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Capita is a large organisation split into three divisions. I work in Capita Public Service, within the Recruiting Partnership Project (RPP) for the British Army specifically. Capita (n.d.) pride themselves on purpose and the vision of developing better results for all. Capita (2021b) created a policy (DOC1.1) for all staff and key stakeholders to follow, which guides decisions and actions taken that align with the organisation’s overall objectives. It appears that Capita favour people demonstrating values and behaviours, rather than those with the desired skill set shown at DOC1.2. In agreement with Taylor (2019) this appears to clarify that Capita have adopted a competency method concentrating on a person, rather than a job. Although, some would argue that this may be Capita in general as this approach is not used across the three divisions. The CIPD (2021b) suggests talent planning is all about finding the best person for the job and Taylor (2019) declares this focuses on job descriptions and person specifications rather than competency frameworks. I believe this is the approach utilised within RPP.

As demonstrated in DOC1.3, I have reached out to my line manager and the Human Resource (HR) department to find out what Capita’s approach is to talent planning as this is something I am unaware of. Due to limitations and my role, this is something I do not have access to directly. The HR Director for RPP responded to my email over time, I didn’t expect a response and was thankful for the information she shared presented at DOC1.4. 

DOC1.5 displays a screenshot of what Capita do when it comes to resourcing. There is a resourcing team at Capita which looks after the entire candidate process from an expression of interest to exit interviews. This team is then spilt into various areas shown at DOC1.6. These areas include talent mobility, cost avoidance, insight information and technology, and each of these are responsible for certain processes such as talent mobility by ensuring top talent is retained. The CIPD (2021d) implies workforce planning shouldn’t be overcomplicated, but this does seem like the case for Capita. The information provided online internally already shown at DOC1.5 and DOC1.6 isn’t straightforward and doesn’t really give a clear indication as to what Capita’s approach is to talent planning. DOC1.7 shows what I found when I searched for talent planning within the organisation, nothing really comes up apart from the upcoming launch of new resourcing tool, Foresight which aims to support recruitment needs within the business. My HR Director also informed me in DOC1.4 of this tool and how it will assist with talent planning but I cannot find any details on how.  It seems there is a lot going on when it comes to talent planning within my organisation and this is something I will assess later on. 

There is no information available to staff on what the organisational goals are, which is unusual. I double checked this with HR, in case I was missing something and if there are separate goals for each division. DOC1.8 confirms RPP doesn’t do anything differently. There is a huge focus on Capita’s values along with their polices and principles. There are a lot of policies in place presented at DOC1.9, some I was unaware of. This could have both a positive and negative impact on talent planning because some may agree with Capita’s standards and want to work somewhere that values shared beliefs, to which Taylor (2019) links the psychological contract between an employer and employee. However, others may not be interested in this and would rather see more of a focus on salary offered or progression before taking an interest. Capita could improve their approach by mentioning other key selling points other than their values. Strategy documents are not available to staff and the only people plans shared appear to be quite generic. DOC1.10 demonstrates evidence of people survey results, internal job vacancies and the new improved Capita Academy where employees are now encouraged to pursue Learning and Development (L&D) opportunities.

Having analysed a number of key HR trends, it is apparent that Capita are doing something right. According to Meister (2022) some of main trends this year include hybrid working, employees wanting to work for companies with shared values and the growing importance of employee wellbeing and how this can affect resignation. Immediately, the shared values trend is something Capita already respect. The CIPD (2021b) suggests this may improve the organisation’s performance, engagement and retention, which would suggest Capita has a clear talent planning strategy. Hybrid working is a difficult subject at Capita, I am aware many employees now work from home permanently or have a hybrid contract but those working in RPP do not have this option as presented at DOC1.11. Leaker (2022) discloses unemployment levels have decreased as we have come out of the Coronavirus pandemic but there is still a growth in job vacancies available across the UK. This fact relates back to another trend mentioned by Meister (2022) that skills-based roles are in demand. By looking at the current job vacancies available at Capita shown at DOC1.12, the research is accurate. There’s a lot of jobs available and it is appealing to see home-based roles. DOC1.13 shows vacancies within RPP, there are a lot of gaps recently this and something Capita needs to consider.

There is evidently heaps going on at Capita when it comes to talent planning. Wilkinson and Taylor (in Taylor & Woodhams 2016) state organisations must forecast their future skills requirements, any gaps and how to address these gaps. Capita have demonstrated their resourcing strategies by working on their employer brand and have recently announced their plans to introduce succession planning at DOC1.14. However, finding out this information was not easy, and the information shared is unclear. It could be argued that while Capita have spent a lot of time working on their brand, they have lost sight of their competitor analysis as other organisations are offering what Capita does not. As Capita is such a large organisation, it’s a shame that I have only now been made aware of certain benefits such as Capita Academy and the employee referral system presented at DOC1.15. In agreement with the CIPD (2021h) communication really key to an organisation’s success. I also have evidence that the Capita employee onboarding process isn’t the best, this is something that will be explored in more detail later on.
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LO2

