 PROJECT INITIATION DOCUMENT (PID)

Investigating a Business Issue from a HR Perspective

Students Name: Olivia Quarrell
INSTRUCTIONS:

Give as much justification as possible for every question asked.  This means, you must not limit yourself to just stating WHAT you believe is an appropriate response, but WHY.

ALWAYS provide an outline of the financial and cost imperatives associated with your report tasks.  Imagine you must be able to SELL your project idea.

Put effort into the PID and your will benefit from this when it comes to undertaking the research.  Use your skills as a “Thinking Performer” and take the “Business Partner” approach.

PID submission date detailed on the IBI Activity Schedule

	1. Name
	Olivia Quarrell

	2. Organisation name:
	Padda Companies 

	3. Type of business:

Nature of business and customer profile:
	Private Health Care 

Residential Care to Dementia Residents 


	4. Number employed by organisation:
	96

	5. Number employed within human resources (HR) department (if applicable):
	1

	6. List the main HR functions that are undertaken by your organisation:


	Chief associate to the managing director and Stakeholders
Strong Business relationships with the Leadership team

Running a HR department for both homes, domiciliary care agency, two retail shops along with a management company. 

Implementation of effective HR strategies 

Employment relations

Implementation of software and packages

Implementation of Benefit packages 

Employee advocate

Coaching 

Induction process 

Team Building and relationship building.

Budgeting

Policy development 

Strategic planning 

Employment Law  

Undertaking investigatory/disciplinary meetings, with the authorization to take relevant disciplinary action, up to and including dismissal.

High levels of Confidentiality 

Strong Communication skills 

Social Media 

Performance Management

Strong Administrative skills

Auditing 

Inspection reports 

Implementation of new procedures and processes 

Sickness absence management – return to work coaching, collating absence data, supporting and advising department managers on absence related issues.
L&D

Recruitment 

Coaching, support, and challenge managers in the applications of HR policies and practices

Drawing up and amending Contracts

CIW regulations 

Local Authority community 

Practice and Value employee drive

Payroll - Using Xero, running payroll, implementing pension for new starters, wrap up leavers, pay changes, SSP, SMP etc…
Business solutions 
Agenda for change

	7. Your job title:


	Human Resource Manager 

	8. How long have you been in this job?
	17 Months 

	9. Outline main purpose of your job:


	To support the business functions.  To deliver strategy, perception and people associated processes across the business.  The purpose is also to ensure that the policies fit around the needs and aims of the business.
 

	10. List the HR responsibilities within your job:


	Chief associate to the managing director and Stakeholders
Strong Business relationships with the Leadership team

Running a HR department for both homes, domiciliary care agency, two retail shops along with a management company. 

Implementation of effective HR strategies 

Employment relations

Implementation of software and packages

Implementation of Benefit packages 

Employee advocate

Coaching 

Induction process 

Team Building and relationship building.

Budgeting

Policy development 

Strategic planning 

Employment Law  

Undertaking investigatory/disciplinary meetings, with the authorization to take relevant disciplinary action, up to and including dismissal.

High levels of Confidentiality 

Strong Communication skills 

Social Media 

Performance Management

Strong Administrative skills

Auditing 

Inspection reports 

Implementation of new procedures and processes 

Sickness absence management – return to work coaching, collating absence data, supporting and advising department managers on absence related issues.
L&D

Recruitment 

Coaching, support, and challenge managers in the applications of HR policies and practices

Drawing up and amending Contracts

CIW regulations 

Local Authority community 

Practice and Value employee drive

Payroll - Using Xero, running payroll, implementing pension for new starters, wrap up leavers, pay changes, SSP, SMP etc…
Business solutions 
Agenda for change

	11. Who is the person mainly supporting your report (Sponsor)?  State their job title and their relationship to you:


	Name: Piers Tumeth
Job title: Managing Director/Responsible Individual 
Relationship to you: Manager



	12. Aim of report:

In no more than twenty words, state the overall aim of the report.  Here you need to compile a sentence that communicates clearly what you intend the report idea to achieve.

