Briefing Paper: The Employee Lifecycle
By Ffion Davies

Background of the Organisation
Healthcare on Hand, a rapidly growing organisation that offers home healthcare to adults and children with complex needs, was founded in 2017. The owners took pleasure in being actively involved in all aspects of people management from the beginning, including conducting interviews with every new hire. As the organisation has expanded, they have come to the realisation that they cannot participate in all activities and want to formalise many people's practices. A small people team will oversee all areas of people management in order to achieve this.
Purpose
This briefing paper will be used to inform line managers on the services the new team will provides when they meet with them.

The Different Stages of the Employee Lifecycle
Within the growth of an organisation, the employee life cycle plays a significant role. The stages an employee goes through while working for an organisation, from hiring to retirement, are known to as the employee lifecycle.
Stage 1: Attraction
The employee life cycle often starts when a potential employee learns about an organisation for the first time. The different stages of attracting potential employees are creating a job description and advertise it. To attract employees to an organisation, they can provide benefits and incentives. Flexible work schedules and paid annual leave and sick leave are a some of the well-liked benefits an organisation can provide. Creating a positive image of an organisation and ensuring that the candidates are aware of it is essential to employer branding. Using a variety of marketing media to advertise. Employer branding is what differentiates your organisation from the competition. 
Stage 2: Recruitment & Selection
“Attraction can take place whether or not the organisation has a vacancy, but recruitment and selection only take place once a vacancy exists.” (Waite et al., 2021). An important stage of the employee life cycle is recruitment. An organisation must evaluate each application they receive to hire the best candidate for the position. To employ the best candidate, an organisation must put effort into shortlisting the applicants. It is crucial to keep in mind that candidates are choosing whether they want to work for the organisation during recruiting and selection processes, and a positive first impression is likely to capture their interest. Finding potential employees who are not only qualified for the position but also a good fit for the organisational culture is the responsibility of the people professional at the first stage of the employee lifecycle.
Stage 3: Onboarding
Once a candidate has been chosen and they have accepted the job offer, onboarding is the next stage. This is where new employees are welcomed and assisted in adjusting to their new roles. Collaboration between HR staff members, IT team, and particular department managers may be necessary for this. These initiatives often include showing them around the workplace, assisting them paperwork, conducting brief training or informational sessions about the organisation and their new roles. It is important to make sure an organisation provides enough detail so that new employees are aware of the organisation's objectives, philosophies, and values (C. Symonds, 2021).  For new employees to contribute and succeed, the role of people professional must ensure that onboarding is a positive and efficient experience for them.
Stage 4: Employee Development
During this stage, an organisation should support skill development so that employees may perform better in their roles and further their careers within an organisation. This could involve conducting employee evaluations, giving, and receiving feedback, and asking about the career objectives of the staff (Indeed Editorial Team, 2021). For employees to achieve their aspirations, development plans must be developed and put into place by a people professional.
Stage 5: Retention
Retaining employees is crucial once an organisation has invested in staff recruitment, selection, onboarding, and development (Waite et al., 2021). Organisations should concentrate their efforts on retaining their top employees and making sure they are content and properly challenged in their individual tasks within the team (E. Barr, 2020). Poor organisational culture generally results in a high staff turnover rate, which means you will frequently incur replacement costs. Some turnover is healthy since it makes room for new hires and the influx of new talent and abilities. There are other additional elements that might influence the level of employee retention, both internally and externally driven. Examples of internal factors are pay, employee benefits, work-life balance, and training & development. Examples of external factors are family or personal circumstances, health & well-being, childcare, and marketing changes in sectors.
Stage 6:  Separation
The final stage of the employee life cycle is the employee separation stage. Whether due to retirement, finding new employment, or for personal reasons, the employment lifecycle of many workers eventually comes to an end (E. Barr, 2020). A departure interview may be conducted to better understand the employee's reasons for leaving and discover ways the company may improve. This involves the employee returning company property like access cards or technology (Indeed Editorial Team, 2021). It is the duty of the people professionals to identify and resolve issues that could lead to staff resigning from the organisation.

Different Ways in Which Information for Specified Roles Can Be Prepared
You can prepare information in a variety of ways for specified jobs. 
Some of the widely used methods:
Job Descriptions
A job description is a document that lists the roles and responsibilities of a specific position, usually presented in bullet-point style, but this does vary depending on the role (Paydata, 2020). “Well crafted job descriptions can be useful from both an employer and employee perspective” (J. Rosser, 2021).
Employee Handbooks
An employee handbook is a method to improve the experience of onboarding new employees. It might be applied to successfully welcome and acclimate new team members to the workplace. Handbooks are an excellent resource for introducing the company's mission, vision, and benefits in a way that will engage and inspire new employees. An employee handbook is there for employees to understand what is expected of them, what they must do to progress and where they can turn for assistance (SmartClick, 2020).
Training
Giving employees the knowledge and skills they need to succeed in their roles is done through training. “Employee training is a significant part of an organisation’s growth and success. A well-trained workforce is more productive and efficient at their roles, enabling them to contribute at a high level to their organisation.”(D. Gupta, 2022). Examples of different types of training methods are e-learning, on-the-job training and job shadowing. 

