may be happier in their current role and therefore more likely to stay within the business.

Learners could be encouraged to develop their analysis skills via questioning to develop answers.

30 minutes
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Title of suggested activity Suggested activities Suggested timings Also related to

Why is employee 
engagement important?

Individually, learners could write down three reasons why they believe that employee engagement is 
important.

The tutor should then choose learners at random to complete the sentence ‘I think that employee 
engagement is important because…….’ As learners have written three reasons this provides 
alternatives if another learner has already stated one of their ideas.

The tutor could produce a list on the whiteboard as suggestions are made which can then be 
considered at the end of the activity. Are there any other reasons which can be added? Are some 
reasons more significant than others?

30 minutes Unit 15 LO3

What if…..? In small groups learners could consider ‘what if?’ scenarios to consolidate their understanding of 
employee engagement. They could discuss whether employee engagement is likely to be high or low 
within the business and make recommendations as to how it could be improved. Recommendations 
should be based on these methods of employee engagement:
•	 benefits
•	 effective conflict management
•	 cultural shift
•	 effective two-way communication between management and employees
•	 employee representation, i.e. work councils
•	 empowerment of employees
•	 flexible working
•	 team working 
•	 training, development and coaching.

Encouraging learners to justify their recommendations should develop their evaluative skills.

Scenarios could include:
•	 The absenteeism figures for a small supermarket have doubled over the last year. The business 

employs lots of part-time students.
•	 A crisp manufacturer has lost business customers such as wholesalers to competitors. These 

customers have said that they are disappointed that no new flavours or new products have been 
launched in the last two years.

•	 A business chooses to pay most of the employees the national living wage.
•	 The manager of a clothes shop is disappointed that 70% of the employees haven’t met their 

personal objectives for the year.
•	 A transport company analyses its employee data and finds that labour turnover has fallen for the 

second year running.

To conclude this activity, tutors could bring the whole group together to discuss their ideas.

40 minutes
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SUGGESTED ACTIVITIES
LO No: 5

LO Title: Understand how business organisations monitor and manage employee performance

Title of suggested activity Suggested activities Suggested timings Also related to

Introduction to formal 
appraisal techniques

The tutor could introduce the different formal appraisal techniques listed in 5.1 of the teaching 
content by explaining what each one is. Alternatively learners could be tasked with researching each 
of the techniques. 

The tutor could support this by explaining the appraisal techniques used within the school/college 
for a range of job roles. Providing examples of any appraisal documentation used may also help to 
consolidate learner understanding.

Individually or in pairs, learners could then consider:
•	 the benefits of using each method of appraisal
•	 the drawbacks of using each method of appraisal
•	 examples of job roles where each might be appropriate.

Learners could then feed back to the whole group. The tutor could summarise the benefits and 
drawbacks identified as well as job roles where each might be used.

45 minutes

The use of formal appraisal 
techniques

Statements could be placed around the room by the tutor such as:
•	 A business should arrange a formal appraisal for all employees and then pay bonuses if they have 

met most of their objectives. 
•	 360 degree feedback is the best form of appraisal because everyone gets a say in how they think 

the employee has performed.
•	 Employees will often lie on a self-appraisal so there is no value in completing them.

There should be a variety of statements to prompt learners to consider the ‘what if ’: i.e. in the second 
example above; what if the employee is good at their job but unpopular socially with a colleague?

Learners should stand next to the statement which they think is the most accurate or which they 
agree with the most. Once they have all made a decision, the tutor should ask learners to explain their 
choice. Tutors should also use this to prompt debate between learners to justify why their choice is 
the most accurate.

The tutor could conclude this activity by asking learners which they believe is the ‘best’ formal 
appraisal technique. Again, encouraging learners to justify their opinions will help to develop useful 
examination skills.

