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Healthcare on Hand – The People Management Team
Briefing paper written by Jolanta Kalnina.

Overview of the organisation:
Founded in 2017, Healthcare on Hand provides health care services to both children and adults with complex needs in their own homes. When the organisation first started up, the owners took charge of all aspects of the People Management process, including interviewing new employees and conducting the overall onboarding process. However, Healthcare on Hand is now a rapidly growing organisation and the owners can no longer continue to be involved in all of the processes.
Introduction: 
A small people team has now been appointed to help formalise these processes and to be responsible for all aspects of people management. This paper will provide a brief but concise summary of the services the new team will provide within the employee lifecycle and the benefit of this to the line managers. This includes covering all aspects such as attracting new employees, recruiting and selecting them, developing their skills and knowledge and introducing effective methods of retaining these employees.
Main Findings:
AC 1.1 - The different stages of the employee lifecycle and the role of the people professionals in the lifecycle:

The Employee Lifecycle consists of six key stages; attraction, recruitment and selection, onboarding, development, retention and separation. 
        The team will attract prospective employees through branding of the organisations culture, vision and values and employee value proposition. The views of external and internal stakeholders will be analysed to measure the effectiveness of this branding (Gary, 2019). 
       A vacancy will then be advertised internally and/or externally, and selection will take place from the pool of candidates that have been attracted. The successful candidate will go through the onboarding process by completing the required vetting, referencing and security checks, after which the team will issue the new employee with the offer letter, contract of employment and new starter documentation. Both a local and corporate induction will be carried out along with a physical and social orientation to help the new employee settle and understand their role in the organisation. Managers must hold regular review meetings with the employee after this to ensure concerns can be identified and supported early on (Godinho et al., 2023). 
       The team will then look to develop the employee by identifying their individual needs and helping them to enhance their skills, knowledge and competency and retain this talent in the organisation (Waite et al. 2021, pp. 94-104). To ensure good retention, the team will measure employee turnover and conduct exit interviews to help line managers to identify trends and put actions in place to reduce turnover in the future (Miller, 2018). 
     Naturally, there will be a time when separation occurs due to reasons such as the ending of a contract, retirement, resignation etc. and thus the cycle will start over (Waite et al. 2021, pp. 94-104).  





AC 1.2 - Different ways in which information for specified roles can be prepared:

When a new employee/job role is required, the team will produce different ways in which the information for the specified role can be prepared. For example, through a job description and a person specification. The job description will need to include a clear job title, reporting lines to show the level of responsibility required and a bulleted list of the main duties and responsibilities, of which will be reviewed regularly to ensure accuracy (Waite et al. 2021, pp. 106). A person specification can then be derived which specifies the qualifications, skills, experience and other attributes required to perform the job role, these will be separated into specified essential and desired criteria and will be used to select the successful candidate and form the basis for the recruitment process (SOAS, 2022). This information will be acquired through a job analysis, this may include holding interviews, observing or conducting questionnaires with current staff to understand their outputs and inputs or if the role required is completely new, then we can carry out a key task analysis with the line managers by focusing on the key tasks required and then braking them down into sub-tasks (Waite et al. 2021, pp. 105). Overall a job analysis will help to improve productivity and enhance work processes (CIPD, 2021) by allowing the managers to identify what knowledge and skills the organisation may be missing and what is required to fill those positions, this can also identify any training needs that are required for current employees (Hawthorne, 2022).

AC 1.3 – Different recruitment methods and when is it appropriate to use them: 
The team will then advertise the vacancy, this will be done both internally and externally. Internal recruitment methods will help to attract existing employees and increase commitment and loyalty (Waite et al. 2021, pp. 107).  but external methods will help to challenge the ‘status quo’ and bring in new ways of working and ideas to the organisation (Taylor, 2021).
According to the CIPD (2022), Professional and social networking websites are the most effective external methods for recruiting new candidates and are ideal for recruiting passive candidates, this is supported by Verlinden (2019) who writes that the possibilities for recruiting on these websites are now endless and expand far beyond the usual LinkedIn, Facebook and Twitter. For example, if an organisation is seeking to recruit the younger generation, 86% of this generation will be choosing a social channel to seek jobs. This external recruitment method is also effective in reaching marginalised candidates, for example, job adverts can be posted on ‘Mumsnet’ for mothers returning from maternity leave and so on (CIPD, 2022). 
An internal recruitment method can be to use noticeboards in the workplace. The job advert can be printed off and attached to the noticeboard, this is to be used when some employees may not have access to the technological recruitment methods (Waite et al. 2021, pp. 108).  According to DeVaro (2020), this internal recruitment method is useful when workers require motivation through promotions and when the cost of a ‘hiring mistake’ is too large. Overall it is very cost-effective and will help to create a strong internal labour market (Taylor, 2021).
       
AC 1.4 – Factors to consider when deciding on the content of copy used in recruitment methods: 

There are many factors to consider when writing a job advert. According to ADVISOR: Build a Top Team (2011), the first step is to ensure that the advert avoids discriminatory language that would violate certain employment legislations, for example, gender specific job titles must be avoided. Along with this, the CIPD (2022) states that diversity statements should be avoided as no evidence exists to prove that diversity statements will increase the chances of marginalised groups being hired and they are more likely to backfire. 
Several sources also show that sugar coating should be avoided as job adverts that are transparent and honest attract better and more passive candidates (Morgan Kckinley, 2022), for example, presenting the salary is shown to increase equality in pay and pay transparency (Baker, M. et al. 2019) and so these adverts generally have a larger application rate (Pierce, no date). 
The job advert should be clear about the roles, requirements and expectations and it must reflect the organisations culture and values, as well as explaining the benefits package and how to apply (The Right Way to recruit, 2011). More importantly, the language should focus on addressing the target audience and what they would want and need, therefore it is essential that the research is carried out on the target audience (Sitali, 2016). For example, what would be the professional goals and values of the organisations perfect candidate? What makes them happy? The advert should be tailored to these answers to ensure that the candidate will fit in into the organisation both ‘culturally and professionally’ (Shleyner, 2022). 

