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Introducing the new People Team!
Over the past 6 years, Healthcare on Hand has grown rapidly from the original start-up company we once were. Now that the company has more than doubled in size our owners no longer have the capacity to continue to be involved in all activities and as such, we are putting a small people team together to not only support the growth of the company and our people but to support Healthcare on Hand becoming an employer of choice and a fantastic place to work. The new People Team will be responsible for all aspects of people management, formalising people practices and managing all aspects of the employee lifecycle within the company. This briefing paper will give you, as line managers, an understanding of the purpose of the people team and the services which the team will provide.
[image: How to Create Learning Opportunities for the Full Employee Lifecycle](AC 1.1) What are the different stages of the employee lifecycle and what role will the People Team have in this lifecycle?
The employee lifecycle is a model which show the stages employees might go through (Figure 1). 
The first stage of the employee lifecycle is ‘attraction’. This stage is about making the organisation attractive to prospective employees through the employer brand  to stand out from competitors (Belanger, 2023). The role of people professionals in this stage is to use information from customers and employees to form and develop the employer brand. Figure 1 (Avilar Team, 2022)

The second stage is recruitment and selection. Recruitment is the process of candidates applying for a role and selection is the process of choosing candidates (McCartney, 2022). In this stage the People Team will manage both the recruitment and selection processes. Line managers may be involved in both processes to determine the role requirements and assessing candidates against selection criteria (Quilliam, 2022a). 
Once the right person for the role has been selected the people team will issue the candidate their new starter documentation and maintain the relationship with the new employee (Baluch and Main, 2022). The People Team will give a corporate induction, to cover information about the organisation and a local induction to introduce them to their team, workstation and health and safety procedures. 
After the onboarding process is complete, we will work with the employee and management to create the employee’s own development plan. This stage of the lifecycle is crucial as it has been found that development increases engagement and productivity, improves work culture and increases retention (Indeed, 2023a).
By investing in the previous stages this can support retention. There are various factors that can impact retention, internal factors such as pay, and external factors such as personal matters (Maxwell, 2021). The people team will monitor turnover and investigate reasons using exit interviews. 
The final stage is separation, where the employment contract is terminated either voluntarily, through resignation or retirement, or involuntarily, through dismissal or redundancy. 
(AC 1.2) What ways can information for specified roles be gathered and prepared?
The People Team need to obtain accurate information about roles to prepare clear job descriptions and person specifications. A job description is a ‘detailed written account’ (Collins Dictionary, 2022) of what a role involves. The typical content and headings of a job description (JD) include; the job title, reporting lines which is who they report to and who they supervise, purpose which is a summary of the role and the main duties and responsibilities of the role. 
A person specification details the requirements for a role, this can be used as criteria for selection. The essential criteria (what the job holder must possess) and desirable criteria (what is not needed for the role but are relevant) (Waite et al, 2021). 
One method is job analysis where the current job holders are used as a source of information about the role (Danao, 2023), usually by either observation or by interviewing (Indeed, no date). These methods are useful if there is only a small number to conduct, however, can be very time-consuming if there are many people in the same role. Alternatively, we can send questionnaires to job holders for them to provide information about their job (HR Grapevine, 2019). This is more time-efficient and consistent as questionnaires follow a standardised format (LinkedIn, 2023). For new roles the people team will have a discussion with the line manager to understand the responsibilities and requirements of the role (Gifford, 2021). 
Another way is using key task analysis which focusses on the main tasks of a role and breaks them down into smaller tasks. This analysis is usually conducted through observing the individual to understand how and what tasks they complete (Indeed, 2023b). The people team will use this information to produce job descriptions and person specifications for the organisation.
(AC 1.3) What are the different recruitment methods and when is it appropriate to use them?
Recruitment methods can be internal or external. Internal advertisements are aimed at existing employees, this is beneficial as applicants will already have existing knowledge of the organisation. Internal recruitment methods may include the organisation’s intranet or newsletters, these are low cost and easy to maintain (Peninsula Group, 2023). Internal recruitment methods support progression and development opportunities for staff and promotes a positive culture which can improve retention (Quilliam, 2022b). However, the range of applicants will be limited and the vacancy will likely move to another part of the organisation (Indeed, 2022). 
External recruitment is aimed at those who do not currently work for the organisation. An external candidate can bring new ideas and methods into the organisation. However, it’s important to note that these methods can take longer and might incur more costs than internal recruitment (Collins, 2022). 