30 minutes Unit 8 LO4
Unit 20 LO3
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Title of suggested activity Suggested activities Suggested timings Also related to

Appraisals as a method of 
monitoring performance

Tutors could provide learners with examples of appraisal forms. Examples can be accessed via these links:

Help & advice for employers and employees: Managing staff
Acas
http://www.acas.org.uk/index.aspx?articleid=1438

Performance appraisals
Businessballs
http://www.businessballs.com/performanceappraisals.htm

Performance Development: Self-Appraisal Forms
Massachusetts Institute of Technology
http://hrweb.mit.edu/performance-development/forms/self-appraisal-forms

In pairs, learners could analyse the forms and discuss:
•	 What type of appraisal are the forms suitable for? Why?
•	 What types of job roles are the forms suitable for? Why?
•	 The content of the form. Does the form collect relevant information? Could it be improved to help 

the appraisal process? Are employees likely to be happy providing/discussing the information?

30–40 minutes 
(depending on the 
number of forms 
analysed)

Which formal appraisal 
technique?

Tutors could set the scene that learners are to adopt the role of managers. They could work in groups 
to decide for each scenario which formal appraisal technique they would use. They should also be 
encouraged to justify why they have chosen that technique rather than an alternative.

Scenarios could include:
•	 A manager is responsible for 30 production line workers. Productivity has fallen during the last year.
•	 The manager of a clothes shop wants to introduce formal appraisal techniques for the eight sales 

assistants.
•	 The manager of a car showroom wants to introduce a formal appraisal process for the sales team.
•	 The manager of a hair salon currently carries out informal appraisals once a year with all staff but 

wants to improve the process used because many of the staff don’t appear very interested in their 
work and customers are being lost to competitors.

The tutor could either discuss learners’ ideas with each group during the task or each group could 
feed back to the whole group to identify whether groups have chosen the same method for each 
scenario. Justifying their reasons could encourage debate between groups.

30 minutes

http://www.acas.org.uk/index.aspx?articleid=1438
http://www.businessballs.com/performanceappraisals.htm
http://hrweb.mit.edu/performance-development/forms/self-appraisal-forms
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Title of suggested activity Suggested activities Suggested timings Also related to

Benefits and drawbacks 
of different performance 
management tools

The tutor should ensure that learners understand the definitions of each of these performance 
management tools: 
•	 individual development plan
•	 individual objectives/SMART targets
•	 probationary periods
•	 disciplinary procedures
•	 grievance procedures. 

This could be prior knowledge from talks by HR practitioners, providing definitions or asking learners 
to research each tool.

A group activity could be used to enable learners to develop their evaluative skills in addition to 
considering the benefits and drawbacks of the different performance management tools. Learners 
should be encouraged to think of benefits and drawbacks from both the employees’ and the 
employer’s perspective.

For example:
•	 One learner could state why they believe that using individual development plans is a good way of 

managing the performance of all employees
•	 A second learner could be chosen to develop the point e.g. ‘as a result....‘ or ‘this means that....’
•	 A third learner could be chosen to challenge this view i.e. put an opposing view forward – ‘but a 

drawback of this could be....’ etc.
•	 A final learner could use the two sides of the argument to draw a conclusion e.g. ’considering these 

two views/points, I believe that using individual development plans.....’

This could then be repeated to consider the different performance management tools.

Note, the tutor could choose the learners to ensure that more able learners are challenged; however 
allowing learners to choose the next person may keep everyone paying closer attention to what has 
been said as the choice is likely to be more random.

40 minutes Unit 8 LO4
Unit 9 LO7
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Title of suggested activity Suggested activities Suggested timings Also related to

Assessing the impact of 
performance monitoring and 
performance management 
tools on employee 
performance

Learners could be divided into groups. Each group could be given one of the methods of 
monitoring employee performance (listed in 5.1 of the teaching content) or one of the performance 
management tools (listed in 5.2).

