 PROJECT INITIATION DOCUMENT (PID)

Investigating a Business Issue from a HR Perspective

Students Name: Dionne Stacey 
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
	Dionne Stacey 

	2. Organisation name:
	Montagne Jeunesse

	3. Type of business:

Nature of business and customer profile:
	Private Manufacturing 
Manufacturers cosmetic facemasks 


	4. Number employed by organisation:
	96

	5. Number employed within human resources (HR) department (if applicable):
	3 in UK. 7 in total internationally. 

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


	· Managing employer and employee relations 
· Managing case work relating to ER 

· Providing employment advise to managers in accordance with employment law 

· Recruitments and onboarding

· Managing training and development requests and obligations 

· Maintaining accurate and up to date staff records

· Managing employee benefit schemes. 

· Producing and managing company policies and process in line with employment and labour law compliance. 
· Conducting performance management. 

· Managing Payroll exceptions. 

· Site Management



	7. Your job title:


	HR Officer 

	8. How long have you been in this job?
	1 year and 9 months

	9. Outline main purpose of your job:


	To provide proactive and accurate administrative support to the HR department, whist assisting in the day-to-day function as a HR generalist and be the first point of contact for the HR department.



	10. List the HR responsibilities within your job:


	1. General HR Admin

· Generation of standard HR correspondence and documentation.  
· Keeping personnel files and relevant systems up to date. 
2. Attendance Monitoring: 

· Keeping all attendance monitoring systems (including absence management and leave) up to date.
· Clarifying any gaps in attendance with Managers in a timely fashion and updating the relevant systems ensuring the corresponding paperwork is completed by the relevant manager and the original filed appropriately. 
· Reporting back to HRM with any concerns. 

· Producing monthly absence report. 

3. Administration of temporary workers: 

· Preparing temporary contracts of employment.

· Keeping the temporary worker DB up to date with starters, finishers and changes to personal details.

· Checking new starter paperwork to ensure compliance and clarifying any gaps in information with warehouse supervisor.

4. Recruitment & Induction 

· Placing job adverts.
· Acknowledging applications from new candidates. 

· Liaising with candidates to set up interviews with the HRM and departmental Manager.

· Liaising with unsuccessful candidates in a timely fashion. 

· Keeping the recruitment DB up to date for every position.

· Referencing new employees and temporary workers. 
· Issuing new starter packs.
· Creating and coordinating onboarding plans with managers for new starters. 
· Carrying out inductions with new starters. 

· Carrying our first stage telephone interviews. 

5. Performance Management 

· Attend annual appraisals and mid year reviews to ensure compliance with company procedure and consistency / fairness across the business ensuring all team members have a meaningful exchange with their manager. 

· Coordinate and attend probationary review meetings with new starters. 
6. Ad Hoc

· HR research and project support as required. 

· Note taking at meetings where needed. 

· To assist with periodic internal HR auditing to ensure compliance with the GDPR 2018. 

7. Facilities / Site 

· Liaising with third party companies to schedule routine maintenance visits.
· Coordinating emergency repair requests.
· Facilitating any site improvement requests e.g. project managing. 


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


	Name: Wanda Bridge 
Job title: HR Director 
Relationship to you: Employer/ 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: To assess the emotional labour of the HR department during and post the COVID-19 period. 
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. To assess the emotional strain of HR professionals during covid
2. To compare workload pressures during covid and post covid. 
3. To question the professional expectation of HR professionals during covid (Feeling rules). 

4. To make recommendations to the CIPD and businesses to further support HR professionals.  
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:

· Ask questions to HR participants about covid19, burnout, emotional labour etc. 
Tasks relevant to objective one:

· Carry out interviews with the HR team. 
· Conduct more research into HR burnout, emotional labour and Professional expectations. 
Questions relevant to objective two:

· Are workloads of HR professionals still increasing or have they reduced with easing lockdowns? 
· What does the future of HR departments look like? 
Tasks relevant to objective two:

· Carry out interviews with the HR team. 

· Research into the expected future of HR departments. 
Questions relevant to objective three:
· Do you feel that you had to act at a high standard during the pandemic?
· Did you feel that HR professional had to be perfect? 

· Did you experience a high level of complaints from staff in relation to covid?
Tasks relevant to objective three:

· Carry out interviews with the HR team. 

· Research into feeling rules and professional standards in Hr teams. .
Questions relevant to objective four:

· Why are there very little mental health resources and support for HR professionals. 
Tasks relevant to objective four:
· Evaluate CIPD resource 

· Review other potential resources for HR. 
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.  

By undertaking this report and research 
· Providing the HR department with more support re additional support and mental health resources 

· Elevate the understanding of the HR role to senior managers and Stakeholders. 

· Highlight concerns to the role of HR 

· Highlight the stain of Covid19 on HR departments

· Highlight backlogs in work and demand of HR in uncertain times. 
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.

· Disturb the engagement of the HR department. 

· Trigger emotional events whilst conducting interviews.
· Nonparticipation 
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.

· Interviewing all HR staff and HR leavers 

· Time of interviewing during work which will also cost time. 
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.

I intend to use a one-to-one interview method to collect the primary research. The reason for the chose to due to the nature of the research topic of emotional labour and one to one as other members of the HR team may feel intimidated speaking about their experiences during covid with the head of HR within the group. 
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 plan to conduct one to one interview with HR team members to protect their confidentiality and to have more of an open conversation about their experiences during covid19. 
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.
I will be collecting data from the entire HR department (7 participants). I anticipate that all participants will take part, however there is a risk that some may refuse if they believe that their interview data may be reported back to the HR director. 