As previously mentioned, the ease of access to information for staff at Capita is astonishingly poor. Therefore, the first recommendation I propose is for Capita to improve their ease of access to Capita systems for all. This recommendation sits specifically for those working in RPP as other employees at Capita do not have this issue. Staff working in RPP, work at military sites on military computers so not have the correct access to Capita systems. Using military devices means there are a lot of restrictions to what we can access this includes Capita systems, hyperlinks to staff sites and even browsing the internet in general. This is something that has been brought up many times as employees have been unable to access pay slips, action appraisals and action any other Capita based tasks. However, in the last year there has been a significant update. Employees working in RPP have been given iPad/tablet devices in order to access Capita systems. DOC 2.1 shows an email communication sent to all staff with instructions on how to set up the devices. Even though this has immensely improved the situation for employees, it has not solved all problems. For example, having to type up an appraisal on a tablet device is not easy and DOC2.2 shows a snippet of a conversation between myself and a colleague expressing our concerns. 

Something truly needs to be done to improve the ease of access to Capita systems for all members of staff. I believe this should be a mandatory requirement and find it strange that the organisation has been able to get away without suitable access for so long. In agreement with the CIPD (2021d) when implemented correctly, workforce planning can improve employee retention so this recommendation corroborates when workforce planning is done so poorly, it can be detrimental to an organisation and absolutely affect retention and staff turnover. It could be said that people are the most important part of an organisation and so communication is as equally important. To which, the CIPD (2021h) suggests communication encourages better performance and engagement. If Capita are unable to provide employees with simple access to their systems, then it is no surprise that people leave. An example of best practice here would be to listen to employees and empathise, especially when issues like this are voiced through staff surveys. Ensuring this would also help Capita maintain suitable numbers of staff with the skills required.

The second recommendation for Capita is the need for improving employee engagement and communication. This recommendation has been instigated from the previous recommendation because of the lack of access to Capita systems, staff are unaware of what is going on within the organisation and what is available to them. So, employee engagement and communication need improved with RPP specifically. Again, this issue seems to lie within RPP and not Capita in general. For example, Capita academy and the employee referral scheme presented at DOC1.5 are excellent benefits available to all employees at Capita, but these perks have only been shared with those working in RPP recently. A colleague recommended a friend to join the organisation a few months ago and received nothing, which has caused tension. I’d recommend that Capita ensures all employees across the three divisions have the correct access to updates, whether that’s through bulk emails or monthly meetings on Microsoft Teams. Everyone should be made aware of what is going on within the organisation, employee benefits and what is available to them. 

Another recommendation is the development of competitor analysis. I believe this is something that Capita needs to consider. Wilkinson and Taylor (in Taylor & Woodhams 2016) suggest organisations should be mindful of what their rivals are doing and how this may affect their own talent planning. As previously demonstrated, Capita seem to have invested a lot in building their employer branding. Taylor (2019) implies an organisation with a solid brand is more likely to be trusted and acknowledged. Capita have this covered but it is not enough. DOC 2.3 shows a job advertisement by Capita and DOC 2.4 shows a competitor job advertisement. A massive difference between the two advertisements is salary and flexible working. These are hot topics that have been mentioned in various meetings recently and flexible working in light of the pandemic, is something many organisations have assessed and amended or implemented. Meister (2022) proclaims people want hybrid working and so organisations that offer this may be chosen over those that do not. Working from home is not an option for everyone working at Capita, especially those working RPP. This could impact talent planning massively because Capita may be losing employees to competitors because of this.
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LO3

I have assessed Capita’s approach to talent planning and made a handful of recommendations to help improve the methods used. I have identified a business need for recruitment/selection within the organisation by improving the onboarding process for new starters. This could also be seen as a recommendation for Capita too. From experience, the onboarding process for new starters is appalling. There is a business need for this because I joined the organisation almost five years ago and it has not improved or changed at all since then.

I had a new starter join my team at the end of last year and he had a really poor experience while being onboarded at Capita. DOC3.1 displays a handful of emails I received from my new starter who was stuck for almost two months without any guidance or communication from the resourcing team. Once the team member officially started, I asked him for his thoughts and feedback on the process shown at DOC3.2 as this was something I wanted to look into further and see if I could do anything to help get this amended for future new starters. During the onboarding process, I stayed in touch with my new team member throughout his onboarding process to keep him interested and also help chase things up on his behalf, an example of this can be found at DOC3.3. I tried my best in my position to assist where possible but even I was faced with limitations which was frustrating. My role in this activity was complicated. I am a Lead Recruiter or Office Manager and was recruiting a Recruiter, but the recruitment/selection process was dealt with Capita directly, so I didn’t have any involvement with this apart from a phone call when the new starter was successful and then email contact. DOC3.4 shows an email response from a manager in response to my new team members feedback on his onboarding journey. Unfortunately, this email was not actioned there was no follow up or plans to improve the onboarding process on the back of this which was disappointing. 

Technically, as a Lead Recruiter I am a direct reporting manager to my new team member and felt I needed to contribute somehow to solving this issue. I decided to use my own initiative knowing that I wouldn’t be the only Lead Recruiter facing onboarding issues with new starters and create a step-by-step guide displayed at DOC3.5. I acted alone completing this task and I spent a lot of time developing this, ensuring all points were covered and remembered the key problem areas my new starter faced. This document included key contact names and numbers, forms needed to be completed, training requirements and how to overcome common issues.