Each group could:
•	 recap what the method is
•	 discuss how it can be used to assess the performance of employees
•	 recap the benefits and drawbacks of the method
•	 discuss how the method is likely to impact on employee performance (positive and negative 

impacts)
•	 reach a conclusion as to the overall usefulness of the method in the context of improving employee 

performance.

Each group could then produce a short presentation summarising their thoughts. This could be 
performed to the remainder of the group.

By completing this task learners will reinforce their understanding of how businesses monitor 
employee performance and the performance management tools. 

40 minutes (plus 
presentation time)

Unit 8 LO3, LO4
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SUGGESTED ACTIVITIES
LO No: 6

LO Title: Understand why and how businesses manage conflict in the workplace

Title of suggested activity Suggested activities Suggested timings Also related to

Causes of conflict in the 
workplace 

Tutors should ensure that learners understand the term ‘conflict’ in the context of the workplace. One 
approach could be to ask learners to write their own definitions and/or give an example and then 
compare these as a whole group.

Learners could be divided into eight groups. Each group could discuss one of the causes of conflict 
within the workplace as listed in 6.1 of the teaching content and how the factor given can lead to 
conflict.

Each group could prepare a role play which illustrates conflict caused by their factor e.g. bullying. The 
tutor could give a time limit for their role play and could also encourage learners to include a solution. 

For example if conflict is caused by a poor working environment, a role play could include:
•	 an employee being injured and reporting this to an unsympathetic manager
•	 the employee then threatening to report this to their trade union
•	 the business’ health and safety officer coming in to explain to the manager the importance of 

maintaining a safe working environment and also trying to ease the tension.

45 minutes Unit 1 LO5
Unit 9 LO4
Unit 16 LO2

Why should a business aim 
to manage conflict in the 
workplace promptly?

Learners could be divided into four groups. Each group should write on a large piece of paper one 
reason why they think that a business should manage conflict in the workplace promptly.

Each piece of paper could then be placed in a corner of the room. Learners should read all four 
reasons and then stand next to the one that they believe is the most important reason.

The tutor could question learners as to why they have made their choice and why they believe that 
this is more important than the alternatives. It may be useful for the tutor to have two additional 
reasons written onto sheets of paper in case groups duplicate the same/similar reason.

The tutor could also question learners about whether any other reasons, as listed in 6.2 of the teaching 
content, are important. Do they believe that one of these additional reasons is more important than 
the option which they have chosen to stand next to?

One aim of this task is to encourage learners to analyse their reasoning.

20 minutes Unit 1 LO5
Unit 9 LO4
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Title of suggested activity Suggested activities Suggested timings Also related to

What would you do? Learners could be provided with a range of scenarios stating potential causes of conflict. For each one 
they should decide what they would do, as a manager, to try to resolve the situation, ideally before 
it escalates. Their ideas can then be referred back to when considering 6.3 ‘How businesses resolve 
conflict in the workplace’.

Scenarios could include:
•	 Emily is the only female employed on a sales team. She feels that she is always assigned the most 

menial tasks in the team.
•	 Kristen has received a poor performance appraisal from her line manager. She feels that she has 

been judged unfairly as she has met all of her targets but her line manager has criticised her 
attitude.

•	 Alfie has been asked to move a lorry onto a loading bay by his team leader. He is not trained to do 
this but the team leader has shouted at him ‘just do it’.

•	 Kerry has been asked to work the third weekend in a row. It is her son’s birthday and she thinks 
that it is unfair as no one else has been asked so many times. She knows that her manager will be 
unhappy if she says no.

•	 Lahar has an autocratic manager who tells him what to do. Lahar is unhappy because the manager 
doesn’t actually understand what happens on the production line on a day-to-day basis as he has 
never held this role.

•	 Maggie is consistently late submitting her monthly sales report which results in the finance 
manager being delayed in producing the sales bulletin for shareholders.

