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BSBHRM506 Manage recruitment selection and induction processes
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	Student Details

	Student Name
	
	Student ID
	

	Student Declaration:  I declare that the work submitted is my own, and has not been copied or plagiarised from any person or source.
	Signature: ____________________________
Date:         _____/_/_________

	Assessor Details

	Assessor’s Name
	

	RESULTS (Please Circle)
	SATISFACTORY
	NOT SATISFACTORY

	Feed Feedback to student:




 
	Student Declaration:  I declare that I have been assessed in this unit, and I have been advised of my result.  I am also aware of my appeal rights.
Signature__________________________________
Date: 	______/_______/___________
	Assessor Declaration:  I declare that I have conducted a fair, valid, reliable and flexible assessment with this student, and I have provided appropriate feedback.
Signature:	 _____________________________________
Date: 	______/_______/___________

	Instructions to the Candidates
· This assessment is to be completed according to the instructions given below in this document.
· Should you not answer the tasks correctly, you will be given feedback on the results and gaps in knowledge. You will be entitled to one (1) resubmit in showing your competence with this unit.
· If you are not sure about any aspect of this assessment, please ask for clarification from your assessor.  
· Please refer to the College re-submission and re-sit policy for more information. 
· If you have questions and other concerns that may affect your performance in the Assessment, please inform the assessor immediately.
· Please read the Tasks carefully then complete all Tasks.
· To be deemed competent for this unit you must achieve a satisfactory result with tasks of this Assessment along with a satisfactory result for another Assessment.
· This is an Open book assessment which you will do in your own time but complete in the time designated by your assessor. Remember, that it must be your own work and if you use other sources then you must reference these appropriately
· Submitted document must follow the given criteria. Font must be Times New Roman, Font size need to be 12, line spacing has to be Single line and Footer of submitted document must include Student ID, Student Name and Page Number. Document must be printed double sided.
· This is Individual Assessments. Once you have completed the assessment, please provide the Hard copy of the Assessments to your Trainer/ Assessor.
· Plagiarism is copying someone else’s work and submitting it as your own. Any Plagiarism will result in a mark of Zero.
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(Manage staff induction)
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The Assessment Task is due on the date specified by your assessor. Any variations to this arrangement must be approved in writing by your assessor.
Submit this document with any required evidence attached. See specifications below for details.
Performance objective
You must demonstrate your ability to manage an induction process.
Assessment description
Using the case study organisation from assessment task 1, you, as a Department Manager for Healthcare United, will develop and write a set of guidelines for a one-day induction program, in consultation with your Senior Manager (your assessor). Guidelines need to be consistent with Healthcare United’s policies and procedures, and comply with relevant legislation. 
You will then deliver the induction program to your newly employed staff member from assessment task 2 (your assessor), conduct training for another manager involved in induction process (your assessor), provide feedback, and gather performance feedback on the induction program.
Procedure
1. Using the case study organisation from assessment task 1, draft Healthcare United’s induction guidelines. In the guidelines, include a policy statement, objectives, program outline, procedures and documents for each stage of the induction process, making sure it complies with Healthcare United’s policies and procedures, and with relevant legislation. Following this:
· Consult with your Senior Manager (your assessor) for feedback on the guidelines (to take no longer than 15 minutes).
· Refine and edit the guidelines.
· Ensure all sources are referenced correctly.
· Write a final copy of the guidelines following the format stated in Appendix 1.
2. Provide training and ongoing support for another Manager (your assessor) who is involved in staff induction processes. This should include training on the guidelines you developed and include a check (by confirming the Managers knowledge on the process) that induction processes are followed across the organisation. The training and support should take no longer than 15 minutes. 
3. Induct your new staff member from assessment task 2, using your guidelines. Ensure you:
· Oversee management of probationary employees and provide them with feedback until their employment is confirmed or terminated
· Obtain feedback from induction participants (your assessor) and relevant managers (your assessor) on the extent the induction process is meeting its objectives
Note: Collect evidence of the above such as training plans, performance reports, scorecards, emails. Also note that the induction should take no longer than 20 minutes.
4. Make adjustments to guidelines in response to feedback from your Senior Manager, fellow Manager, and inductee.
5. Submit documentation as per specifications below.
Specifications
You will need to:
· Submit induction guidelines drafts: original and later drafts refined after consulting with your Senior Manager (your assessor). The consultation/meeting should take no longer than 15 minutes.
· Submit evidence of providing access to training and ongoing support for another Manager involved in staff induction (your assessor). This should take no longer than 15 minutes.
· Submit evidence of providing feedback to your Senior Manager, fellow Manager and Inductee, such as emails or organisational reports.
· Submit evidence of gathering feedback from your Senior Manager, fellow Manager and Inductee (your assessor) for the purpose of monitoring the performance of the induction program, such as organisational reporting
· Induct your new staff member (your assessor). This is expected to take no longer than 20 minutes.
Your assessor will be looking for evidence of:
· Writing skills to prepare guidelines that are complete, clearly written in plain English with all sources correctly referenced using in-text referencing or footnotes and a bibliography. They must be presented in the form of a bound document and adhere closely to the format. 
· Planning skills to develop logical processes
· Work skills to operate effectively within constraints set by business strategy and objectives, policy, and the external legislative requirements

	Candidate:  I declare that this work has been completed by me honestly and with integrity and that I have been assessed in a fair and flexible manner. I understand that the Institute’s Student Assessment, Reassessment and Repeating Units of Competency Guidelines apply to these assessment tasks.
	
Signature: ___________________

Date: ____/_____/_____


Appendix 1: Format for guidelines
· Title page
· Contents
· Introduction:
· brief organisation profile 
· induction policy statement and objectives.
· Induction program:
· program outline with session titles, facilitators, location, times, methods of delivery
· induction toolkit contents checklist
· induction process checklist 
· evaluation form.
· Induction training and support:
· objectives based on organisational policy
· training tasks
· list of staff and methods for training staff 
· checklists for facilitating training
· training evaluation form.
· Overseeing of probationary employees:
· objectives based on organisational policy
· probation procedure
· checklist for procedure
· probation process evaluation form.
· Appendix:
· templates
· sample documentation
· bibliography.
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