It is important to mention there is already a ‘candidate journey’ starter pack available for new starters to complete when joining RPP as shown at DOC3.6 but this is very out of date and irrelevant. It didn’t include any useful information for new starters or explain how to do things, things they needed to know. What I managed to create was useful, relevant and current. I received a lot of positive feedback shared later on. However, this shouldn’t have been actioned by me. The whole onboarding process is still very much confusing and outdated, it needs to be amended massively. Surely the resourcing team at Capita should be able to take this task on. I believe talent planning could be a lot better if the onboarding process is developed, because right now it is not suitable. Wilkinson and Taylor (in Taylor & Woodhams 2016) suggest recruitment and selection are key processes when it comes to new employees joining an organisation. These processes must be appropriate in order to select the best for the roles required. Taylor (2019) implies organisations invest a lot when it comes to recruiting so surely the same should be invested when it comes the entire recruitment process. From experience, Capita are losing a lot of applications because of this issue, and the evidence is there. I was surprised my new starter remained after his onboarding journey, but I am glad he did.

I have checked ACAS (2015) and (2021) regarding best practice when it comes to onboarding new employees starting work and also checked their code of practice but didn’t find much information.  First impressions count according to the CIPD (2019b) so an unpleasant onboarding process doesn’t give an employee the best start to their career. The CIPD (2014) suggests organisations have chance to get creative here by welcoming new starters with welcome boxes and breakfast mornings. This doesn’t happen at Capita could be something to recommend on the next staff survey. Legislation that is relevant to this resourcing activity is the Employment Rights Act (1996) and the Equality Act (2010) ensuring everyone has rights and has the right to be treated equally.

I shared my step-by-step guide with some colleagues and my line manager to learn their thoughts, I was also aware a colleague in a neighbouring office was in the middle of hiring so I knew she would benefit from using this guide. DOC3.7 demonstrates some of the feedback I received, which I was very pleased with and discovered my line manager passed this onto his line manager, the head of regional operations. I am aware if this was passed onto HR and is going to be implemented at all, but I was glad my contribution to the onboarding process within RPP helped some new starters. I would love the opportunity to contribute further with this process but due to my role and limitations I don’t think it would be feasible. This assignment has allowed me to explore a new avenue with HR and recruitment/selection and it is something I am passionate about. I have spoken to my line manager about my options here as shown at DOC3.8 through some brief discussion notes but I am restricted as a Lead Recruiter. However, I plan to continue this through my personal development as employee experience is a specialist knowledge area on the CIPD (2022) Profession Map.
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Our purpose, values, and behaviours, and the 10 Managers’ Commitments,
combine to govern how we do things here at Capita and how we should act.

The Code builds on those foundations.

one place, elements of our key policies, standards and the
procedures which support them, so you are clear about what you must do.
Please read those documents as well and refer to them when you must make
difficult choices or decisions or just to remind you of the way we do things.

The Code applies to everyone who works for, and with, Capita. We apply our
values consistently across Capita. This means that we abide by standards
which are in many cases higher than the laws and regulations that apply to our
business.
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About the code.

combine to govern how we do things here at Capita and how we should act.
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The Code builds on those foundations.
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procedures which support them, so you are clear about what you must do.

Please read those documents as well and refer to them when you must make
difficult choices or decisions or just to remind you of the way we do things

values consistently across Capita. This means that we abide by standards
which are in many cases higher than the laws and regulations that apply to our
business.

@ The Code applies to everyone who works for, and with, Capita. We apply our
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‘ When we make decisions,
always ask ourselves:

« Does it help us to create better outcomes?
« Does it adhere to our values and our behaviours?

« Does it comply with our policies and the standards
and procedures which support them?

« Isitlegal?
o lIs it fair?
© lIs it safe?

« Could this harm our reputation?

Am | setting a good example?
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We're striving to become an even more diverse, inclusive and responsible business,
so we need people from all walks of life, with different skills and experiences, and a
passion to help us keep getting better.
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We welcome applications from anyone with the skills and experience we need.
Displaying the right values and behaviours is more important than your background.
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Making values
count

COLLABORATIVE

g
g

ErFECTIVE

How we work is just as important as
what we do. We're always working to
ensure our values and behaviours are
embedded into every area of Capita.

Find out more about why we believe
that being open, collaborative,
ingenious and effective is so important.
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Subject: CIPD Level 5 - Talent planning assignment

[ EXTERNAL™

Hi Emily,

I'hope you are well.

I'am currently working on my final assignment before achieving my CIPD Level 5 qualification. The assignment s ‘contributing to resourcing and talent planning'.

I have been asked to assess the organisation’s approach to workforce and talent planning. | am not sure how to go about this, Capita is such a large organisation so it would make sense to narrow it down
to RPP specifically. I've made my lecturer aware that | have limitations in my current role and | don't have access to this information, but | wanted to ask the question regardless because at least | can
demonstrate that | have tried

I hope you can answer my question or point me in the direction of who can.