30 minutes
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Title of suggested activity Suggested activities Suggested timings Also related to

How businesses resolve 
conflict in the workplace 

Learners could watch this video:

The Confident Supervisor: Conflict Management: Supervisor Training
HRHeroVideos
https://www.youtube.com/watch?v=RGYCK_nr-O0
Supervisor training video on how to handle difficult conversations.

Stop the video at 1.32 minutes i.e. before the clip is analysed on screen. Learners should identify:
•	 what the conflicts are
•	 the causes of the conflict
•	 what the supervisor (John) did in an attempt to resolve the conflict
•	 what he should have done to resolve the conflict.

The tutor could then lead a discussion to summarise how the supervisor should have attempted to 
resolve the conflict.

In small groups, learners could then produce an informative presentation which explains how conflict 
could be resolved in the workplace. Primary research would be beneficial to learn first-hand about the 
resolution processes used by a range of business organisations; this may include methods used by the 
school/college and their own experiences in part-time roles.

Learners could be given a context e.g. you are producing a presentation to use within the induction 
process for management roles within Business A.

The presentation should include:
•	 the importance of effective communication between the employer and employees and between 

the employer and third parties
•	 how business policies and procedures can aid resolution
•	 the different methods of resolution (as listed in 6.3 of the teaching content). Examples could be 

included to explain why a range of methods are needed.

The resource below could be a useful starting point for secondary research:

Managing conflict at work
Acas
http://www.acas.org.uk/media/pdf/h/r/Managing-conflict-at-work-advisory-booklet.pdf
A booklet that provides an overview of how to manage the relationships in an organisation between 
individuals, teams, and larger groups of employees.

1.5 hours (plus time 
for presenting)

Unit 1 LO5

https://www.youtube.com/watch?v=RGYCK_nr-O0
http://www.acas.org.uk/media/pdf/h/r/Managing-conflict-at-work-advisory-booklet.pdf
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Title of suggested activity Suggested activities Suggested timings Also related to

The role of Acas (Advisory, 
Conciliation and Arbitration 
Service)

Learners could individually research the role of Acas and produce an information booklet which 
summarises their role and the help/advice which they provide to employees and employers.

The Acas website is a useful source of information but if learners could also include primary research 
e.g. speaking to employers and/or employees who have had dealings with Acas then this would be 
beneficial.

40 minutes

Linking the cause of the 
conflict with potential 
resolution methods

In small groups, learners could be provided with two sets of cards: one which details potential 
causes of conflict within the workplace and one which details how businesses resolve conflict in 
the workplace. Additional copies of methods of resolution may be needed as learners may want to 
recommend the same method more than once.

Learners would need a large space such as a wall to display the causes of conflict as a list and then 
match these with appropriate methods of resolution. Pre-printed arrows or pieces of string could also 
be used to illustrate which method of resolution is being suggested for which cause.

For example:

Unclear job roles          ==>       Effective communication between the employer and employees

Bullying                          ==>       Disciplinary action

The tutor could monitor each group and question them as to their choice of resolution method, 
why this is the most appropriate and why they haven’t chosen an alternative. Interesting or insightful 
ideas/reasoning could be shared with the whole group.

30 minutes



C
A

M
BRID

G
E TEC

H
N

IC
A

LS IN
 BU

SIN
ESS

LEVEL 3 U
N

IT 9

37

LO No: 7

LO Title: Be able to make recruitment and selection decisions

Title of suggested activity Suggested activities Suggested timings Also related to

Stages in the recruitment 
and selection process used 
by businesses

Talks by HR practitioners would be a useful tool to introduce learners to the recruitment and selection 
processes used by a range of businesses and organisations. Alternatively, learners could undertake 
work experience within a range of organisations and then discuss the recruitment and selection 
processes used by each business.