Aim: The Aim of the report is to understand the impact sickness has on the business as well as gaining ways to improve rate.
TOP TIP:  KEEP IT SPECIFIC.  IMAGINE YOU ARE A SELF-EMPLOYED CONSULTANT DETERMINING THE PARAMETERS OF YOUR report FOR WHICH YOU WILL GET PAID.  A CLEARLY STATED AIM HELPS TO ACHIEVE PARAMETERS AND SERVES TO ESTABLISH THE BASIC DESIRED OUTCOME OF THE report.  ONLY WHEN WE DELIVER ON THE AIM, SHOULD WE EXPECT TO GET PAID BY OUR PAYMASTER.

	13. Objectives of report:

List four objectives that are each directly related to the report aim.  Here you must ensure the objectives are SMART (specific, measurable, achievable, realistic, time bound).  Essentially, objectives are steps you need to take to achieve the report aim.  Each objective must begin with a verb that states clearly how the objective is to be undertaken.  

Objectives:

1 Measurable data collection on sickness absence in Padda care within the last 12 months.
2 To understand why the sickness level are so high.
3 To understand the financial impact the sickness level has had on Padda care.
4 To make recommendations …….. To help improve financial stability and maintain a better sickness rate across the business.
TOP TIP:  KEEP OBJECTIVES SIMPLE AND ADHERE TO SMART PRINCIPLES.  THE OBJECTIVES ARE THE STEPS YOU WILL TAKE TO DELIVER ON THE AIM OF YOUR report.  AGAIN, THESE ARE MEASURABLE PARAMETERS AND SERVE TO DEMONSTRATE A LOGICAL AND EASILY UNDERSTANDABLE APPROACH TO SUCCESSFULLY COMPLETING THE report.  OBJECTIVES ARE ALWAYS AGREED AND “SIGNED OFF” BY YOUR PAYMASTER SO THAT BOTH PARTIES KNOW WHAT IS BEING CARRIED OUT AND IN THE END, PAID FOR.


	14. Give an outline of the sorts of tasks and questions you want to undertake and ask that will allow you to deliver on your objectives and ultimately achieve your aim.

Questions relevant to objective one:

· What are the levels of sickness - Stats on sickness levels, during the last 12 months
Tasks relevant to objective one: Report/Data collection on sickness levels.
Questions relevant to objective two:

· Why are the levels so high?
· Reasons behind sickness

· Reasons for sickness – Can they be avoided.

· Is the absence length necessary?
· Are the process correct and working?
Tasks relevant to objective two:

· Relevant data reports for reasons for sickness, period of sickness and to analysis to see if this could have been avoided.

· Look and analyse the processes to see if they are vigilant enough and to make sure that they are being delivered correctly.
Questions relevant to objective three:

What is the financial impact and implication?
Could this have been avoided? 

Tasks relevant to objective three:

Calculations and reports for financial impact 
Questions relevant to objective four:

How to improve sickness – incentives, better management skills, tighter processes, and better communication.
In turn improvement sickness levels with give better financial stability for the company.
Tasks relevant to objective four:

Research on better processes, how to change behaviors and up skill management.
TOP TIP!  THE MORE TIME YOU TAKE EARLY ON IN YOUR REPORT TO WORK OUT WHAT YOU ARE GOING TO ASK AND WHAT YOU HAVE TO DO, THE MORE TIME YOU WILL SAVE LATER ON.


	15. What is the business case for considering undertaking the report?  Here you need to justify how achieving the report aim will advantage and benefit the business and its stakeholders. For example, savings, gaining intelligence of competitors, promoting innovation, and return on investment.  

The business case for this report is to gain valuable information to create a change in the following areas:-

Behaviours
Wellbeing 

Sickness rate 

Financial gain 
Upskilling stakeholders 

TOP TIP:  NO BUSINESS CASE?  BIN REPORT, START AGAIN - BETTER NOW THAN LATER!

	16. Identify the risks associated with the report and how these could be overcome.

The risk could show where we are failing as a business, management and HR Department.  There is always room for improvement and the levels that we have a very high.  Any thing gained is a bonus.
TOP TIP:  THERE ARE RISKS TO ALL RESEARCH PROJECTS HOWEVER, GOOD THEY MAY SEEM!  THE SKILL IS TO IDENTIFY AND MANAGE THE RISK(s).


