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AC 1.3
Decisions on the appropriate method of recruitment for a new role can be discussed between the people team and line managers in terms of the importance of the role, the level of urgency to fill the role and the resources available to the team (Thompson and Beardwell, 2017). Initially, advertising new roles internally through the staff newsletter and company intranet will create opportunities for current Healthcare on Hand employees to progress upwards or move horizontally (Maddox-Daines, 2013; Torrington et al, 2020). However, it is good practice to go out to recruit externally whilst still considering internal candidates (Torrington et al, 2020). 
Job seekers are turning more frequently to the internet when job searching, thus, the team will continue to use E-recruitment methods including job boards, professional networking sites such as Linked In, and social media (Taylor and Woodhams, 2022a). However, we will also continue our localised advertising such as keeping a good working relationship with the job centres and attending college and university careers fairs to reach candidates from all backgrounds (Etherington, 2020). In order to access a large catalogue of potential candidates and the specialist needs of certain care roles, the team will work to develop a strong relationship with recruitment agencies who can provide suitable candidates in a timely manner (Cresswell, 2021). Lastly, the team intend to promote an employer referral scheme with the current Healthcare on Hand employees, offering incentives such as financial reward for successful referrals (Abbas et al, 2021). 

AC 1.2
Once a need for a role has been established, it is good practice to perform a job analysis or design. A job analysis involves gathering information pertaining to the role such as the duties and responsibilities, the knowledge and skills required to effectively perform the role and the resources required for the person to be successful in the role (Gifford, 2021). This information will be collated by the new people team and will be gathered from an array of sources, both internally from the organisation and externally. The current role-holder is a useful source on information; interviewing the incumbent, observing them completing their daily tasks or asking them to complete a questionnaire are all valuable tools in crafting a description of the role (Danao, 2023). Line managers and fellow team members can also provide different insights into what is expected from the role (Indeed Editorial Team, 2022).
Deriving from the job description, a person specification will also be created to outline the personal qualities and attributes required to perform the role (Redman and Wilkinson, 2013; Marchington et al, 2021). The specification should include the skills, knowledge, experience, qualifications and personal qualities deemed necessary in order for the role to be performed effectively (Taylor and Woodhams, 2022b). The criteria in a person specification is often divided into two classifications; essential and desirable. The team will work with the line managers to produce the person specification, establishing what is an essential requirement for executing the role and what is not necessarily vital but would be an asset for the successful candidate to have (Lennox, 2017). 

Following the recent expansion of the People team, we have prepared a document introducing the aspects of people management that the new team will be responsible for and how they will support you in the employee lifecycle of your team members.
AC 1.1
The employee lifecycle is the interactive journey an employee takes once joining an organisation and can help people professionals understand where they can engage with employees at different stages (Maddox-Daines, 2013; Waite et al, 2021). The model can be adapted for our organisation’s needs; however, it typically encompasses six key stages; attraction, recruitment, onboarding, development, retention and separation (Maddox-Daines, 2013; Cattermole, 2019). Firstly, the new people team will be responsible for developing Healthcare on Hand’s strategy of attracting candidates, including establishing the employer brand and employee value proposition (EVP) (Armstrong and Taylor, 2020; Maddox-Daines, 2013). By building our employer brand, potential candidates become aware of the organisation and its reputation; we will achieve this through sharing employee reviews, attending job fairs and corporate events and updating our corporate website and accompanying social media accounts, to name a few (Taylor and Woodhams, 2022a; Thompson and Beardwell, 2017). 
The team will take full responsibility for the recruitment process, including defining the type and number of vacancies required, otherwise known as workforce planning, advertising and compiling all recruitment documentation (Waite et al, 2021; Taylor and Woodhams, 2022a). Our advertising during both the attraction and recruitment stages should sell a strong EVP that shows what new employees would gain from joining Healthcare on Hand, including rewards and benefits, training and development and a positive organisational culture (Cattermole, 2019). 
Onboarding is key in the lifecycle and is the opportunity for us make a positive first impression with new employees (Waits et al, 2021). The people team, in collaboration with the line managers, will work to create a welcoming environment for the new employee and act as a conduit, making introductions with managers and peers, giving site tours and ensuring the employee understands what is expected from them (Acas, 2015; Schiemann, 2014). Monitoring employee engagement is crucial for retention and the people team’s role in this stage will be continuous; conducting engagement surveys and performance reviews and arranging training and development opportunities will all contribute to keeping employees motivated (Acas, 2015; Cattermole, 2019). Lastly, the team will track employee turnover through both qualitative and quantitative means; data, exit interviews and surveys will provide insight into why people leave and how to improve retention (Thompson and Beardwell, 2017; Taylor and Woodhams, 2022a). 


The People Team and its Services
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Recruitment copy, both internal and external, should be clear and concise whilst providing a certain level of
detail for the target audience (Waite et al, 2021). In our recruitment copy, we will aim to avoid using jargon
or ‘business speak’ as complicated or overly-technical language can often be off-putting for younger applicants,
a labour market we are hoping to tap into (Wallis, 2017). The team will also be aware of any gendered language
in the copy that could potentially be perceived as gender-coding or unconscious bias as we continue to work on
our organisation’s equality and diversity strategy (Cave, 2022). The basic details of the role will be evident on
every vacancy advert; name of role, summary of duties and responsibilities, salary, hours worked, location, the
reporting manager and qualifications and skills required (Yonahara and Schickman, 2012; Garcia, 2018).