Learners could be provided with a set of cards, each one listing a stage in the recruitment and 
selection process as listed in 7.1 and 7.2 of the teaching content. In pairs, they could discuss what they 
think each one is/means based on the information provided by the HR practitioners; however access 
to research sources may also be useful to clarify understanding if required. The cards should then be 
arranged in the order in which learners believe the tasks would be carried out during a recruitment 
and selection process.

The order could then be discussed as a whole group. The tutor could also ask learners to define terms 
to ensure understanding.

Effective recruitment and selection: An Asda case study
Business Case Studies
http://businesscasestudies.co.uk/asda/effective-recruitment-and-selection/introduction.
html#axzz3u0XvM7bA
This case study provides information about the recruitment and selection process used at Asda.

30 minutes (plus 
talks from HR 
practitioners)

SUGGESTED ACTIVITIES

http://businesscasestudies.co.uk/asda/effective-recruitment-and-selection/introduction.html#axzz3u0XvM7bA
http://businesscasestudies.co.uk/asda/effective-recruitment-and-selection/introduction.html#axzz3u0XvM7bA
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Title of suggested activity Suggested activities Suggested timings Also related to

What does the exit process 
involve? 

Tutors could introduce the exit process by asking learners to individually write a brief definition and 
then, based on this, ask them to list what they think will be included in the exit process. As a whole 
group, a list can then be made of what the exit process involves. The tutor can check and ensure at 
this point that learners understand terms such as notice period.

HR practitioners could be invited to share with learners the exit processes used by their businesses 
and the reasons why this is done. Alternatively, if learners have the opportunity to undertake work 
experience within an HR environment then they may have information/examples which they can 
share with their peers.

The learners could then be divided into groups. Each group could consider a different element of the 
exit process. 

Elements could include:
•	 General administrative requirements (e.g. access to emails being terminated, ensuring up-to-date 

contact details for the employee)
•	 Financial administrative requirements (e.g. tax, pensions)
•	 Payroll administrative requirements (e.g. issue of P45)
•	 Notice period decisions (e.g. gardening leave, handover period)
•	 Commencement of the recruitment process (if applicable)
•	 Exit interview (e.g. content may vary depending on the reason for leaving)
•	 Exit questionnaire (e.g. content, can it be compulsory to complete it?)

Learners should produce a spider diagram on a large sheet of paper which starts with their element in 
the centre e.g. notice period decisions. Learners should then work outwards from this: first to explain 
what each of the ‘e.g.’ terms are within the teaching content plus additional examples, and second to 
give reasons why each of these is an important element of the exit process.

For example, payroll administrative requirements might link to ‘up-to-date address for last payslip to 
be sent to’, which might link to ‘employees will need this for their tax records’. Payroll administrative 
requirements would also be linked to ‘issue of P45’, which would then be linked to ‘employees will 
need this to give to their next employer’.

Groups can then present their ideas to the whole group to ensure that all learners understand each of 
the elements of the exit process. Groups could be questioned by either other learners or the tutor if 
clarification or further detail is required.

1.5 hours
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Title of suggested activity Suggested activities Suggested timings Also related to

The importance of each 
stage within a recruitment 
and selection process

This task is similar to pass the parcel. If learners are likely to enjoy playing this as a game of pass the 
parcel i.e. picking a piece of paper out of the box or unwrapping a layer of a parcel, when the music 
stops, then this can be an interactive way of asking them to consider the importance of each stage.

Tutors could prepare a box with a small opening so that learners cannot see into it, write each stage 
of the recruitment and selection process on separate pieces of paper and place these in the box. 
Alternatively, a parcel could be wrapped with the pieces of paper between the different layers.

Learners should choose/remove one of the pieces of paper and explain why they believe that the 
stage stated on the paper is important to the recruitment and selection process. Learners could also 
consider how each stage will help a business to select the ‘best’ person for the job.

To involve all learners, the tutor could ask others whether they agree with the opinion of the learner 
providing the explanation. Why? Why not? Can they add any further points or additional detail?