	17. List the resources you will need to make your report a success.  State why such resources are needed.  These may include, people, time, cash, technology, data.  Identify any constraints that you may encounter and explain how you would overcome these.

Data collection will be need from both our HR system as well as our payroll system.  There will be no constraints that will be encountered at this point.
TOP TIP:  THE ASTUTE MANAGER IS FULLY AWARE OF THE REQUIRED RESOURCES AND THEREFORE, BUILDS POSITIVE RELATIONSHIPS WITH PEOPLE WHO CAN HELP HIM/HER IN OBTAINING SUCH RESOURCES.  IT IS ESSENTIAL TO IDENTIFY ALL RESOURCES AT THE BEGINNING OF A PROJECT SO THAT YOU CAN INCLUDE THEM IN YOUR COSTS. 

	18. State what method you intend to use to collect your primary data.  For example, questionnaire, interviews, telephone surveys, focus groups etc.  Outline why a particular research method was chosen over alternatives.

This section I believe I may ned help with as I don’t understand what other primary data, I will need apart from data reports.
TOP TIP: CHOOSE AN APPROPRIATE METHOD AND THEN, USING THIS METHOD, ENSURE YOU WILL ACTUALLY BE ABLE TO COLLECT THE DATA YOU REQUIRE.  AGAIN, KEEP IT SIMPLE AND TAKE ADVICE FROM RESEARCH METHODOLOGY TEXT BOOKS AVAILABLE IN THE LIBRARY.


	19. State HOW you plan to collect primary data and justify the appropriateness of your chosen research method.  Consider whether or not you will be given or denied access to personnel and why.

I will run several reports and collect relevant data from the HR System along with our payroll package.  There will be no issue with collecting this information and there will be no breach of data as these are available reports.  No staff information will be added as these will show as data and statistics. 
TOP TIP:  BE SURE THAT THE METHODOLOGY YOU USE TO COLLECT YOUR DATA IS APPROPRIATE AND AFFORDABLE IN TERMS OF YOUR TIME.  KEEP IT SIMPLE!  DO NOT MAKE YOUR LIFE DIFFICULT.

	20. State from WHOM you plan to collect primary data and detail any challenges you anticipate.  Outline how you plan to approach people to take part in your research and why you have chosen such individuals.  State why individuals may agree to take part in your report or indeed, refuse.

The data will be based on current and ex staff.  Due to the method that is being used no personal information will released and this data has already been collected and stored.
TOP TIP:  BE SURE THAT THE PERSONS YOU WANT TO PARTICIPATE IN YOUR REPORT ARE THE APPROPRIATE PERSONS.


	21. State from where you plan to collect secondary data.  This means providing an early list of alphabetised websites and a bibliography that details (using Harvard method) the books, journals, research and magazines that you intend to use.

Website addresses:

Approximately 10

· CIPD. 2021. Absence Measurement & Management | Factsheets | CIPD. [online] Available at: <https://www.cipd.co.uk/knowledge/fundamentals/relations/absence/factsheet> [Accessed 7 July 2021].

· Employment-studies.co.uk. 2021. [online] Available at: <https://www.employment-studies.co.uk/system/files/resources/files/382.pdf> [Accessed 7 July 2021].

· Brouard, C., 2021. How to reduce sickness absence in the workplace | HR blog. [online] Myhrtoolkit.com. Available at: <https://www.myhrtoolkit.com/blog/how-to-improve-sickness-absence> [Accessed 7 July 2021].

· Burman, C., 2021. References of high sickness levels- How to manage.. [online] MAD-HR. Available at: <https://www.mad-hr.co.uk/blog/references-of-high-sickness-how-to-manage> [Accessed 7 July 2021].

· Bdaily News. 2021. Employers admit measuring the impact of sickness absence has become more difficult since Covid-19. [online] Available at: <https://bdaily.co.uk/articles/2021/07/06/employers-admit-measuring-the-impact-of-sickness-absence-has-become-more-difficult-since-covid-19> [Accessed 7 July 2021].