Two of the most used external recruitment methods are posting on own websites (47% use this), and networking sites such as LinkedIn (45% use this) (CIPD, 2022). Both methods are easy to use and have low cost. However, unless people know about the organisation they may not see these posts therefore it is important to develop our employer brand to help promote our organisation to stand out (Peters, 2022).Recruitment events and job fairs are useful to promote ourselves to prospective candidates as well as meeting candidates in person to discuss opportunities (Smith, 2023).
(AC 1.4) Explain the factors to consider when deciding on the content of copy used in recruitment methods.
‘Copy’ is what is written in a job advert. Copy should detail the important areas such as the job title, location, responsibilities and requirements of the role, salary information, information about the organisation, closing date and how to apply (CV Library, 2019). The content of copy will vary depending on the audience that the copy is aimed at, for example, a role that is advertised only internally will not need to give details about the organisation as existing employees will already know. It’s important to write copy in a positive light to make the role appealing and to therefore attract candidates to apply (Factorial HR, 2022) but to also balance this with accurate and realistic information about the role. Copy can be made attractive and engaging by clearly and concisely communicating what makes the organisation unique, the benefits we offer and why people should work for the organisation (McLaren, 2020). 
Copy needs to be presented and formatted so the font and logos used reflect our organisation’s image. By following specific fonts and formatting the copy can support and strength our employer brand and help our job adverts to stand out from others (Mason, 2019). 
It is also important to take careful consideration with the wording used as some words or phrases could be seen as discriminatory. According to ACAS (2023) adverts must not ask for or exclude people with a protected characteristic. For example, using the word ‘youthful’ could be interpreted as excluding certain age groups by suggesting they aren’t suitable for the role. 
(AC 2.1) Explain different selection methods and when it is appropriate to use them.
Initially, a sifting process may take place, either manually by reviewing each application, or using software designed for sifting applications. This process can be used to screen out candidates who don’t meet the eligibility criteria of a role. Applications can then be reviewed again for shortlisting. Applications will be reviewed against a set shortlisting criteria. Each candidate will be scored against each criterion depending on whether they partly meet, fully meet, exceed or do not meet the criteria (Morris, 2020). 
Another selection method is interviews, these allow us to find out more about the candidate and assess against the role requirements. Traditionally interviews would be face-to-face and a telephone interview might have been used in the sifting process. However, the use of video call interviews increased by 67% due to covid-19 (Faragher, 2020) as face-to-face interviews were not permitted during this time. It can be more difficult to build rapport with candidates in comparison to face-to-face. However, video interviews may be more appropriate if travelling to the employer for an interview would be difficult for the candidate. 
Tests can be used either at application stage or in addition to interviews. They can provide an sound assessment of a candidate’s abilities and knowledge. Some tests which might be used could include attainment tests which test specific skills, ability tests which test decision-making and problem-solving or situational judgment tests which assess how a candidate would deal with situations. The type and combination of tests will depend on the requirements of the role and the criteria that is necessary to assess against. 
To follow best practice, it’s important that the same selection process for a specified role is followed for each candidate. This ensures a fair process for all candidates and that the methods used are a valid and reliable assessment of each candidate against role requirements. 
(AC 2.4) Explain the selection records that need to be retained. 
All selection records must be retained and stored securely. Applications need to be scored against the shortlisting criteria and interview notes be clear and accurate, these records then need to be retained by the People Team.  It is also important that scores for any assessment centres or tests are retained. 
One reason that these records need to be retained is because if a candidate felt the selection process was unfair they could make a discrimination claim. Selection records may need to be presented as evidence at an employment tribunal or to the candidate if these are requested through a SAR (DavidsonMorris, 2021). 
According to the Data Protection Act (2018) and General Data Protection Regulation (GDPR) “any data must not be kept any longer than is necessary for a legitimate purpose and must not be excessive” (Ayling, 2022). Having an organised and clear HR filing system in place is important as it ensures that information is easy to retrieve if it is requested but also so that people professionals can conduct HR audits to identify any data to be destroyed (Ferrer, 2018)
It is also important to retain evidence of objective decisions. For example, clear and concise notes must be taken of the candidate’s answers in an interview and any notes and decisions must be based on the assessment of the candidate against the essential and desirable criteria and not based on assumptions.
(AC 2.5) Write letters of appointment and non-appointment for an identified role. 
Letter of Appointment: 
Healthcare On Hand, 
Cares Building,
Heart Road,
Swansea
SA99 1HD
[Name of Candidate],
[Address 1], 
[Address 2], 
[City],
[Postcode]