AC 2.1 – Different selection methods and when it is appropriate to use them:
The next step will be to start selection, several selection methods are usually required before a successful applicant can be chosen (Waite et al. 2021, pp. 116).  Zvemhara (2023) writes that the most frequently used selection method is the interview and that this is the method viewed most positively by the candidates. As a lot of criticism exists regarding interviews, it is important that the right type of interview is chosen and several sources agree that the most effective type is a structured panel interview (CIPD, 2015). A structured panel interview predicts future job performance better, it focuses clearly on the specifics of the job and all candidates will be responding to the same set of questions, which leads to fairer judgement (Jahan, 2016). Although this could be overwhelming for the candidate, it avoids risk of personal biases, interviewers can compare different opinions and the candidate has a chance to meet all the relevant people (Wilkinson, 2018). In contrast, a more current popular selection method is the use of tests; these can be completed online and does not involve human contact and can be used as a way to shortlist for interviews. They are used to test levels of intelligence, abilities and personality characteristics (Waite et al. 2021, pp. 125). It is shown that organisations that use tests are expected to have more reliable and less high-risk outcomes when choosing successful candidates and it is effective in predicting future performance (Jacobs, 2018). Tests are an ideal selection method if there is a large number of applicants or a large number of recruits are required, they should also always be developed by occupational psychologists (CIPD, 2022). 
AC 2.2 – The selection records that need to be retained:
The selection records that should be retained include application forms, interview records, tests, decision and scores (Waite et al. 2021, pp. 131). The Data Protection Act 2018 (DPA) and the EU General Data Protection Regulation (GDPR) do not provide a specific maximum or minimum retention period for these documents, however most sources such as Hr Solutions Guidance document (2018) suggest that unsuccessful applicant data should be retained from 6 months to a year and successful applicant data should be retained for 6 months following the end of their probation period. One of the main reasons for this being that unsuccessful applicants may file a race or discrimination claim against the organisation in this time and the organisation need to have the evidence ready for legal defence, as with the new DPA 2018, there is now stronger legal protection around characteristics such as health, race and religious belief (Indeed, 2023). To be covered under these legislations, the CIPD (2022) states that data must be organised into a ‘relevant filing system’ and all staff must be trained to ensure they are compliant with data protection. In addition, when the organisation no longer requires certain data, it must be destructed securely, for example by shredding the paperwork. By having a clear and thorough retention policy, the organisation will be able to respond appropriately to potential requests from former employees to delete the records held on them and it will help present ourselves as more fair and transparent, as another one of the GDPR requirements is that we must tell employees what information we hold on them and how long we will hold it (Jones, 2019). 
Conclusion: 
Overall, it is clear to see that the employee lifecycle and how it should be processed is always changing with new ideas and trends surfacing as we look towards the future of work. There is now much more emphasis on the importance of having a diverse workforce and the benefits this can bring to an organisation, we can also see the emergence of more technological based recruitment and selection methods as the benefits of technology are also uncovered. Furthermore, candidates now seek organisations who are open and honest; ones they can trust, therefore it is so important to adhere to this. In conclusion, it can be seen that the organisation must continue to carry out research on new and upcoming thoughts, trends and processes and must ensure to implement these into the employee lifecycle as the organisation continues to grow.
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                              Healthcare on Hand Office,
                              Haverfordwest,
                              Pembrokeshire,
                              SA12 3CD,
(Applicants Full Name)
(Applicants postal address)
Line 1
Line 2
Post Code

Dear (insert applicants full name),           
Thank you for your interest in the position of (insert job title) at Healthcare on Hand. 
Following careful assessment of each candidate, we are pleased to inform you that your application has been successful. This offer is conditional and is dependent on the receipt of satisfactory on-boarding checks. The offer is made on the following terms and conditions:
Position: 

Proposed start date: Your proposed start date is: (insert date). However please be aware that your start date will only be confirmed once the on-boarding checks are complete. 
Job description: 

Position hours:

Salary:

Benefits:

Please can you confirm your acceptance or declination for the above post within 2 weeks of receiving this letter. Please send your response and any queries you may have to www.healthcareonhand@pembrokeshire.org.uk. 
We would like to congratulate you on your success and look forward to hearing from you soon.
Sincerely, 
Healthcare on Hand,
(Insert your name, job title and signature)
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	Reference Number:
	

	Telephone: 01437 123456
	

	Email: www.healthcareonhand@pembrokeshire.org.uk
	

	
	

	


                              Healthcare on Hand Office,
                              Haverfordwest,
                              Pembrokeshire,
                              SA12 3CD,
(Applicants Full Name)
(Applicants postal address)
Line 1
Line 2
Post Code

Dear (insert applicants full name),
Thank you for your interest in the position of (insert job title) at Healthcare on Hand.
We regret to inform you that we have decided not to move forward with your application at this time. Although we were very impressed with (insert detail from application), we are specifically seeking candidates with (detail missing skill/ experience).
Thank you once again for taking the time to apply, we appreciate your time and effort and wish you all the best in your future endeavours!
Sincerely, 
Healthcare on Hand,
(Insert your name, job title and signature)
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