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Introduction

As you are aware Healthcare on Hand is a home healthcare company which provides care to children and adults with complex needs.  Since Healthcare on Hand was first founded in 2017 our service has grown post-haste as has the demand for health care being provided in the comfort of our service user’s homes.  Although the owners have taken great pride in being involved in all aspects of people management, including interviewing all prospective employees, the time has now come to expand our Team further to meet the demands of the business.  Therefore, a People Practice Team has now been formulated to undertake all future aspects of people management.  This briefing paper will act as a guide to you, as appointing People Managers, to the employee lifecycle and introduce the services the new team will provide.   

Main findings 

Employee Lifecycle 
Cattermole (2019) defines the employee lifecycle as an employee’s journey within their organisation and the 6 stages they go through from the start of the process; attraction, to the end; separation.   

Attraction:  Key components to attract new employees could include the organisations vision and values, this can help to attract staff if they themselves find them inspiring and share the same values (Bright HR, 2010) as can a positive reputation.  According to CIPD (2022) having a positive employee brand is highly beneficial to attracting prospective candidates with a major contributing factor being pay and employee benefit schemes.  

Recruitment & selection:  This can be seen as the process to seek potential candidates to help meet organisational requirements, however always ensuring to abide by the Equality Act 2010 (GOV.UK, 2010) taking into consideration any protected characteristics and indirect discrimination e.g. stating applicants must have a minimum term of experience, for example 10 years, which could be indirectly discriminating against younger applicants (ACAS, 2021).  

Onboarding:  This occurs immediately after the offer and acceptance of the employment stage.  By creating a positive and effective process this will result in employees integrating into the organisation quickly and seamlessly and “49% of employees who went through effective onboarding reported contributing to their team within the first week” (Fica, 2018).  



Development:  By training and developing our staff this can help employees to achieve their professional goals and can aid in the organisation meeting their strategic objectives (Maxwell, 2021a) and according to Purcell et al (2003) by offering staff development and showing an interest in employees career progression this can make staff feel appreciated and valued which will in turn enhance retention rates.  

Retention:  Retaining our staff plays a vital part in the employee lifecycle as this can help to not only save the organisation the costly process of continuously advertising jobs and recruiting new staff but also results in high employee engagement and appropriately skilled employees (Abbott, 2022). 

By also offering employee benefits we can help our staff to feel valued and recognised creating an inclusive and engaged workforce which is key to retaining staff.  A survey by Survey Monkey (2019) stated that 63% of employees who felt recognised are more unlikely to seek alternative employment.  

Separation:  This step involves the termination of the employment and relationship between the employee and the organisation in effect ending the employee lifecycle.  This could be due to several reasons e.g. retirement, resignation, redundancy or dismissal (Waite et al., 2021 p.103).  By conducting exit interviews when an employee leaves, we can establish the reasons why they leave and this can help us to improve our processes for current and future employees and improve our business culture (Peeps HR, 2020).  

The role of the People Professionals and how we can help   
As People Professionals we play an integral role in developing and overseeing our employee’s lifecycle to ensure we continuously progress striving towards engaged and happy employees who will in turn help the organisations growth (Fechter, 2021).  

Although the lifecycle is guided by the People Professionals, we are also required to abide by employment laws.  By proactively implementing and updating our organisation’s policies regularly to comply with these we can reduce the risk of any legal implications which could range from employee relation issues to workplace safety (Factorial HR, 2022).  

By offering exit interviews to employees who leave the Organisation we can gather information and data to determine any common issues that arise or any ‘hotspot’ areas.  By gathering in depth detail on our employee turnover rates this can enable us as People Professionals to be proactive in implementing positive change within the workforce and improving our overall business culture.  It can also provide us with further insight into other businesses and what has attracted the employee to the new job (Berns, 2022).  

Preparing information for specified roles 


[bookmark: _Hlk116981146]According to Waite et al. (2021 p.105), before a vacancy is advertised certain criteria needs to be assessed which can be done in the form of a job analysis i.e. has the role changed or differed from the original job description, is this going to be a completely new role or can the decision be made that the role is no longer required to save the organisation resources.  



The information gathered plays an important part in not only ensuring the line manager has up-to-date and accurate data but also us as People Professionals so sound evidence-based decisions can be made (Picardi, C. 2020).  

If it is established that the role is still required following a job analysis you could then begin to develop a job description and personal specification.  A job description is not only beneficial from a recruitment point of view but also for an employee as it will help to set out clear views and expectations of what the role entails which can impact on engagement, motivation and achieving goals (Paydata, 2020).  

Recruitment Methods  
There are several recruitment methods available, but it is important to decide what method is appropriate to suit your service requirements and take into consideration your budget.  

Internal job opportunities can aid an employee’s career progression and skillset which will help to improve retention rates and also aid in succession planning (CIPD, 2021).  Internal posts can also be quicker, decrease onboarding time and save the organisation money (Bika, 2018a).  

However, according to Indeed (2022) advertising a job externally does not only increase your pool of candidates but will also enhance your chance of finding appropriately qualified employees who can bring a new vision and perspective to the organisation and can increase diversity which is why social media outlets like LinkedIn are a popular choice for external recruitment as you can reach a wide pool of a candidates and also has economical and laboursaving benefits (Shethna, 2016).

