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This briefing paper should be used as guidance for line managers at Healthcare on Hand, providing them with useful tips and sights on the different stages of the employee life cycle focusing closely on the recruitment process.
Explain the different stages of the employee lifecycle and the role of the people professionals in the lifecycle (AC 1.1)  
Attraction – this would be the first stage of the employee lifecycle, to attract candidates it’s crucial the company projects a positive image and promotes a positive working culture. Although, a 2022 CIPD report found that pay and benefits is now ranked the most important element of employer brand when it comes to attracting candidates. AIHR found that 3 in 4 job seekers are likely to apply for a job if the organization actively manages its employer brand. Another question to ask yourself would be if the company is promoting a diverse brand and if there’s more that can be done.
Recruitment – at this stage, the company will advertise for an open position, this may be internally or externally. Depending on the role, a people professional would assist in the interview and selection process. it’s important that this process Is carried out fairly, Make sure the organisation’s equal opportunities policy complies with current legislation and best practice.
Onboarding – this is the final stage in the recruitment process, at this point, the employee would’ve received an offer letter and agreed to the terms of their employment contract, a people professional would carry out an induction with any new staff, ACAs advise providing a welcome pack, create a checklist of what should be covered during the employee’s induction day, outline any health and safety precautions and ensure the employee has a tour of the workplace and introductions to colleagues.
Development – Once an employee is settled in the role the next aim would be to develop their skills and knowledge meaning they can contribute more to their role and the company. As the world is changing continuously, every company should strive to keep up to date, Technological change is relentless creating learning needs in digital skills, computer skills and technical skills(Whiting & Martin 2021) a people professional would be able to identify the individual learning need and arrange relevant training. Performance reviews and feedback are also important parts of developing employees as they can lead to new responsibilities and pay increases. (Indeed 2022), therefore maximising employee satisfaction.
Offboarding / Exit – this is the separation part of the employee life cycle, whether by retirement or resignation or involuntary reasons such as dismissal, redundancy, or death in service. The offboarding process needs to be smooth in terms of arranging handovers and handing over the equipment(aihr). A people professional will be fully involved in this stage to ensure the proper paperwork has been completed and an exit interview carried out resulting in a positive end of the working relationship, A Boomerang survey found that 40% of HR professionals said they had hired half of their former employees who re-applied for a job with them.
A people professional is involved in each stage throughout an employee’s career, HR should ensure each stage is carried out effectively complying with legislation and laws and offering any support and advice to managers and employees.
Explain ways in which information for specified roles can be prepared (AC 1.2)
A job analysis is one way to gather information about a specific job, it has been emphasised that effective job analysis has long been considered to be the essential foundation of any ‘good practice’ approach to the recruitment and selection of staff (Taylor S 2010). A job description can be developed from information gathered in the job analysis, this document is very much focused on the job itself and what is expected from the successful candidate it will include information such as job duties and responsibilities, education, training, salary, and location of the job. Another document that is derived from a job analysis process is a person speciation, this is more related to the candidate’s skills, experience, and personality and whether they fit with the role. A person specification is usually split into 2 sections ‘desirable’ and ‘essential’. A good person specification isn’t discriminatory and allows for diversity whilst being specific to the needs of the job (Crunch Poster 2021), gender-specific words should be avoided, and try not to include unnecessary requirements for the role, e.g fluent speaking in a language or driving license essential. 


Different recruitment methods and when it is appropriate to use them (AC 1.3)
Some methods of recruitment are online advertising, use of recruitment software or the company website. For more specialised roles there’s the option of using recruitment agencies, Using a recruitment agency can save time and the in-house resource that you need to dedicate to recruitment, experienced recruiters have a large pool of candidates with the skills the company is looking for. The proportion of UK organisations that use agencies is growing: 40% now use a mix of in-house and outsourced approaches (CIPD 2015). Internal recruiting is a low cost simpler method of recruitment, its sometimes used as a human resource strategy that prioritizes hiring current employees for new or open positions within their existing company (Indeed 2022) it can also be used to transfer an employee from a temporary position into a permanent role. Online advertising is amongst the most popular method of recruitment, this involves advertising on various job boards and on social media platforms such as Linked In, Twitter or Facebook. Online advertising is also one of the most cost-effective and quickest external recruitment methods (Davidson Morris 2023).