Kind Regards,

Rebekah

Rebekah Reid
Lead Recruiter

ACC Swansea, Clipper House, Quay West, Quay Parade, Swansea, SA1 1SR

Recruiting Tomorrows Army Today

FAIL.
LEARN.
WIN.
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Subject: RE: CIPD Level § - Talent planning assignment
Hi Rebekah
I'm good and hope you are too. Hope the CIPD level 5 is going well.

For Capita there is a lot of information on PeopleHub about our resourcing and the talent process — see link below:
ach of the blue boxes takes you to a section of the resourcing activity and approach.

In addition, Capita has a Licence to Hire training module - which you may find useful to complete which explains to Managers how to plan recruitment and talent attraction etc...
1 also attach Capita Resourcing’s new charging model for 2022, which may be useful. Capita launched a new resourcing demand planning tool also in 2022, called Foresight to assist with talent planning
In terms of talent planning for internal progression, attached is the recent presentation that we did in RPP on succession planning — this is an activity Capita and RPP is putting more focus on in 2022.
Hope this helps.

Please let Val or myself know if you have any further questions once you have reviewed all the information and resources available.
Kind regards

HR Director

'Capita

Im sending this at a i that i convenient for me, please feel free fo respond ata time thatis convenient for you.

Advance Notice of Annual Leave:
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Subject: RE: CIPD Level 5 - Talent planning assignment
No worries Rebekah

From an RPP perspective we tend to use the Capita guidance so at this stage | wouldn’t be able to
share anything specific for RPP at this stage.

Good luck @

Kind regards

HR Director

‘Capita

I'm sending this at a time that is convenient for me, please feel free to respond at a time that is convenient for you.

Advance Notice of Annual Leave:
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Date Document Download
11 February 2021 Group Safeguarding Policy &l
11 February 2021 Group Wellbeing Policy fl
01 February 2021 Financial Crime Policy fl
01 December 2021 Responsible Taxation 2021 &l
22 September 2021 Health, Safety and Environmental Policy &l
15 December 2020 Supplier Charter fl
10 December 2020 Tax Strategy 2020 &l
22 June 2021 Modern Slavery Statement 2021 &l
01 October 2021 Speak Up Policy &l
17 December 2021 Code of Conduct &l
27 May 2021 Human Rights Policy &l
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02 April 2020

Community and Charity Policy

a

18 December 2019 Tax Strategy 2019 &l
April 2022 Procurement Policy fl
27 June 2019 Armed Forces Corporate Covenant fl
16 July 2021 Information and Cyber Security Policy &l
18 October 2021 Privacy Policy el
26 May 2021 Diversity and Inclusion Policy fl
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_ Inside Capita

Capita Academy — now available through MyApps
et 0N
e

is available to all colleagues.

The Capita Academy is where you can access a huge
range of leaming content to support your personal and
professional development. The Academy has thousands of
eBooks, podcasts, live virtual classrooms, and digital
modules as well as all you need to know about our
development programmes such as the Manager Passport,
RISE, mutual mentoring and apprenticeships. If you're
looking to develop your own skills or those of your team
then the Academy has a fantastic library of content which
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Hi Al

Just to advise, we have two vacancies below that e ive intemally on Workday for one week from
today.

Please feel free to share these with your teams:

‘Communications & Engagement Manager (Perm, Full Time)
hitps:/wd3 myworkday.com/Capita/d/ins992576144/roask/299816774 himid

People Team Administrator (FTC/Secondment for 12 months, full time)
https://wd3.myworkday. i 43/rek
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bapita Our People Survey Results 2021

7 December 2021

Dear colleagues,

As I'm sure many of you wil know, we carry out a survey every year to
help us understand how engaged our colleagues are with Capita and
its plans, how you're feeling, and what you think about working for the
business.

| want to start by thanking all of you who took the time to take part in
this year's survey; your voice matters. | personally spend considerable
time reviewing the results and working with colleagues to build on
strengths and address areas of concern,

It's obviously been a challenging year for many different reasons. We started — and end — 2021 in the midst
of the ongoing pandemic. As a business, after continuing to embed our hybrid ways of working, we've
moved from six divisions to three. This is all part of our ongoing strategy to simplify and we have.
festructured the divisions to make us more client-centric, while continuing to keep our cost base under
review. These changes mean we are now a simpler and stronger organisation, operating more effectively,
and confident our targeted financial improvements are not far away. Feedback from external stakeholders
on our new structure has been overwhelmingly positive.

But such challenges and changes also mean it's never been more important that we continue to listen to
what our colleagues are thinking and feeling. So, | wanted to share with you some of the key highlights of
your annual survey feedback.

Your teams and managers are doing a great job

It's been really uplifiing to hear that, for most of you, working in your local areas and immediate teams has
been rewarding and your managers have been supportive. Trust levels are high within teams and there are
regular discussions about performance. Itis also reassuring you feel you understand what is expected of
you in your role, that you work well as a team and, on the whole, cope well with the demands of the job.

This is all very positive news, especially given that so much of your day-to-day experience at work is
affected by your local team and managers; and | would like to thank all team leaders and your colleagues
for creating environments that help you thrive.
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Subject: Your VOICE matters - complete Our People Survey 2020 by 3 November
YYou will be asked to rate a series of statements, which will take just 10-15 minutes to complete.

