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Internal Assessment Resource

Business Studies Level 1
	This resource supports assessment against:

Achievement Standard 90841 version 2
Investigate aspects of human resource processes in a business

	Resource title: Recruitment Processes

	3 credits

	This resource:

· Clarifies the requirements of the standard

· Supports good assessment practice

· Should be subjected to the school’s usual assessment quality assurance process

· Should be modified to make the context relevant to students in their school environment and ensure that submitted evidence is authentic


	Date version published by Ministry of Education
	February 2015 Version 3

To support internal assessment from 2015

	Quality assurance status
	These materials have been quality assured by NZQA.

NZQA Approved number A-A-02-2015-90841-02-4379

	Authenticity of evidence
	Teachers must manage authenticity for any assessment from a public source, because students may have access to the assessment schedule or student exemplar material.

Using this assessment resource without modification may mean that students’ work is not authentic. The teacher may need to change figures, measurements or data sources or set a different context or topic to be investigated or a different text to read or perform.


Internal Assessment Resource

Achievement Standard Business Studies 90841: Investigate aspects of human resource processes in a business
Resource reference: Business Studies 1.5 v3
Resource title: Recruitment Processes
Credits: 3
Teacher guidelines

The following guidelines are supplied to enable teachers to carry out valid and consistent assessment using this internal assessment resource.

Teachers need to be very familiar with the outcome being assessed by Achievement Standard Business Studies 90841. The achievement criteria and the explanatory notes contain information, definitions, and requirements that are crucial when interpreting the standard and assessing students against it. 
Context/setting

This activity requires students to investigate the recruitment processes of a selected business and present their findings in a format agreed with you.

Allow students to negotiate a business with an identifiable HR function to investigate. It is envisaged that students will select a real business to which they have access. If this is not practical, a case study may be used. Students who base their investigation on a case study would be expected to interpret the information rather than simply explain it. Either way, it must be possible for students to access multiple sources of information about the chosen business. 

Since the level 6 learning objectives are explored within the context of a small-to medium-size business, a company of this size may be the most suitable for this activity. 

A student or group of students may want to research the same business in both this investigation of recruitment processes and in the activity for the internal assessment for Achievement Standard Business Studies 90840 (1.4): Apply the marketing mix to a new or existing product. 
Prior learning 

Students need to become familiar with recruitment processes before starting this assessment task. They will need an understanding of relevant terms and business concepts, including Māori business concepts. The TKI site lists relevant aspects of the human resource process and relevant Māori business concepts in the Learning objective 6-1 section in the Teaching and Learning Guide for Business Studies: http://seniorsecondary.tki.org.nz/Social-sciences/Business-studies).

Students will also need guidance on how to approach organisations and business people for information and on suitable questions to ask in interviews or by email. 
They may also require information and guidance on writing a report or presentation.
Conditions 

This is an individual assessment activity, but students may undertake initial research in a group. It is suggested that students have <teacher to insert time here> hours of in-class and out-of-class time to complete this assessment activity.
Resource requirements 

Students may require:

· Internet and library access for research

· software and equipment to help them create and present their report (for example, slide show software or video recording and editing equipment).

Additional information

This assessment activity could provide an opportunity for you to invite a recruitment expert to a question-and-answer session with your class. This could be a useful way to engage students in writing questions and to model the interview process before they begin gathering specific company information for their report. 

While all elements of the recruitment process need to be addressed, it is too challenging for students to address all eight steps at a Merit or Excellence level. Therefore you need to make a holistic judgement on whether a student has provided sufficient evidence across the dominant number of stages in the business.
Internal Assessment Resource

Achievement Standard Business Studies 90841: Investigate aspects of human resource processes in a business
Resource reference: Business Studies 1.5 v3
Resource title: Recruitment Processes
Credits: 3
	Achievement
	Achievement with Merit
	Achievement with Excellence

	Investigate aspects of human resource processes in a business.
	Investigate in detail aspects of human resource processes in a business.
	Comprehensively investigate aspects of human resource processes in a business.


Student instructions 
Introduction
This assessment activity requires you to investigate a business’s recruitment processes. To do this, you will:

· choose a business with an identifiable human resources (HR) function to investigate

· collect relevant information about the business and its recruitment processes 

· interpret this information to explain the processes involved in recruitment and why they are carried out as they are

· present your findings in an appropriate format. 

You may collect information as a group, but you will analyse this information and present your findings individually. You will be assessed on the depth and comprehensiveness of the discussion in your report or presentation.

