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	ASSESSMENT CRITERA:
· 1 This is an assignment set by your tutor and you will be assessed on vocational skills and technical skills. 

· 2 You will be given a grade for each of the task according to the Performance Criteria indicated.

· 3 You will be given an overall grade for the assignment. That grade will reflect the quality of the final report, how well you have applied technical skills in the various skills from across your programme as indicated in the Performance Objectives below.

	Pass: Grade, which range from 50% to 64%.

The report will be well presented in business format and style. It will satisfy the basic requirements of the assignment showing that the problem set was understood and has been reasonably well investigated. Essential information will be presented cogently with some comparisons and relevant examples being offered. Examples however will be of limited range and generalized - albeit informative

To earn a pass you must:

· Show that you have applied appropriate skill and worked out without undue tutorial support. 

· Show that you have followed the instructions and completed all the tasks.

· Complete all essential paperwork so that it realistically reflects your activities. 

	Merit: Grade, which range from 65% to 84%.

Examples will be well chosen and detailed enough to demonstrate the standards, concerns and applications of staff selection to the reader. There will be some useful analysis and relevant examples. Staff selection skills, methods and responsibilities will be well explained. There will be evidence of understanding of how good quality selection processes and decisions may be secured - albeit with some gaps and awkwardness of argument. The report will show wide reading and integration of concerns and concepts into the argument and these will be well referenced. The display will offer interesting and helpful examples and sound advice.
To achieve a merit you will have to:

· Achieve all the requirements of a pass

· Reach a very high standard of assessing and analysing the Business Proposal. 

· Prepare the Accounts or statements using the correct layout with no errors.

· Do all tasks using computer and written using appropriate language and will contain few spelling and grammatical errors.

· Include all essential information in your paperwork.

	Distinction: Grade, which range from 85% to 100%.

The report/display will be very well researched and very business like. They will offer significant conclusions and advice showing sharp, critical insights into the activities, competencies, judgment and regulative aspects of staff selection. There will be a clear comparative and critical evaluation of the selection process, behaviours, methods and responsibilities and equal opportunities methods

To attain a Distinction you will have to:

· Achieve all the requirements of a Pass and Merit.

· Show that tutorial support was limited and selective.

· Written using appropriate language and will contain no spelling and no grammatical errors

· Achieve a very high level of skill attainment and autonomy.

· In addition to everything above, your work reaches marketable standard.


	REVIEW 

	Comments from Tutor


	Agreed Targets

Individual Base

A student must produce a complete assignment and demonstrate all topics are covered. Written material must be realistic and suitable with the local situation. Must be able to identify and show an appropriate solution for each task. Remember no BOOKISH answer
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Part One
Scenario  

The typist who could not sit

Hjh. Norhidawati 22 years old, a PND in Business and Finance from SVSB, join Baiduri Construction Sdn. Bhd. nine months ago. She was placed as an administration clerk.  She proves to be a very good and efficient employee, whenever any kind of work given to her she finishes it quite professionally. She has a good command on MS Office and some accounting soft wear. Sometime her colleagues ask for some computer related tips to solve their problems. She never had any kind of attitude problem with her colleagues. She is very friendly and helpful person, which makes her a quite popular satff member. She really enjoys her work. 

There was a big problem with her supervisor, Hj. Ali; he observed that as soon as she completed her work she goes to other desk for chatting with her colleagues, which create some problem, some staff members are unable to complete their work on time. He also observed that she is receiving and sending a lot of SMS and sometime she talks to her fiancé for very long time during office time on her hand phone.

Hj. Ali explained it to her for a number of time that this not right and she should be on her desk all the time, and she should not be abusing the usages of personal headphone in the office. Hjh. Norhida takes Hj Ali his advice seriously but after few weeks she forgets about it.

Almost every month Hj Ali counsels her that should use her ability to help her to improve her position in company. She can be promoted if she becomes more serious, but he realizes his approach is not working.

TASK 1   (10 Marks)
Hj. Ali approaches you in HR department and seeking for your advice, what kind of help and advice you may provide to Hj. Ali. (200 words)

TASK 2 (10 Marks)
How can HR department prevent such situation from arising? 

(400 to 500 words)

Part Two

Read this real life news clipping from BBC ON LINE NEWS
BBC ON LINE News

5 April 2011 UK 17:38 GMT
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James Glennon Packaging Dunmurry, UK, fined over boy's lost hand
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The young employee had to have his right hand amputated 

A Belfast teenager who lost his right hand in an industrial accident has said the injury has made his life "hell". 

The firm responsible was fined £12,000 on Friday after admitting four breaches of health and safety regulations. 

James Glennon Packaging Ltd, based in Dunmurry, has also been ordered to pay £1,194 in costs.

Conor Fitzsimmons was in his first week of work in January 2010 when he lost his hand in a printing machine.

He was trying to free a bag which had become stuck. But because there was no guard his right hand became caught up in the rollers.

Mr Fitzsimmons said he suffered "extreme pain" when his arm was trapped.

"It was all a blur. The ambulance and fire brigade came and the fire brigade had to open the machine up with these big power drills," he said.

The young employee had to have his right hand amputated following the accident.

Mr Fitzsimmons said his life had been "hell" since the accident.

"I can't tie shoe laces, can't put a pair of socks on, I can't do anything," he said. 

'Dangerous moving parts' 

"I would go out, but I can't do anything, even playing football I'm falling all the time because of my balance."

An investigation found that the company had not identified the hazards nor had it put sufficient safety measures in place.

The company had also failed to take account of the inexperience of young workers. 

After the hearing Kevin Campbell, an inspector with the Health and Safety Executive for Northern Ireland's major investigation team, said it was "vital that companies identify and address hazards within the workplace". 

"Measures must be taken to control and limit access to dangerous moving parts of machines," he said. 

"The employer must carry out risk assessments which take account of the inexperience of young workers and ensure that they are adequately protected from any health and safety risks in the workplace."

The machine at James Glennon Packaging has now been fixed and a metal cover is in place to stop any repeat of the accident. The company was not available for comment. 

You are expected to read this news several time before you attempt the following questions.

Assume you are working as Human Resources Manager in James Glennon Packaging Ltd,

TASK 3 (6 Marks)

What are the key Health and Safety issues are not implemented or practices in James Glennon Packaging Ltd? (10 issue)

TASK 4 (6 Marks)

How these accidents can be avoided (reply to above 10 issues)
TASK 3 (5 Marks)

Write down all the references that you may have used to produce the assessment.

(E.g. Book Title, Author full name, web site address, Class hand outs)

(You may use a book for reference and guidance only, if you use any Book for reference you are required to print the chapter name and page number)

HRM
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