The survey results are 100% anonymous and will help track Capita’s progress on becoming a
purpose-led, responsible business where we all act in line with our values.

This year, more than ever, your voice matters.

You can complete the questionnaire online (via the internet or from any device), or over the telephone.
The choice is yours.

Here's the link if you'd like to complete it online. You'll need your employee number (your PNumber) to
access the survey, so that we can assign your answers to your area of work.

www.capita.com/peoplesurvey
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Development conversations... Have you had yours yet?

We're halfway through our development conversations
window, so if you've not had a chance to think about this
then you still have time. The P&D page on the Capita
Academy has lots of information and self-guided tools
which can help you get started. There is also a recording of
the recent development conversations session which was
run by P&D global partners.

June will see the window open for our mid-year reviews

which is a perfect opportunity to reflect on the year so far as well as readjust for the coming
months if necessary. More information regarding the mid-year review period will be coming
soon.
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We have therefore created a ‘new ways of working’ model to reflect this. As a result, we need
your consent to change your contract of employment. We recognise that in the coming
months there will be changes to the Capita structure, but we remain committed to moving
towards our new model.
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Four main ways of working

Across Capita, we have identified four main ways of working and your contractual location
could change to one of the following:

Office: Role requires the individual to work at a Capita Office or a Client site for the
majority of their time on a permanent basis.

Multi (mix of home and office): Role requires the individual to work from home or
another location (where practicable) for the majority of their time. They will have an
assigned Capita office where they will have access to a hot desk as needed for their role.
Home: Role can be performed at any appropriate location (within guidelines) for the
maijority of their time on a permanent basis (with a requirement to attend a variety of
facilities as required) and individual chooses not to have access to a hot desk other than

when capacity allows. Colleagues who were home based pre-COVID or recruited on this
basis fall into this category.

Field: Role requires the individual to be mobile within the country in which employed for

the majority of their time. They may have an assigned Capita office where they will have
access to a hot desk as needed for their role.

Colleagues whose current contractual location is going to change will receive a letter
from me confirming the working arrangement that has been proposed.
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More information to help you

Find our most recent Covid-19 updates on our colleague website
For guidance on hybrid working check out our Ways of Working Toolkit
Wellbeing resources can be found on our Wellbeing Hub, on the Capita

Academy or visit our Wellbeing Network Yammer Community to connect, talk
and share your experiences with colleagues. You also have access to free,
confidential counselling and support via our employee assistance
programmes.

Recent updates to Group Policies and Standards on Policy Zone : Group
Clinical Governance Policy.

Contact us

Got a question? Email the Employee Communications & Engagement team.
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Search All Locations

Q) Home-Based - GBR|

ESS - Home-Based - GBR

Home-Based - GBR

ESS - Home-Based - GBR

Home-Based - GBR
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SE

Job Category v More v

Customer Relationship Management
(220)
Fundamental Framework (182)

Architecture, Building & Planning (120)
Technology (103)
Customer Financial Services (66)

Transformation & Programme Delivery
(62)
Software (50)

People (50)

Business Development & Sales (38)
Operations & Delivery (37)

Finance & Commercial (36)
Business Leadership & Support (26)
Insurance (20)

Science & Research (14)

Health, Welfare and Education (10)
Consulting (10)

Procurement & Supply Chain (7)

Corporate Affairs & Marketing (6)
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Q  search for jobs or keywords @

Location v Full/Part-time v Job Category v More v

1066 JOBS FOUND

Trainee Pest Control Officer
© London  [& Full time

(@© Posted Today
10018700 - Permanent - Architecture, Building & Planning - Driving

Watch Manager - Bicester
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Job Vacancies this list below shows all the vacancies on workday for RPP as of 06/06/22 compiled by
Helen Logan so please visit workday if you are interested In any of the roles or know anyone who
would be interested in applying for a role within Capita RPP.

LRST Nottingham

LR Southampton

LR Portsmouth

Rec Portsmouth

Rec Reading

Rec Chatham

Rec London Handel Street
Rec Peterborough

The above list is due to grow next couple of weeks after the board review so keep your eyes
peeled for anything you feel may suit you or anyone else you know looking for a challenge in
RPP.

Support Services Vacancies :

Security Support Officer

Resource Planning Leader

Senior Administrator/Service Delivery Analyst (DRS)

NRC Vacancies:

NRC Team Leader vacancies x2 - 1.0 FTE, Permanent. Please see below link for details and to apply
for these positions:

https://wd3.myworkday.com/capita/d/inst/15$158872/9925$84392.htmId

Service Delivery Support x1

CSM

Medical records Assessor

Administrator

Customer Advisor

AC Vacancies :

Administrator Belfast

Administrator Lichfield

Estate Maintenance Worker Westbury
Medical Officer Lichfield

Administrator Pirbright(Woking)
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RPP Succession Planning - Principles

WHY?

« POTENTIAL Conducting succession reviews enables us to identify, understand and
develop individuals to reach their full potential.

« PROGRESSION It enables individuals to move more easily across the organisation into
new roles and retains our valuable talent, giving them the opportunity to progress.