Select a report or presentation format that meets your needs. For example, you might produce a written report, podcast, video presentation, or portfolio, or deliver a speech or slide presentation. 

Teacher note: Allow students to select a report or presentation format that best meets their needs.

In any case, you will be required to submit a list of all your sources of information. These could include, for example, interview notes, email messages, websites, and magazine articles. This reference list will not be assessed.

You will have <teacher to insert time period here> hours of in- and out-of-class time to complete this assessment activity.

Teacher note: Adapt the time allowed to meet the identified needs of your students.

Prerequisite task

This may be a group task. It will not be assessed. 

· Read the task in advance.

· Choose a business to investigate. Ideally, it will be of interest to you and have a connection to your community. Confirm your choice with your teacher.

Teacher note: Allow students to negotiate a business to investigate. It is envisaged this will be a real business to which the students have access. It must be suitable for a comprehensive investigation of the recruitment processes using multiple sources of information. Additionally, it needs to have an identifiable HR function.
· Plan how you will collect information about the business’s recruitment processes. For example, you could look at its website, search for its recruitment ads on job seekers’ websites or in the local newspapers, ask employees about their recruitment experience, and interview the person responsible for human resources. 

· Decide how you will approach different people for information, and prepare suitable interview questions. Your group might decide to ask the business’s HR manager for a face-to-face or telephone interview and send one or two questions to the company by email, for example.
Teacher note: Provide guidance to students about suitable questions and how to approach organisations and business people. For example, students could be advised to initially contact the public relations or HR manager to ask for access to an employee.

Task

Gather information

Interviews and other research may be carried out in a group, but you should take your own notes.

· Collect information about the company and its recruitment processes. Use more than one source of information (that is, more than one website, person, or business directory, for example). See Resource A for a sample of guiding questions you could cover in your investigation.

· Write or otherwise record detailed notes and/or photocopy or print out other information as necessary. You will use these materials to prepare your final report or presentation. You will also attach them to your report or presentation notes as an appendix, although they will not be directly assessed.
· As you work, keep a record of the source of each piece of information. 

The final output
This task is to be done individually.

· Confirm with your teacher the format of your report or presentation. 

· Write a report or presentation in which you comprehensively investigate the recruitment processes and also how your selected company applies these. To do this, you will interpret and explain the information you have gathered to describe how recruitment is carried out and why it is done in this way.

· Use detailed and relevant examples.

· Identify where your information has come from and cite a range of sources. 

· Use relevant business knowledge to explain why particular processes are used.

· Integrate a Māori business concept (or concepts) where relevant. 

· Submit your report or presentation as agreed with your teacher. 
· Include a list of your sources of information. 
· Attach as an appendix your interview notes, printed information, and other information you collected about your selected company.

· If you deliver an oral presentation, you may be required to provide a copy of your notes.

Teacher note: Adapt these instructions as necessary.

Resource A: Sample questions on recruitment processes 

The following are examples of questions you might consider as you investigate the recruitment processes of your selected company. These questions are based on the list of human resource processes included in the Achievement Standard 90841 section of the Teaching and Learning Guide for Business Studies on the TKI website. This is not intended to be a complete list. Nor is it the only way to approach this task. Choose an approach that works best for you and remember to explain why the processes take place within your chosen business.
Company

· What type of business is your selected company? 

· What is its organisational structure? What is its size and location?

· What is the culture of the company? What is its mission and vision?

· In what ways do these factors impact on the recruitment processes?

Specifications

· How does your selected company conduct job analysis? When does it do this?
· How does it create a job description? 

· How does it determine the person specification for the position?

Applicants

· How does the business find suitable applicants? 

· Where (if anywhere) does it advertise for suitable applicants? Why?
· How does it screen and short-list applicants? 

· What interview and testing processes do candidates go through? Why?
Hiring and induction
· How does the offer and acceptance process work?

· How is the employment contract finalised?

· What induction process does a new employee undergo? Why?
· Is there a pōwhiri/whakatau or other formal welcome? 