Factors to consider when deciding on the content of copy used in recruitment methods (AC 1.4)
Cost is a big factor when deciding which recruitment, and the type of role plays a big part in what method will be used. If recruiting internally the job advert may differ from an external advert as current employees would already know the ins and out of the company, the language used may also be less formal. The content of a recruitment method should mirror the company’s values, this way the candidate will know what to expect from the job if successful. A people professional or manager should ensure it’s not overly complicated, filling it with too much information or too much ‘essential’ requirements could prolong the recruitment process and limit interest in the role. Another factor is the time it’s going to take for an HR professional and the hiring manager to review and validate the information in the job description for use in the recruitment outreach. It takes time to create a compelling and accurate job posting, one that is appealing, clear and understandable, accurate, and legally compliant. (Picardi C.A 2020)


Different selection methods and when it is appropriate to use them (AC 2.1)
Psychometric tests can be an effective method, used correctly, psychometric tests allow employers to systematically assess individual differences (for example in ability, aptitude or personality). (CIPD 2022). This method is useful when there’s a large number of applicants as the tests can be completed online, it is advised that decisions should not be made using psychometric tests alone but should form part of a wider selection process. Another selection strategy is conducting assessment centres, these could include group discussions or group presentations, a benefit of using assessment centres is that they cover a range of different skills tests. Assessment centres should be overseen by experienced selectors to ensure objectivity and consistency. Selectors must be trained to observe, actively listen, record, classify and rate behaviour, and seek evidence accurately and objectively against the job description and person specification. Some companies require a written reference from someone who knows the candidate well, usually, this is their current employer. References can include useful information about the candidate for example, personal qualities, and punctuality. A traditional selection method would be one-to-one interviews, a hiring manager may first shortlist application forms or CVs narrowing down to a select few candidates to invite in for a face to face interview, Stephen Taylor (2010) explained how one-to-one interviews have the advantage of informality helping to reduce the artificiality of the process encouraging the interviewee to relax, on the other hand, more senior roles may require a panel interview, this sort of interview is considerably more formal with 4-5 interviewers present, this method isn’t suitable for an entry-level job.

The selection records that need to be retained (AC 2.4)
During the recruitment process information is gathered on each candidate, their CV, interview notes and selection scores, this is known as personal data under the General Data Protection Regulation(GDPR). Employers have the right to ask for criminal records check under the Rehabilitation of Offenders Act 1974, Disclosure and Barring Service (DBS) checks are requested in certain professions such as health care professions, teachers and carers this counts as sensitive data. CIPD recommend having a document retention policy in place so that documents are kept for as long needed but no longer. A CIPD factsheet also recommends holding recruitment records for unsuccessful candidates for between 6 months to a year. Because of the time limits in the Equality Act, relating to advertising of vacancies and job applications should be at least 6 months. Successful candidates’ application records should be securely stored in their employee file. (CIPD 2022)
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Letter Of Appointment

Ref: HR
Date:
PRIVATE&CONFIDENTIAL 

Dear (candidate name)

Following your recent interview with (hiring manager, job title) we are pleased to offer you a position with our company. I understand you can start with us on (start date). Please confirm if this date is correct.
Your role with be that of (job title), this is full-time permanent position. Your working hours will be (working hours)
Your salary will be (salary) per annum, the offer is subject to a 6 month probationary period.
Congratulations and welcome to the team at (company), we look forward to working with you.

Yours Sincerely 
Signature











Non Appointment Letter

REF: HR
Date: 
Private & Confidential 

Dear (candidate name)

Thank you for taking the time to apply for the position of (job title) here at (Company).
Unfortunately, we won’t be progressing your application further at this time.
We encourage you to apply for any future open positions here at (Company).
Best of luck with your future endeavours!
(Name)
(Signature)
(Job Title)