Different Recruitment Methods and When is it Appropriate to Use Them
Depending on the requirements of the organisation and the role being filled, a variety of different recruitment methods can be used. There are external and internal methods. 
Examples of external methods are job search sites, social media, organisation’s websites, and job fairs. There are advantages and disadvantages to external recruitment. Advantages include greater number of prospective candidates, may introduce fresh concepts, new skills, and enthusiasm to the organisation (BBC Bitesize, n.d.). Disadvantages include increased costs if advertising on job sites and it can take more time than internal recruitment. Using external recruitment methods are appropriate if an organisation is filling a new role, when an organisation is growing or when there are specific requirements (J. Herrity, 2022). 
Examples of internal recruitment methods are promotions, using previous applicants, advertising jobs for internal applicants only and moving contractors into full-time positions. Advantages of using internal recruitment is that it can be cost-effective and efficient, less disruption as the organisation is recruiting someone who already has an awareness of the company and the role and increased engagement by demonstrating to employees your appreciation for what they do to the organisation and by providing opportunities for progression (Structural, 2022). There are certain drawbacks to hiring internally, including a restricted pool of candidates, shortages in current departments, and a lack of innovative ideas inside the organisation (Indeed Editorial Team, 2022).

Factors to Consider when Deciding on the Content of Copy Used in Recruitment Methods
Copy refers to the text that appears in job advertisements. Important elements include job title, location, vital information from job description and person specification, pay and key benefits, name of the organisation, application deadline, and how to apply should be included in the copy (Waite et al., 2021).
Factors to consider when writing copy are what is the role, who is your audience and what are their needs, the organisations brand, values, and culture.
The amount of information will depend on if an internal or external audience is the target audience. For instance, since the organisation's name and core values are well recognised, internal advertisements won't need to include them.
Copy should appropriately reflect the organisation and the position. While it's crucial to project a positive image, this should be balanced with the truth about the offerings (Waite et al., 2021). So that prospective employees can understand what it would be like to work at the organisation, the content should represent the culture and values of the organisation.

Different Selection Methods and When it is Appropriate to Use Them
Employers can choose from a wide range of selection methods, each of which has advantages and disadvantages associated with it. The most popular selection methods are interviews, psychometric tests and assessment centres (G. Maxwell, 2021).
The most used type of selection is interviews. These are meetings between the employer and the candidate that can take place in person, over the phone, or by video call. Interviews provide organisations the opportunity to learn more about a candidate's personality and skills which can determine whether they are a good fit for the position (BBC Bitesize, n.d.). Interviews, however, might be biased in favour of those who are better communicators.
Another method for selection is assessment centres. This is where candidates must perform a variety of activities, which are utilised for selection. These centres frequently combine behavioural ratings, cognitive tests, and personality tests that are collected from various sources (G. Maxwell, 2021).
Employers can systematically evaluate individual differences using psychometric exams (for example in ability, aptitude, or personality). When evaluating large numbers of applications, they are frequently conducted online (G. Maxwell, 2021). Organisations use the results to determine which candidates are most suited for the position and who will fit in the workplace the best.

The Selection Records that Need to be Retained
There is no set retention time for many different types of HR records; the organisation makes this choice. Depending on the kind of document, many organisations arrive at significantly different conclusions on the required retention times (L. Ayling, 2022). It is advised that many records be retained for at least six years in accordance with the UK Limitation Act 1980, which imposes a six-year time limit for contractual claims.
The types of records that should be kept include:
· CVs
· Application Forms
· Interview or Assessment Centre Notes
· References
For applications forms and interview notes of unsuccessful candidates, the recommend period of retention is 6 months to a year. After an employee's employment ends, personnel files and training records should be preserved for six years, however it may be illogical to refer to expired warnings after two years have passed (L. Ayling, 2022).
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Letter of Appointment
Healthcare on Hand



Candidates Name
Candidates Address Line 1
Candidates Address Line 2
Candidates Address Line 3
Candidates Address Line 4

Dear Candidate Name,  

We would like to thank you for attending the interview for position of job title on date.
 
We feel you would make a great addition to our team and we are pleased to confirm your appointment with Healthcare on Hand to the position of job title.

Start Date:


Position Hours:


Salary:


Benefits:


Probation Period: 



Finally, I would like to take this opportunity to congratulate you on your success.
We kindly request that you review these terms and respond within two weeks of receiving this letter with your acceptance or declination.

Should you have any queries, please contact People Manager by telephone on 00000 000000. 

Yours sincerely,
 People Team
Healthcare on Hand
Letter of Non-Appointment

Healthcare on Hand






Candidates Name
Candidates Address Line 1
Candidates Address Line 2
Candidates Address Line 3
Candidates Address Line 4


Dear Candidate Name, 

We would like to thank you for attending the interview for position of job title on date with Healthcare on Hand.
 
We appreciate you taking the time to apply but unfortunately, you have not been successful. 

Although we have chosen another applicant for this position, we still urge you to apply for future positions with Healthcare on Hand that fit your experience and qualifications.

Yours sincerely,
 
People Team
Healthcare on Hand