« PROTECTION As an organisation it develops our leadership depth, identifies talent gaps
and enables us to reduce the risk of future leadership changes.

CIPD states: "Succession planning is the process of identifying and developing potential future leaders
and senior managers, as well as individuals, to fill business-critical roles. The aim is to be able to fill key
roles effectively if a current post holder leaves the organisation. Succession planning programmes
typically include practical, tailored work experience relevant for future roles.

In the face of skills shortages and tough recruitment conditions, succession planning has gained
popularity, and is now carried out in both large and smaller organisations."
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2022 RPP Timeline for Objective Setting, Succession
Planning & Personal Development Plans

Manager Briefing sessions

Objective Setting run for Succession Managers hqld PDP
Manager briefing sessions Planning & PDP creation Objectives have to be discussions with each
run at Weekly Manager calls w/c 14th & 21st March set for all colleagues team memper and
23rd / 24th February & o . in Workday by 31st capture these in \{Vorkday
2nd / 3rd March Objectives meetings held March 2022 5"‘\0 throughout April/May
with team members and .
‘ set/approved in Workday l 060 Q“ Obje.ctlve
& Ra Setting, PDPs &
& .
| February March %‘p' < April - May Succe.sswn
Planning
completed for
all Capita
Drop in sessions to support People Team will be running Drop in sessions to colleagues
Objective Setting questions succession planning sessions with support PDP questions
at Weekly Manager calls individual Line Managers from w/c 2t Weekly Manager calls

throughout March 11th April for 2 weeks throughout April/May
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Succession Planning & PDPs Awareness

Manager Briefing Team

06/04/2022
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Tablet setup guide.docx . Capita Securiy Standsrd - Acceptable Use.pdf
M8 356K8

Dear Capita Colleague,
Please ignore the Capita Group IT instructions sent out this morning —follow these instructions instead.

Attached is the Capita Samsung Tablet set up guide. Please ensure you set aside an hour to complete the set up.

A reminder that this is a Capita device and is monitored for excessive or inappropriate use. Please refer to the Acceptable use PDF.
Further communications will be sent as and when updates have been applied to open up the full suite of Office 365 applications.

I, after stepping through the guidance you require further support with the setup, please call Capita helpdesk @ 0300 303 2452 Option 1.

Kind regards,

Emma Harrison
Communications & Engagement Manager

Recruiting Group, 3 Fioor, Buiding 370, Trenchard Lines, Upavon, Pewsey, Wishire SN9 6BE
Mobille: 07711779268 | Emma. harrison3@capita.com

Recruiting Tomorrow’s Army Today
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Tablet delivery this week and next steps

« .
@ RPP Comms <RPPcomms@capita.com> O Reply | € RepyAl | —> Forward

To Tue 06/07/2021 14:1¢

Dear Capita Colleague,

Thank you for requesting a Capita managed Samsung tablet. I'm pleased to confirm that it is due for delivery on Friday 9" July. It will be sent to the address you requested on the
form submitted. As a reminder, it will need to be signed for, so please do make arrangements for that.

Setting it up and getting started...
'm sure you will be keen to unpack and set up you Samsung tablet, however please await the Set Up Guide, which will be emailed to you on Monday 12 July with contacts for any
technical issues. Following the guide will ensure it is set up correctly and reduce the likelihood of any errors. Note, the SIM could take up to 24 hours to activate.

Functionality and next steps...
The procurement of these devices has been a substantial investment and doing o ensures that all Capita colleagues have the same access to Capita systems. Once the device has
been set up it will enable access to Workday as well as other Okta apps. There will be more updates rolled out later in the year, so that access to other Capita systems is available.
These updates will include Office 365, (inc email), Yammer and Teams.

Should you have any queries, please don't hesitate o get i touch by emailing FEEEE T RTSY,_
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Urgent Action Capita Staff ONLY

Please see the below for Capita staff who do not have Capita Laptops. There will be people that have just joined who haven't made the Master
Distribution list the comms team hold so please make sure all your capita team mates have this email

Kind Regards

Helen
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Kavanagh, Sinead Contractor (RG-ACC Cardiff LeadRec1) 09:26:

Morning, have you completed your appraisal yet? Trying to type it without a keyboard is hard work
Reid, Rebekah Ms (RG-ACC Swansea LeadRec) 09:27:

Yes tell me about it
Reid, Rebekah Ms (RG-ACC Swansea LeadRec) 09:27:

Not helpful at all
Kavanagh, Sinead Contractor (RG-ACC Cardiff LeadRec1) 09:28:

It’s better than nothing | suppose?
Reid, Rebekah Ms (RG-ACC Swansea LeadRec) 09:29:

Itis but it isn’t, they cant expect us to be able to do things properly on a ipad thing surely
Kavanagh, Sinead Contractor (RG-ACC Cardiff LeadRec1) 09:34:

| agree, | have raised this have you? We need better access to resources it is ridiculous
Reid, Rebekah Ms (RG-ACC Swansea LeadRec) 09:36:

Yes. | think John is the only one with a laptop, so only senior managers
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© Liverpool [ Full ime
(© Posted 2 Days Ago
[£] 10062810