· Hr.admin.cam.ac.uk. 2021. Procedure | Human Resources. [online] Available at: <https://www.hr.admin.cam.ac.uk/policies-procedures/sickness-absence-policy/procedure> [Accessed 7 July 2021].

· GOV.UK. 2021. Sickness absence and health in the workplace: understanding employer behaviour and practice – an interim summary. [online] Available at: <https://www.gov.uk/government/publications/sickness-absence-and-health-employer-behaviour-and-practice/sickness-absence-and-health-in-the-workplace-understanding-employer-behaviour-and-practice-an-interim-summary> [Accessed 7 July 2021].

· Occupational Health Business Management | Create a healthier workforce. 2021. What Are The Effects Of Sickness Absence On Your Workplace? | Occupational Health Business Management. [online] Available at: <https://www.ohbm.co.uk/what-are-the-effects-of-sickness-absence-on-your-workplace/> [Accessed 7 July 2021].

· HRZone. 2021. Why is Managing Sickness Absence So Important?. [online] Available at: <https://www.hrzone.com/community-voice/blogs/e-days/why-is-managing-sickness-absence-so-important> [Accessed 7 July 2021].

· The Holiday Tracker. 2021. Why, How and When to Measure Employee Sickness. [online] Available at: <https://blog.theholidaytracker.co.uk/2017/10/03/measure-employee-sickness/> [Accessed 7 July 2021].
Books (on topic area and associated subjects):

Approximately 10
· B Cottrell, S. (2014) Dissertations and project reports: a step by step guide. Basingstoke: Palgave Macmillan. 

· B Machi, L. & McEvoy, B. (2012) The literature review.  2nd ed. Thousand Oaks : Corwin

· Swain, M. & Strach, D., 1995. How to deal with sickness and absence, London: Gee Publishing.
· Howard, G., 2010. Employee sickness and fitness for work. London: Thorogood.
· Stranks, J., 2013. Stress at work. Hoboken: Taylor and Francis.
Books (on research methodology):

Approximately 3
· B Berry, R. (2004) The research project: how to write it.  5th ed.  Abingdon: Routledge.
· Blaxter, L, Hughes, C. & Tight, M. (2010) How to research. 4th ed. Maidenhead: Open University Press.

· Leedy, P. D. & Ormrod, J. E. (2010) Practical research : planning and design. 9th ed.  Saddle River, N. J. : Pearson Education.
· O’Leary, Z. (2014) The essential guide to doing your research project.  2nd ed. Los Angeles: SAGE
Peer reviewed research papers:

Approximately 10

TOP TIP:  REFERENCES TO APPROPRIATE LITERATURE AND OTHER RESOURCES GIVE CREDIBILITY TO ANY PIECE OF WORK – BEWARE OF CUTTING AND PASTING INTERNET MATERIAL AND CLAIMING IT AS YOUR OWN – THIS IS PLAGIARISM IN THE REAL WORLD TOO!


	22. Design a time plan for the lifetime of the report. Begin by breaking down all tasks that need to be undertaken and assess the duration of time you need to devote to each task.  Be sure to show tasks in a logical sequence.  Be further sure that you plan well enough to enable you submit your report on the deadline date.  Include any meetings that you plan to have with your report supervisor at UWTSD.  Be realistic and make your report manageable, account for holidays and other “off-days”.  

Task

Date to be completed

TOP TIP:  IMAGINE YOU ARE SELF-EMPLOYED AND WANT TO DEMONSTRATE TO YOUR PAYMASTER EXACTLY WHAT YOU HAVE TO DO TO SUCCESSFULLY COMPLETE YOUR report.  MOREOVER, DATES PROVIDE A TIMELINE TO WHICH WE HOLD OURSELVES (AND OTHERS) ACCOUNTABLE.


	23.  Make a list of questions here that you wish to ask your supervisor about your report.  Such questions could be about:  meeting dates and venues; any forthcoming events that you may have interfere with you completing your report; relevant books, journals, websites, research papers; research methodology; etc etc etc.

I feel that my aim was good and as I started the PID I think I got lost 
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