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Level 3 Certificate in Recruitment Practice 

Coursework Two
Unit 3-2: Understanding legal and ethical requirements in recruitment
Unit 3-6: Understanding the principles of assessing people
	Learner: 

	Telephone 1: 

	Company name: 

	Telephone 2: 

	Study Coach: 

	Date of submission: 




	This coursework is a learning and revision tool that is an integral part of the course. The coursework is designed to aid your learning and should not be interpreted as a sample examination paper, not does it cover the full range of content that may appear in the examination.  

Do remember your Study Coach is there to help and will give full feedback on your coursework when it is returned to you. 

Please complete your answers to the coursework questions for units 3-2 & 3-6 using the table below and email the word document to your allocated Study Coach. You must ensure all 6 units are completed by the deadlines outlined in your Study Guide. 




	Unit 
3-2
	Understanding legal and ethical requirements in recruitment



	Q. 2a
	Della Simpson is a recruitment consultant and you have been asked to act as her mentor.  She has been given the go-ahead to recruit a Chef for a nearby women’s refuge.

Della has quickly put together a draft advertisement which will be appearing on various specialist job boards and your own consultancy website “Jobs” pages. Normally, Della would ask the Company Secretary (a former Solicitor) to check the legality of the advertisement.  Unfortunately, the Company Secretary is away on holiday until next week.  

Della knows that you have a good understanding of law and seeks your views on the main content of her advertisement as she wants to ensure that it does not contravene the law:

Michelle Obama Women’s Refuge

The Refuge offers temporary accommodation for up to 20 women and their children who are sheltering from abusive relationships.

We require a full-time, live-in, female chef to provide a full catering service for our residents and staff.

Applications are especially welcomed from the Afro-Caribbean community.

Explain, making reference to the relevant legislation, why this advertisement may be legal.
(8 marks)



	Answer


	Q marks awarded = 


	Q. 2b
	Later in the day, Della approaches you again and says that another client has contacted her with a requirement for another chef, this time on a temporary basis, to work at a local training college.  She says “this is a live-in role and the college are providing accommodation on site”. 

You know that this has certain implications for consultancy.   Briefly outline three steps that Della must undertake, prior to the temporary candidate taking up this role, given this new information. 
(3 marks)



	Answer


	 marks awarded =



	Q. 2c
	Della tells you that her Partner, Angus, is a student studying for a degree in Chemical Engineering. Angus has applied to do some bar and general handy-work during his summer vacation at a nearby hotel.  He says that the licensee has told him that all of his bar staff work on zero-hour contracts.

Della says that Angus has heard a lot about these contracts on television, but Della wants to know if this would give him worker status.  She is not certain about this, so she seeks your advice.
Briefly outline four of the characteristics of zero-hour contracts (also known as casual work) which would give Angus worker status.

 (4 Marks)



	Answer


	 marks awarded =



	Q. 2d

	Meanwhile, your thoughts return to the training course that you are presenting to your consultancy’s latest batch of trainee recruitment consultants.  You know it is important that they have a full understanding of the Codes of Practice that you comply with.

You decide you will ask your trainees to explain what benefits can be gained from working in line with Codes of Practice.

Identify a relevant, externally developed Code of Practice, giving four ways in which your consultancy may benefit from working in line with it:

(4 marks) 



	Answer
	Q marks awarded = 


	Q. 2e

	You know it is important that your trainee recruitment consultants understand relevant legislation.  

You are aware from previous sessions, that a number of the trainees use the terms ‘employment agency’ and ‘employment business’ without really understanding the significance involved.

a) Briefly give a legal definition of an ‘Employment Agency’
(2 marks)

b) Briefly give a legal definition of an ‘Employment Business’
 (2 marks) 



	Answer
	Q marks awarded = 

	Q. 2f
	Your Manager has asked you to include some material on disability discrimination in your presentation to the trainee recruitment consultants.

He agrees with you that a comparison between the medical and social models of disability will help to place the legislation in context.

Give the legislation that gives fundamental rights to people with disabilities and briefly explain your understanding of the social model of disability.
(2 marks)



	Answer
	Q marks awarded = 


	
	(Unit 2 total = 25 marks)

Total unit 2 marks awarded =


	Unit 
3-6
	Understanding the principles of assessing people 


	Q. 6a
	Your colleague, Della Simpson, has been asked has to set up a face to face biographical interview with a candidate for an assignment she is handling on behalf a new client.

a) What does Della mean when she refers to a biographical interview?
(2 marks)

b) Other than reading through the CV, give four actions you would expect Della to take in order to create the right environment and atmosphere before starting the interview?
(4 Marks)

	Answer


	Q marks awarded = 



	Q. 6b


	The following day, you get a phone call from Simon Carter, the Human Resources Manager at FGPD.  He asks if you would be able to assist with some competence based interviews. 
You know that Simon worked as a CGI Designer himself so his experience, along with your your own IT expertise, makes you confident that you can deliver good results from the competence based interviewing.

Simon tells you that he is comfortable with the content and main structure of the interviews, but is not entirely sure how he should close the interviews.

Briefly outline two steps that should be taken in order to close a competence based interview.

(3 marks) 


	Answer
	Q marks awarded = 


	Q 6c


	Back in your own offices, you observe as Della goes through a number of face to face registration interviews.  

You make notes as the interview develops in order to give feedback later in the day. In particular, you noted three questions that you wanted to discuss with her.  Identify and explain why Della should avoid using the questions that you noted:
a) “Ok, so tell me about yourself…”

(2 marks)
b) “If you were combine harvester, what colour would you be?

(2 marks)

c) “I see you worked in an accounts office.  Would you describe yourself as good with numbers?”
(2 marks) 



	Answer
	Q marks awarded = 


	Q 6d
	Della clearly appreciates your guidance and you know that her shortlist of candidates will be sent to her client shortly. Della has given the candidates a full briefing about the client and the job.

In the meantime, she asks for your help in terms of providing feedback to the candidates you observed her interviewing.
Briefly explain the role that feedback plays at this stage.

(4 marks)


	Answer
	Q marks awarded =

	Q. 6e
	You check your diary and see that you have a candidate interview lined up for 5pm tomorrow afternoon.
You see from the candidate’s CV that she is a wheelchair user, so you know that you will need to make reasonable adjustments.

a) Explain what is meant by a reasonable adjustment

(2 marks)

b) Give two examples of reasonable adjustments that could be made in this situation. 

(4 marks)


	Answer
	Q marks awarded =


	
	(Unit 6 total = 25 marks)

Total unit 6 marks awarded = 