30 minutes Unit 9 LO3

The purpose and usefulness 
of documentation used 
within the recruitment and 
selection process

Learners, either individually, in pairs or in groups, could be provided with examples of: 
•	 job descriptions
•	 person specifications
•	 job advertisements
•	 application forms
•	 interview documentation.

They should use these examples to determine:
•	 the purpose of each document
•	 the key information which is included within each document
•	 how each document helps the business to recruit and select an appropriate candidate for the job 

role.

The tutor could then encourage learners to feed back and compare their views on each document.

45 minutes Unit 2 LO5
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Title of suggested activity Suggested activities Suggested timings Also related to

Assessing whether 
recruitment and selection 
documentation is fit for 
purpose

Referring to the examples of documentation used in the previous suggested activity, learners could 
individually annotate each document to highlight what they believe is ‘good/useful’ about each 
document and what they feel could be improved. Considerations could include whether:
•	 the documentation is relevant to the job role
•	 the documentation is accurately and professionally presented
•	 the documentation will allow recruitment and selection decisions to be made
•	 sufficient information is provided

For example, if there is consistency between each document e.g. corporate branding, then this helps 
give a professional image; if the interview recording sheet provides adequate space for detailed notes 
to be made then this should help interviewers to make a decision when referring back to their notes.

Once learners have completed this task individually, they could join together either in pairs or small 
groups to compare their ideas.

1 hour Unit 2 LO5

Planning the recruitment and 
selection process

Learners could be divided into groups e.g. by counting off from one to six as they enter the room.
Around the room, short-answer questions could be posted onto the wall (one per group) relating 
to the factors which need to be taken into account when planning the recruitment and selection 
process. For example:
•	 Why should the terms of employment be taken into account when planning the recruitment and 

selection process?
•	 Why might a job role only be advertised internally?
•	 What are the benefits to a business of advertising a role externally?
•	 Why is the professionalism and usability of documents used in the process important? 
•	 Why might a business choose to use practical selection tests?
•	 When might a business choose to use more than one interview within the process? Why?

Groups could be given a specified time limit to write an answer to the question e.g. 5 minutes. The 
answer could then be stuck on the wall next to the question. Each group should then move to the 
next question where they could assess the answer written by the previous group. Do they agree? Do 
they disagree? Can they add any further points/information?

Groups should then feed back to the whole group, explaining the question and the final answer 
produced. Again, can any further information be added e.g. providing an example of a business that is 
likely to use practical selection tests (and why).

Tutors could allow learners to undertake research if they need further information on factors such as 
terms of employment. One option is to allow one point to be researched in a textbook (held by the 
tutor) and one point to be explained by the tutor. Limiting their dependence on the tutor/textbook 
should prompt discussion to try to ‘work out’ answers and encourage learners to think for themselves.

30 minutes
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Title of suggested activity Suggested activities Suggested timings Also related to

Interviewing considerations 
for businesses

Learners should each be given a mini-whiteboard. They should write on this one factor which they 
think that a business must consider when carrying out an interview (without looking at anyone else’s!).

Once all learners have written their ideas they should reveal them to the rest of the group. Together 
they then need to rank their ideas in order of importance during the interview process. Asking 
learners to move around the room to create a line would make the task more kinaesthetic.

For example, maintaining confidentiality should rank as high importance as this is required by law. 

Once an order has been agreed, the tutor could discuss this with the learners. Questions could be 
asked, as appropriate, to ensure that 7.6 of the teaching content is fully covered within their ideas.

Recommending a 
recruitment process for a 
specific job role 

In groups, learners could be provided with a job title for a specific role. They should recommend a 
recruitment process for this job role. This could include:
•	 an outline of the terms of employment e.g. salary/wage, fixed term, permanent, full-time hours, 

part-time hours, travelling and/or staying away from home for work, working from home etc
•	 an approximate timescale (with reasoning) e.g. how long the recruitment process will be, when the 

role will be advertised, when applications should be received by, when shortlisting will take place, 
when interviews will take place, how many interviews etc

•	 an explanation of where the vacancy will be advertised and why e.g. internally or externally or both.