Initially, the team intend to create a bank of established job advert templates applicable to a majority of roles,
however, in the case of difficult to recruit roles, the copy of the advert will need to receive further 
consideration (Lee, 2020). The core information of the copy will be crafted in collaboration with the line 
managers providing the key detail needed in the advert (Lee, 2020). Our recruitment material will provide a
broad overview of the organisation, our vision and values before the inclusion of the job description and person
specification, giving the interested applicants an insight into Healthcare on Hand (CIPD, 2017). Additionally, we
will include the employment benefits package in the copy including holiday allowance, pension scheme,
learning and development and our cycle to work scheme (Redman and Wilkinson, 2013; McCartney, 2022).


To conclude, the new team will be engaging with every stage of the employee cycle, with the cooperation of the line managers, and, in particular, will be looking to improve our recruitment and selection process. The team will continue to develop our people management processes and work on creating a harmonious and collaborative relationship with the management team to reach our strategic goals. If any questions or concerns have been raised by the information within this document, please reach out to the People team for clarification.
Word count = 1607
AC 2.4
Several pieces of legislation govern document retention in the
United Kingdom such as the Data Protection Act (1998), the
Limitation Act (1980) and the UK General Data Protection
Regulation (UK GDPR). The Limitation Act encompasses the
majority of documents generated by a business and, according
to the Act, should be stored for at least six years (Ravey, 2019). 
Although the laws protecting personal data do not give explicit
timelines or expiry dates, there are recommended periods of
retention for selection records such as application forms,
interview notes, shortlisting scores and tests, which is six
months to a year (Ayling, 2022). It is good practice to keep
application forms and interview notes of both unsuccessful
and successful candidates in case of potential future complaints
of discrimination or unfair dismissal (HR Solutions, 2018; NCVO,
2022). All participants in the interview process should ensure
that interview notes are clear and show that an objective
decision has been made based on the criteria required for the 
role (Warwickshire County Council, 2020).


AC 2.1
The traditional approach to selection is typically a combination of
application forms, some form of interview and reference checks which
will be the selection process the new team will be adopting for the
majority of roles (Torrington et al, 2020). However, the team would 
like to explore a choice of modern selection approaches for certain
roles that could identify the right candidate for a position more
efficiently. The new team will continue to utilise application forms as
the main standardised way to collect information from candidates for
selection and potentially look into introducing an Applicant Tracking
System as job applications continue to move online (Heaslip, 2013;
Torrington et al, 2020). In order to shortlist more efficiently, we can
Implement ‘killer questions’ at various stages of the application
process that, when answered incorrectly, eliminate the applicant from
the final selection (Thompson and Beardwell, 2017). Furthermore, the
team will utilise competency profiles in the shortlisting process, both in
the criteria and at the interview stage, to objectively decide the right
candidate that possesses the competencies that Healthcare on Hand
values most (Torrington et al, 2020). 

Introducing psychometric tests into our selection process will provide
us with further insights into future employees’ behaviours and thought
processes, contributing to our understanding of how they could
potentially fit in the organisation (Wadsworth, 2022). Tests assessing
candidates’ situational judgement, skills and knowledge such as role
plays, simulations and cognitive ability tests are becoming more
frequently used in selection processes and are ‘highly predictive of job
performance and culture fit’ (Halcrow, 2021). However, both the cost
for training and administering the tests and the validity and 
appropriateness of the tests will need to be considered by the team
before implementation (Maxwell, 2021).
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{CANDIDATE NAME}
{CANDIDATE ADDRESS LINE 1}
{CANDIDATE ADDRESS LINE 2}
{TOWN}
{COUNTY}
{POSTCODE}


Dear Dr/Mr/Mrs/Miss/Ms {CANDIDATE NAME},

I am pleased to confirm your appointment to the position of {POSITION TITLE} following your interview on {INTERVIEW DATE}. Your confirmed salary is {SALARY RATE} and you will be based at our office in {LOCATION} with daily travel required as part of the role. This is a {PERMANENT/TEMPORARY/FIXED CONTRACT} position and your working hours are {HOURS}. This appointment is subject to Healthcare on Hand’s rules and regulations; please see contract enclosed for further terms and conditions. 
The post is subject to satisfactory pre-employment checks, including an enhanced Disclosure and Barring Service (DBS) check, with instructions enclosed on how to complete the process. Please present the DBS certificate issued to you upon completion to the People team. Please also present your “right to work in the UK” documentation (Passport, Birth Certificate or relevant documentation) to the People team. 
We will hold any personal data relating to you in accordance with legal obligations, as set out in our Privacy and Personal Data policy which is enclosed in the accompanying contract, and in accordance with GDPR. 
To accept the offer, please return this letter signed to the contact below.
If you have any questions regarding the above, please do not hesitate to contact us. We would like to congratulate you on your appointment and look forward to you joining the organisation.

Yours sincerely,
{TEAM MEMBER’S NAME}
{TEAM MEMBER’S TITLE}






[image: ]{DATE OF LETTER}
{CANDIDATE NAME}
{CANDIDATE ADDRESS LINE 1}
{CANDIDATE ADDRESS LINE 2}
{TOWN}
{COUNTY}
{POSTCODE}


Dear Dr/Mr/Mrs/Miss/Ms {CANDIDATE NAME},

Thank you for attending the interview for the position of {POSITION TITLE} on {INTERVIEW DATE}. After careful consideration, we will not be moving forward with you for this position. In your interview, you did show {FEEDBACK}, however, what we found to be missing was {FEEDBACK} which would be required for the role. 
We would like to keep your application on file if you would like to be considered for any future opportunities that may arise with us.
If you have any questions regarding the above or would like to receive further feedback, please do not hesitate to contact us. We would like to thank you for your interest in working for our organisation and wish you all the best.

Yours sincerely,
{TEAM MEMBER’S NAME}
{TEAM MEMBER’S TITLE}
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