Conditional Offer of Appointment
Dear [Name], 
We would like to offer you employment with Healthcare on Hand as [Job Title] within our [Name of Department] team starting on [Start Date]. Your starting salary will be £XX,XXX per annum pro rata, payable monthly by bank payment on the 28th of each month. 
Your line manager will be [Name of Manager], [Job Title of Manager]. 
This is a [Permanent/Fixed-term/temporary/temporary to cover maternity leave]. Your normal hours of work are XX hours per week, Monday to Friday, 8:30am to 5:30pm, including 1 hour for lunch break. Your holiday entitlement will be [number] days per year plus bank holidays. Our holiday year runs from 1 April to 31 March. 
Your usual place of work will be [Business Address], however you may be required to travel to other locations to meet the needs of the service. 
On joining Healthcare on Hand you will automatically be enrolled in our Company Pension Scheme. 
Your employment will initially be on a six-month probation period, during this time Healthcare on Hand will assess your performance and conduct. Healthcare on Hand reserve the right to extend your probationary period should it deem this necessary. During your probationary period you are required to give one week’s notice if you wish to terminate your employment for whatever reason. Periods of notice thereafter will be set out in your contract of employment.
This offer of employment is conditional subject to the following pre-employment checks: 
· Receipt of two satisfactory references, one of which should be from your current or most recent employer.
· Evidence of your right to work in the UK – you will need to provide the People team with this evidence prior to your first day. A member of the People team will contact you to make arrangements to complete this check. 
· Satisfactory results following an Enhanced DBS Check.
Full details of all of your terms and conditions or employment are contained in the Contract of Employment which you will receive. 
May we take this opportunity to welcome you to Healthcare on Hand and we hope that you will enjoy your career with us. 
We look forward to hearing from you soon. 
Yours sincerely, 
Harriet Davis
People Assistant

If you wish to accept this offer of employment, please sign at the bottom of this letter. Should you wish to discuss any of the above matters, please do not hesitate to contact a member of the People Team. 

Signature: 
Date: 


(ACAS, no date)







Letter of Non-appointment: 
Healthcare On Hand, 
Cares Building,
Heart Road,
Swansea
SA99 1HD
[Name of Candidate],
[Address 1], 
[Address 2], 
[City],
[Postcode]
Interview Outcome - Unsuccessful
Dear [Name],
Thank you for attending interview on [Date] for the role of [Job Title]. We really appreciate your interest in joining Healthcare on Hand and we would like to thank you for the time and work you invested in your application and interview. Unfortunately, I regret to inform you that, on this occasion, you have been unsuccessful in securing a position with us. The reason for this decision is [Insert reason]. 
I understand that this may be disappointing news, if you wish to discuss this outcome further, please let me know and I will arrange for either myself or another member of the people team to give you a call to discuss this with you. 
We wish you all the best for your future and hope that you will find a role that you are very happy in. 
Yours sincerely, 
Harriet Davis
People Team

(Carmichael, 2016)



Summary
The new people team will support the owners, management team and wider organisation with all aspects of the employee lifecycle and standardised people practices. This briefing paper gives an overview of the services the new team will provide, however, additional services may be provided in the future. If you have any questions regarding the information in this briefing paper please contact a member of the People Team for assistance. 
We look forward to working with you all to help make Healthcare on Hand an excellent place to work!
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