Supporting candidates throughout their bespoke recruitment journey to join the British
Army as Recruitment Coordinator in London - Handel Street:

You will take responsibility for delivering diverse and inclusive attraction and recruiting
activities in a defined area. Delivering exceptional solution focussed customer service
which is tightly measured against targets and candidate feedback.
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About Capita RPP

At Capita Recruiting Partnering Project, we're transforming the British Army’s recruitment
service. Our team are constantly improving the entire recruitment and selection process
for both the Regular Army and the Reserves. Our mission is to make joining the Army a
less daunting and more transparent experience. Join us and discover better ways to
inspire people to become part of the Army.
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What's in it for you?

e Offering a salary of £25,000.

e Opportunity to earn commission up to 20% quarterly

e 23 days’ holiday (rising to 27) with the opportunity to buy extra leave

e The opportunity to take a paid day out of the office, volunteering for our
charity partners or a cause of your choice

e Company matched pension, life assurance, a cycle2work scheme, 15 weeks’
fully paid maternity, adoption and shared parental leave, paternity pay of two
weeks...and plenty more

e Voluntary benefits designed to suit your lifestyle — from discounts on retail
and socialising, to health & wellbeing, travel and technology

e Access to our Employee Network Groups, which represent every strand of
diversity and allow colleagues to connect and learn from each other on an
open, inclusive platform

e Central location, so easily accessible via public transport links

e Joining a busy, fast paced working environment
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Recruitment Consultant - Education
Liverpool

Basic circa £30,000 - £35,000

Highly competitive bonus scheme

Shift pattern working hours 7-4 or 9-6 in term time
Reduced working hours in non-term time
Modern Offices

Company pension

Health Insurance after qualifying period
Child Care Vouchers

Work from home part of the week available.
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Recruitment Consultant

Posted 20 April by Rec2Rec Search (Permanent Personnel Ltd) EasyApply Featured

® £30,000 - £35,000 per annum © Liverpool, Merseyside

(® Permanent, full-time @ Work from home
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* Every day , stll ot change, wil give them a call tomorrow.

Regards
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Hi Al

Looked a litte later in the Day, and stillno movement, no point in phoning, voice message states they are busy and directs you to the web site

Regards
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Hi Rebekah,
Just need a better understanding, example if the DBS clears Tuesday do | start Wednesday ?
Regards

Mick
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HiRebekah,

Spoken with John .and totally understand the position i am in, lucky for me i have other work on-going, which can keep me busy, the maintenance has been extended
once again today until 1400 Hrs . which in its self is annoying, but still looking forward to getting into the office, when that happens.

I have put the word around ref the Cardiff vacancy but i think it's landed on deaf ears.

regards
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Morning Scott Lisa,

Ref a start date , my concern s a time line for the DBS to clear ,
Is it possible for you to submit another start date for me, so | and
Regards

Mick

On Thursday, 14 October 2021, 10:50:32 BST, michael donovan

Just 50 you are aware, | had to select the Enhanced DBS form, ¢
I have informed R Thomas at Swansea ACC
Regards

Mick
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Morning Both,
Welcome to Capita My short story so Far.

Offer accepted end of September and given a start date of 18" Oct 21

DBS paperwork submitted 9 Oct 21 cleared finally on or around 16 Dec 21, new start date 20" Dec 21.
Office work / training 20-23" Dec 21 no PUID for role or DRS log in available for Capita working

29 & 30 Dec 21 WFH Modnet lap top switched on / Monitoring emails,

Happy new year.

4% —7 Jan 2022 First week working in the office, No new DRS Capita Account or PUID / uniform ordered and by the end of the week most of the uniform had arrived plus my
‘Samsung Tablet to commence my workday process and capita Training.

‘Workday Documents required were to be honest a nightmare and still on going. John not sure if the correct documents have arrived in you inbox as yet, but is allowed me to
forward the documents on ? Health declaration and HMRC document.

In between the Recruiters course | am dipping into the Capita training as and when | can, | have not received any emails ref a new DRS Account or PUID.

Speak soon.
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HiHelen,
I hope you had a fantastic Christmas and new year.

Our new starter is with us now so | just wanted to give you his size information for
the Capita uniform if that's ok? He is a medium. Can he please have a name badge?

Will he be automatically issued a Capita tablet too?
Many thanks,

Rebekah
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‘Subject: RE: New Starter Query

Can you call me please Rebekah this is nothing to do with you. This is down to HR to action. Do not proceed
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Hello Emily,
I hope you are well

We have a new recruiter in ACC Swansea, Mick Donovan and he has had a few issues with the onboarding process through workday.
complete and attached but this is difficult through the issued tablets.

Please see attached for the outstanding paperwork
I have copied Mick into this email along with his line manager.
If you need anything further from us please let me know.

Many thanks,
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Good morning,
Just looking for an update if any on my new recruiter's MODnet/DRS account please?
Many thanks,

Rebhekah
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Hi Rebekah

In what way? if you give me idea of what you need I can see if | can and if not advise who can
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Hi Mick,
What a journey ! 1 am really sorry its hasn't gone a smoothly , | have no excuses.