Assessment schedule: Business Studies 90841 Recruitment Processes
	Evidence/Judgements for Achievement 
	Evidence/Judgements for Achievement with Merit
	Evidence/Judgements for Achievement with Excellence

	The student has investigated aspects of human resource processes in a business. The student will typically do this by: 

· collecting relevant information about recruitment at a selected company

· providing an interpretation or explanation of the information

· stating relevant business knowledge

Explanation should be seen as reasoned statements about the HR cycle in general terms; why steps are taken in common recruitment processes. 
Businesses, due to their differing natures, amend a generic HR cycle to meet their individual needs. 
Interpretation suggests learners make reasoned statements about why a business undertakes the recruitment process in its own individual manner.
For example: 

Aroha Water Ltd is a registered, small-to-medium-size, whānau-based enterprise located in Onehunga. It has 16 employees, many from the same whānau. 

The company has a functional structure organised around two departments: Manufacturing (which handles extraction, bottling, and distribution) and Sales (which handles sales and marketing). A Chief Executive Officer (CEO) oversees the business and is responsible for recruitment.

· stating a Māori business concept (or concepts) where relevant.

Aroha Water Ltd is a whānau-based enterprise that values whanaungatanga (belonging and kinship). 

These descriptions relate to only part of what is required and are indicative only.
	The student has investigated in detail aspects of human resource processes in a business. The student will typically do this by: 

· collecting detailed relevant information about recruitment at a selected company

· providing a detailed interpretation or explanation of the information

· including relevant business knowledge

Explanation should be seen as reasoned statements about the HR cycle in general terms; why steps are taken in common recruitment processes. 
Businesses, due to their differing natures, amend a generic HR cycle to meet their individual needs. 
Detailed interpretation suggests learners make reasoned statements about why a business undertakes the recruitment process in its own individual manner.
For example:

The Chief Executive Officer (CEO) said Aroha Water Ltd is a registered, small-to-medium-size enterprise (SME) of 16 employees. As a manufacturing organisation with one main product, it has adopted a functional structure organised around two departments. Manufacturing, which handles extraction, bottling, and distribution, is headed by a department manager and has 10 staff, most located in Onehunga Industrial Park. Sales, which handles sales and marketing, is staffed by the Marketing Manager and one Sales Executive. The CEO oversees the business and is responsible for recruitment. She is further supported by an Administration Manager/Accountant and an Executive Assistant.

All senior managers belong to the same whānau, and it is company policy to hire family members when possible.

· including a Māori business concept (or concepts) where relevant.

Aroha Water Ltd is a whānau-based enterprise that values whanaungatanga (belonging and kinship). Informal organisational relationships are thus an important part of the business culture. Each new staff member is welcomed by a pōwhiri. 

These descriptions relate to only part of what is required and are indicative only.
	The student has comprehensively investigated aspects of human resource processes in a business. The student will typically do this by: 

· collecting detailed relevant information about recruitment at a selected company

· citing two or more sources of information

· providing a comprehensive interpretation and explanation of the information

· including relevant business knowledge

Explanation should be seen as reasoned statements about the HR cycle in general terms; why steps are taken in common recruitment processes. 
Businesses, due to their differing natures, amend a generic HR cycle to meet their individual needs. 
Comprehensive interpretation suggests learners makes justified statements about why a business undertakes the recruitment process in its own individual manner and integrates elements.
It is necessary that students explain the impacts, effects, or consequences on the business of their process. 
For example:

During a face-to-face interview, the CEO said Aroha Water Ltd is a registered, small-to-medium-size enterprise (SME) of 16 employees.

She explained that the company chose a functional structure as the most efficient for a manufacturing SME. The management team consists of the CEO, Manufacturing Manager, Sales Manager, and Administration Manager/Accountant. All senior managers belong to the same whānau, and it is company policy to hire family members when possible. 
Documents sourced from the Administration Manager confirm the whānau focus of the business’s recruitment policy. Recruitment is targeted by two principles: “whānau first” and “nurturing our mokopuna”. 

During the school holidays, mokopuna are temporarily employed to gain valuable hands-on experience in the business. 

· including a Māori business concept (or concepts) where relevant.

Aroha Water Ltd is a whānau-based enterprise that values whanaungatanga (belonging and kinship). Informal organisational relationships are thus an important part of the business culture. 

For example, each new staff member is welcomed by a pōwhiri. Candidates are also invited to bring whānau support to the job interview and pōwhiri.

One young staff member explained that bringing whānau support to the job interview helped him show how committed he was to working for the company. He also reported that the weekly whole-staff lunchtime hui helped him feel valued and allowed him to build good relationships with the senior managers. 

These descriptions relate to only part of what is required and are indicative only.


Final grades will be decided using professional judgement based on a holistic examination of the evidence provided against the criteria in the Achievement Standard.
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