The tutor should monitor learner progress and question each group as appropriate. For example, 
questioning a decision, particularly if other options are available and/or more appropriate.

30 minutes
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LO No: 8

LO Title: Understand how and why businesses train and develop their employees

Title of suggested activity Suggested activities Suggested timings Also related to

Methods of training and 
development

The tutor could divide the group into two smaller groups. Either homework could be set or lesson 
time could be utilised for one group to individually complete the first bullet point (below) and the 
second group to individually complete the second bullet point:
•	 Describe the methods of on-the-job training. Give examples of when each might be used.
•	 Describe the methods of off-the-job training. Give examples of when each might be used.

Learners could then join with others in their group to produce teaching materials to relay the 
knowledge gained to the other half of the cohort. This could include:
•	 a fact sheet
•	 a quiz
•	 an activity
•	 a game.

The brief could be to make it as ‘fun’ as possible.

Each group could then ‘teach’ the methods researched to the other half of the group.

If the cohort is large then two groups could be given bullet one and two groups bullet two.

1 hour Unit 3 LO3
Unit 8 LO2

When to use the different 
methods of on-the-job 
training

Learners could be divided into small groups. Each group could be given the same set of scenarios 
where they should discuss ideas and decide which method of on-the-job training would be the most 
appropriate. 

Once decisions have been made, each group could feed back. Have they all chosen the same method 
of training? Do they differ? If they differ then learners could be encouraged to explain their reasoning.

Scenarios could include:
•	 an apprentice car mechanic
•	 a student starts a part-time role as a waiter
•	 a teacher is to deliver a course that they haven’t taught before. However a colleague taught the 

course last year
•	 a supervisor would like to gain promotion to a management role.

30 minutes Unit 8 LO2 
Unit 15 LO1, LO3

SUGGESTED ACTIVITIES
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Title of suggested activity Suggested activities Suggested timings Also related to

On-the-job-training or off-
the-job training?

The tutor could write the different methods of on-the-job and off-the-job training on pieces of paper. 
Some may need to be written on more than one piece to ensure that all learners can take part in the 
task. The tutor could also write a number on each piece of paper to identify in which order learners 
will be asked for their views.

All learners will then draw a piece of paper from a ‘hat’. The tutor could give learners thinking time 
to consider what they believe are the benefits and drawbacks of the method written on the paper, 
as well as an example of a job role where this method could be used effectively. The benefits and 
drawbacks could be to the business and/or employees.

Taking turns, learners could be asked for their opinions. If other learners have the same method 
of training then they can add to the ideas and opinions of the first learner chosen by the tutor. 
Alternatively, one could be asked for the benefits, one for the drawbacks and one for an example.

The tutor could extend this task by asking learners for their opinions on whether on-the-job or off-
the-job training is the most appropriate for the examples given. Learners could also be encouraged to 
justify their opinions.

30 minutes Unit 8 LO2

Assessing the usefulness of 
methods used to measure 
the effectiveness of training 
and development

Learners could be divided into small groups. Each group could be given one of these methods of 
measuring the effectiveness of training and development to consider:
•	 performance ratios
•	 monitoring performance
•	 employee surveys
•	 employee/customer (internal/external) feedback
•	 quality of products/services.

Each group should discuss:
•	 what the method is
•	 how it can be used to measure the effectiveness of training and development
•	 the benefits and drawbacks of the method
•	 the overall usefulness of the method for measuring the effectiveness of training and development.

The tutor could monitor the groups to ensure that they understand what the method is and ask 
questions to check their understanding. Each group could then produce a short presentation 
summarising their thoughts which can then be presented to the remainder of the group.