Please confirm you have contacted Capita pay, | need to know you are being paid as the cut is next week The only
documents | have received is your passport confirmation.

Keep chipping away mate, enjoy your course,
Regards

John
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Log in details are P (@capita.co.uk and click forgot password. Boom you're in! (Hopefully)

Once your in, there are online courses for Capita to complete, all there ready and waiting. Lots of tasks to complete on workday - one of these is pay
details.

There are lots of forms to complete but you will struggle to do on the tablet so the workaround is to forward the forms to your work email or personal email
to print. Then complete and scan to People Hub. They will process the paperwork for you. People Hub contact is: Capita People Hub
peoplehub@capita.com | literally scanned my new starters forms and documents and attached them to a email to People Hub. They then confirmed he is
on the system, etc.

DRS TRAINING

You can show the new starter DRS, and have them sit with you to explore the system etc. Tom Hicken can also do DRS training - they do not need an
account for this training which is good. However, once they do get an account Tom can deliver further training. DRS will take time to get used to and |
think everyone has their own way of doing things, running reports etc. What | find works best, someone else may have a different way of doing the same
thing so just bear that in mind.

OTHER TRAINING

Fingers crossed the process for your new starter runs smoothly and if not there is a lot they can do while waiting for log in details such as online training
courses, the leamer journey tasks, introduction to the business etc.

| don't want to tell you how to do things as every office is different and everyone manages the operation slightly differently but we have introduced our new
started to the business bit by bit. Introduction to the office, other services and facilities. He has worked with each member of the team to understand their
role, their story and what they do daily through shadowing. He has been introduced to the systems we use, firstly by watching but now he has log in
details he is able to have a go himself. At the moment we are monitoring this as it will take time to get used to and also working on parts of the pipeline
together. We have also taken him to events to show him the engagement element of the role, how to attract and start applications

When allowed, it will be great to get the new starter out and about, visiting other offices in the sector and region. | think a visit to the assessment centre,
NRC and BT is invaluable but of course had to book this right now with the pandemic.

If you have any questions or concems please let me know.
Many thanks,
Rebekah
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INITIAL CONTACT

| think the most important thing here is engagement and communication - once the candidate has been successful and has accepted their job offer, make
every effort to contact them weekly to update them on the process and to find out where they are. We all know how long the vetting link takes.. They may
even update you on how the process is going.

| am pretty sure once the candidate has completed all of the relevant steps such as the vetting, they will be given a P number (think of this like DRS when
a candidate is successfully loaded to training, completed SWD then they are given a service number) so remember a P number is an employee number.

TRAINING AND ACCOUNTS

Please see attached for a leamer journeys (for recruiter, lead recruiter, careers advisor and co-ordinator depending on the role you are filling) which will
take the new starter through the relevant leaming and training — some things will have to be done virtually. For example, the RG recruitment course is
currently virtual and is four days long.

Once the new starter has a P number, you will be able to request a DRS and MODNET account - | have attached the request form to this email. Please

note it will take roughly 7-10 days to come through — don't be afraid to email for an update on this if necessary. RG IHub are responsible for this. Pete
Church is an absolute gem, he was really helpful with Mick's onboarding.

They should be given a MODNET account example.example111@mod.qov.uk and a role RG-ACC-example-rec - they need a role in order to have
access to SharePoint, etc

Once they have an email, update this with your CSM's and other contacts. Also request they are added to the RG COMMS email distribution list. Helen
Logan will do this.

WORKDAY

Joanna Loftus at the NRC will send a tablet to the new starter, these usually arrive rather quickly, once the new starter has started or you have a start
date you could send her an email to get the ball rolling? The delivery of the tablet is quick

They should be added to the uniform order, will get issued a name badge too then. Helen Logan is a great contact.
For any IT issues call 0300 303 2452 - don't bother calling any other number you are given

Once the tablet has been set up type this link into the internet explorer: http:/microsoft applications.com
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Hi Rebekah,
Thisis excellent, | will forward this to the R2 ROMs who | know are going through the same on boarding issues.
Andy,

We also discussed a new starter welcome pack , that would be cream on top of the cake!

Carla, Lisa and Sinead,
At least you have some guidance to follow now, lets hope your new hires willfind the onboarding process a lttle easier ?

"
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Rebekah, this is amazing

Thank you SO much

Kind Regards,

STOTREPERET-

Hello,
Thanks for sharing this.
I have a new starter joining us shortly so | will definitely be using this guide — life saver!

1 will of course call you if | have any questions

Many Thanks

b N

Lead Recruiter | Worcester ACC | Region 3
British Army Recruiting Group — In partnership with Capita
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New start journey/onboarding process guide really enjoyable task

| would really like to continue to get involved with this sort of thing

Was there any feedback from HR/higher up regarding my guide and will it be utilised in other offices at
all?

Unable to carry on as this isn’'t my area — this is down to HR and communication/engagement team
Leave current role? Look for upcoming opportunities with them if any?

No option to do both

Role as Lead Recruiter is to solely recruit for the British Army

Can discuss more during appraisal

Raise questions on the next regional teams call?




image1.png
The Code

Capita’s Code of Conduct
December 2021, Version 2.0