Factors to consider when deciding recruitment material
When creating a job description consideration needs to be taken to ensure you are providing an accurate and clear picture so prospective candidates remain interested and ensuring they understand what the vacancy entails (Waite et al., 2021 p. 111).  This should include information such as; job title, job description, personal specification, salary, key benefits, name of the organisation, closing date and how to apply.   

For example, if your advert is only for internal candidates there is not a requirement to state your organisation’s values and strategies as these should already be known.  However, it is key to state what the departments’ role is in the organisation and how the role that is being advertised fits into the team (Bika, 2018b).  

Selection methods 
This includes the shortlisting of applications and determining which candidates are successful in proceeding to the recruitment stage (Maxwell, 2021b).  These methods could include application evaluation, interviews, or assessment centres.  

During the selection method artificial intelligence is becoming increasingly popular.  This can help to eliminate human bias and HireVue state that they had a 16% increase in a diverse workforce by using this method according to Ribeiro (2020).  However, although technology has advanced over the years Fitzell (2022) argues that “hidden biases in AI have led to the exclusion of perfectly capable and highly qualified neurodivergent employees”.  

It is therefore important to consider all factors when establishing what selection method you are going to use and also provide candidates with the opportunity to disclose any information they may feel will put them 



at a disadvantage of certain selection methods.  This will then enable us as the employer to make fair and reasonable adjustments ensuring we are non-discriminatory (Bond, 2021).  

Retaining selection methods
According to Ayling (2022) unsuccessful candidate records e.g. application forms and interview notes, should be kept for a minimum of 6 months, however a year is advised as time constraints for raising a claim can be lengthened.  By retaining this information, you can safeguard the organisation by being able to provide evidence as to why the candidate was not successful if a discrimination claim is filed (Falconer, 2018).  

Successful candidates records should be transferred to their personnel file and all selection records should be kept following the organisations policy taking into account GDPR regulations in a secure locked cabinet if paper copies or password protected if electronic (DavidsonMorris, 2020).  

Conclusion
To summarise, the employee lifecycle is an integral part of any organisation and with a full and concise understanding this can aid in improving overall employee experience resulting in productive employees and also improve workforce management (Holliday, 2021).  

People Professionals play a key role in the employee’s lifecycle and how they pass through each stage whether this be through implementing policies or the onboarding process to maintain a consistent and fair approach is taken and ensure they are all aligned with the organisations strategies.  As stated by Symonds (2022) understanding the employee lifecycle within the organisation can help to ensure you attract, recruit and retain the right candidates which inevitably helps to build a positive and driven workforce.  

Recommendations
· Ensure employment laws considered throughout the employee lifecycle to avoid any unnecessary employment claims and keep up to date with HR processes and policies 
· Offer regular training and development to staff to ensure they feel competent in their job 
· Undertake employee research via exit interviews or staff surveys and develop strategies to meet business requirements 

Further information can be found by visiting our Intranet at:  http://healthcareonhand.com/hr.co.uk or by ringing 01554 783780
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Healthcare on Hand 
1st Floor Glien House
Johnstown 
Carmarthen
SA32 2RP

[INSERT DATE HERE] 2022

Private and Confidential 
[Candidate Name]
Street 
County 
Post code 

Dear [candidate], 

Job reference: [insert here]

Firstly, I would like to take this opportunity to thank you for taking the time to apply for the vacancy of [insert job title] at Healthcare on Hand.  

I am pleased to confirm that you have been successful in our recruitment process, and I would be delighted to offer you the role of [insert job title].  The offer of employment is conditional subject to satisfactory pre-employment checks in the form of;

· Suitable satisfactory references 
· A satisfactory Disclosure and Barring Service (DBS) check - receipt of an adverse check could result in termination of employment or withdrawal of offer of employment 
· Satisfactory occupational health check 
· Proof of Right to Work in the UK 
· Proof of Identity

A start date will be agreed with your Line Manager following receipt of the above.  

I would be grateful if you could confirm acceptance within 10 days of receiving this letter by way of emailing the Recruitment Department quoting the job reference which can be found above to; recruitment@healthcareonhand.co.uk. 

Once you have confirmed acceptance of your offer, your contract will be sent to you via post which we require you to read, sign and send back to us within 10 days of receipt.  This will include all details relating to salary, employee benefits, annual leave entitlement and main duties and job role.  

If you have any queries or questions, please do not hesitate to contact the Recruitment Department on 01554 783785.

Once again, I’d like to thank you for taking part in our recruitment process and congratulate you on being successful. 

Kind regards,


[insert name]
[insert job title] 
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Healthcare on Hand 
1st Floor Glien House
Johnstown 
Carmarthen
SA32 2RP

[INSERT DATE HERE] 2022
Private and Confidential 
[Candidate Name]
Street 
County 
Post code 

Dear [candidate], 

Firstly, I would like to take this opportunity to thank you for taking the time to apply for the vacancy of [insert job title] at Healthcare on Hand.  

The selection panel have carefully considered all applications for this post of [insert post here] and I regret to inform you that unfortunately, on this occasion, you have not been successful during the recruitment process.  

We appreciate the time you have invested in making your application and understand this must be disappointing news.  

We encourage you to apply for any future posts with Healthcare on Hand for which you qualify.  Thank you again for your application and best wishes with your job search.  

Kind regards, 


[Insert name]
[Insert job title] 





Carry out job analysis 


Create job description / personal specification


Advertise the job






Attraction


Retention


Seperation


Recruitment & selection


Onboarding


Development