I plan on approaching all members of the HR department on a one-to-one basis and reassure them members that their data will be kept confidential, and all sensitive data will be redacted.  
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:

· Arnald (2021). Who’s helping HR in the stress pandemic? [online] Personnel Today. Available at: https://www.personneltoday.com/hr/whos-helping-hr-in-the-stress-pandemic/ [Accessed 6 Jul. 2021].
· Carney, L. (2020). Why HR professionals are most at risk of burnout. [online] HRZone. Available at: https://www.hrzone.com/perform/people/why-hr-professionals-are-most-at-risk-of-burnout [Accessed 7 Jul. 2021].
· Greedy (2021). HR Magazine - HR in post-COVID burnout. [online] HR Magazine. Available at: https://www.hrmagazine.co.uk/content/news/hr-in-post-covid-burnout [Accessed 7 Jul. 2021].
· People Strategy (2020). How to prevent HR burnout during a crisis (and in general). [online] PeopleStrategy. Available at: https://www.peoplestrategy.com/how-to-prevent-hr-burnout-especially-during-a-crisis/ [Accessed 7 Jul. 2021].
· Chwarae Teg (2021). The Impact of Covid-19 on women in Wales. [online] Chwarae Teg. Available at: https://chwaraeteg.com/research/covid19-women-work-wales/ [Accessed 7 Jul. 2021].
· Zapien (2020). Self-Care for HR in the Time of COVID-19 | PIHRA. [online] pihra.org. Available at: https://www.pihra.org/pihra-news/self-care-for-hr-in-the-time-of-covid-19/ [Accessed 7 Jul. 2021].
· Deloitte (n.d.). COVID-19’s impact on the workforce: Insight for HR teams. [online] Deloitte United Kingdom. Available at: https://www2.deloitte.com/uk/en/pages/human-capital/articles/covid-19-impact-on-the-workforce-insight-for-hr-teams.html.
Books (on topic area and associated subjects):

· Hermann Troger (2021). HUMAN RESOURCE MANAGEMENT IN A POST COVID-19 WORLD : new distribution of power, individualization,... digitalization and demographic developments. S.L.: Springer.
Books (on research methodology):

· Saunders, M., Lewis, P. and Thornhill, A. (2018) Research Methods for Business Students, 8 ed., Harlow: FT/Prentice Hall
· Bryman, A., Bell, E. and Harley B. (2019) Business Research Methods, 5 ed., Oxford
·  Braun, V. and Clarke, V. (2019). Successful qualitative research a practical guide for beginners. Johanneshov: Mtm.
Peer reviewed research papers:

· Gigauri, Iza. (2020). Effects of Covid-19 on Human Resource Management from the Perspective of Digitalization and Work-life-balance. International Journal of Innovative Technologies in Economy. 4. 10.31435/rsglobal_ijite/30092020/7148.
· Caligiuri, P., De Cieri, H., Minbaeva, D., Verbeke, A. and Zimmermann, A. (2020). International HRM insights for navigating the COVID-19 pandemic: Implications for future research and practice. Journal of International Business Studies, [online] 51(5), pp.697–713. Available at: https://link.springer.com/article/10.1057/s41267-020-00335-9.
· Gigauri, I., 2020. Influence of Covid-19 Crisis on Human Resource Management and Companies’ Response: The Expert Study. International Journal of Management Science and Business Administration, 6(6), pp.15-24.
· LSE (2020). The impact of Covid-19 on human resource management: avoiding generalisations. [online] LSE Business Review. Available at: https://blogs.lse.ac.uk/businessreview/2020/05/22/the-impact-of-covid-19-on-human-resource-management-avoiding-generalisations/.
· Renee Paulet, Peter Holland, Damian Morgan. (2021) A meta‐review of 10 years of green human resource management: is Green HRM headed towards a roadblock or a revitalisation?. Asia Pacific Journal of Human Resources 59:2, pages 159-183.

· Crossref
· Santos, A., Mustafa, M.J. and Gwi, T.C. (2015), "Trait emotional intelligence, emotional labour, and burnout among Malaysian HR professionals", Management Research Review, Vol. 38 No. 1, pp. 67-88. https://doi.org/10.1108/MRR-06-2013-0143
· Karim, Mohammad. (2020). Emotional Labour: A New Concept in the Workplace of Human Resource Management.
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

Collect further research into HR burnout, Professional expectations (feeling rules), workforce pressure, leading through a Vuca environment etc. 
End of July
· Develop questions for one-to-one interviews and send to the Head of HR for approval. 
· Develop consent and participation forms 
Wc 9th of August 
Conduct interviews with participants and develop analysis report 
16th to the 23rd of August 
Write literature review and have regular sessions with supervisor. 
August to September 
Submission 
10th of October 2021 
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 can’t find much resource about covid19 and the emotional labour of HR as it’s not openly been spoken about, I’ve found some information in differing sections e.g HR burnout and feeling rules, can you please signpost me to additional resource. 

· The research topic is comparing against covid19 and post covid19. As covid cases are currently increasing and the possibility of another lockdown may be considered, should I conduct this comparison? 
· What would a typical IBI report look like? i.e., formatting? 
· How many sessions do we get with our supervisors?
· What additionally support will I receive as I’m dyslexic? 
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