Once all presentations have been performed the tutor could list all of the methods on the whiteboard. 
Learners then need to individually order them from the most effective/useful method to the least. 
Does everyone agree? Can learners justify the order that they have chosen? Does it depend on the 
type of business? 

1.25 hours Unit 8 LO2
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Title of suggested activity Suggested activities Suggested timings Also related to

The use of performance 
ratios to measure the 
effectiveness of training and 
development 

Performance ratios such as labour productivity, absenteeism and labour turnover can be calculated to 
measure the effectiveness of training and development.

Learners could be provided with a scenario stating performance ratios before and after specified 
training has taken place.

In pairs, learners could discuss their views of this information:
•	 What does it suggest about the effectiveness of the training and development provided?
•	 Are there are any limitations to using this data to measure the effectiveness of training and 

development?

Example scenario

Riverview is a hotel in the Lake District. Two years ago the number of repeat customers fell and the 
number of customer complaints increased, particularly regarding service in the restaurant and the 
cleanliness of the hotel rooms.

The owner of the hotel was concerned about this. He thought that one issue could be the number 
of students that were employed on a part-time basis. Often they were happy to work for a few 
months and then resign.

As a result, it was decided that all managers would be provided with external customer service 
training. They could then feed back to the employees that they were responsible for. Some of the 
managers were keen to improve their skills but some, who had been in the hospitality industry for 
many years, felt that they did not need this training. The training was arranged for the end of 2016.

Performance ratios 2015-16 2016-17

Labour turnover 29% 27%

Average number of days absent per employee per year 16 16

Number of customer complaints 126 102

Pairs could then feed back to the whole group and compare their views.

30 minutes Unit 3 LO3
Unit 8 LO2
Unit 15 LO5
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Title of suggested activity Suggested activities Suggested timings Also related to

The benefits to a business 
of training and developing 
employees

In pairs, learners could be given a hypothesis such as ‘a business will always benefit from training and 
developing employees’. They should carry out research and draw conclusions to explain whether they 
agree or disagree with the hypothesis.

Research could be carried out within the lesson. It could also be set for homework to enable learners 
to undertake primary research into the benefits experienced by friends, family and peers.

The links below may be useful when carrying out their research:

The Top 10 Benefits Of Ongoing Staff Training And Development
Saxons Group
http://www.saxonsgroup.com.au/blog/human-resources/top-10-benefits-of-ongoing-staff-training-
development/

The role of training and development in career progression: A Redrow case study
Business Case Studies
http://businesscasestudies.co.uk/redrow/the-role-of-training-and-development-in-career-
progression/introduction.html#axzz3u0XvM7bA

The Importance of Training & Development in the Workplace
Houston Chronicle 
http://smallbusiness.chron.com/importance-training-development-workplace-10321.html

How can training courses be used as a company benefit?
Monster
http://hiring.monster.co.uk/hr/hr-best-practices/workforce-management/employee-pay-benefits/
how-can-training-courses-be-used-as-a-company-benefit.aspx

What Are the Disadvantages in Training Employees?
eHow UK
http://www.ehow.co.uk/info_8026443_disadvantages-training-employees.html

40 minutes Unit 8 LO2
Unit 9 LO2, LO4

http://www.saxonsgroup.com.au/blog/human-resources/top-10-benefits-of-ongoing-staff-training-development/
http://www.saxonsgroup.com.au/blog/human-resources/top-10-benefits-of-ongoing-staff-training-development/
http://smallbusiness.chron.com/importance-training-development-workplace-10321.html
http://hiring.monster.co.uk/hr/hr-best-practices/workforce-management/employee-pay-benefits/how-can-training-courses-be-used-as-a-company-benefit.aspx
http://hiring.monster.co.uk/hr/hr-best-practices/workforce-management/employee-pay-benefits/how-can-training-courses-be-used-as-a-company-benefit.aspx
http://www.ehow.co.uk/info_8026443_disadvantages-training-employees.html
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