Healthcare on Hand


Briefing Paper – The Employee Lifecycle
Issued To: Line Managers

Prepared by: Hannah Morgan, HR Advisor.

Date: 1st November 2022

Our Organisation

Healthcare on Hand provides healthcare to adults and children with complex needs in their own homes.
Introduction

Founded in 2017, Healthcare on Hand has rapidly grown and is now in the position to expand and have its own HR team. The proprietors took satisfaction in being actively involved in all elements of people management from the beginning, including conducting interviews with every new hire. They realise they can't continue to be involved in all activities now that the organisation has expanded and wish to formalise many people's practises. To do this, all elements of people management will be handled by a small people team. This briefing document will introduce the new team's services and serve as a guide for you about the employment lifecycle.
The Employee Lifecycle
The natural phases that an employee experiences while working for a company are referred to as the employee lifecycle. The Lifecycle is split into 6 stages;

Attraction
This is the projection of our company's reputation as a fantastic place to work, both in the eyes of existing employees and important stakeholders in the external market. We can make ourselves look like a more attractive business by raising our brand awareness, showing that we have a good culture and by offering good salary packages and benefits.

Recruitment

The finest recruitment strategies deliver the best candidate experience; encourage collaborative hiring based on precise standards and procedures, and offer valuable information that can be utilised to gradually improve hiring outcomes. Ways in which we can improve our recruitment methods is by employee referrals and trying out various recruitment platforms to see which one works best (Barr, 2022)
On Boarding
The on boarding process is crucial to ensuring that our new hires are as quickly and smoothly adapted to the organisational environment and their new position. New hires learn more about their positions in-depth during the on boarding process, as well as the attitudes, information, abilities, and behaviours needed to perform well within the company.
Development, 
During this time, we should start regularly encouraging professional growth among our team members. This will help them develop their skills and pave the way for a future career path inside the organisation (Barr, 2022)
Retention
We should concentrate on retaining top personnel and making sure they are content and properly challenged in their individual tasks within the team. Poor organisational culture results in a high staff turnover rate, which means we will frequently incur replacement costs. We can improve retention by hiring the right people, fostering great relationships with our employee’s, seek feedback, actively listen to our employee’s and by understanding what motivates them.

Separation
It is crucial to approach this step strategically and to treat the separation process with the same seriousness as the on boarding phase. The management and HR specialists at the organisation are in charge of ensuring that the departing employee does so without causing a significant commotion.
(Barr, 2022)

How to prepare information for specific job roles

The essential information to include in a job description is; company information, job overview; key accountabilities; responsibilities; qualifications needed for the role; skills and qualities; location, pay scale and the details on who they will be reporting into/subordinates(Hiring People, 2022). Essential criteria are the qualifications, experience, skills and knowledge an applicant must have to apply for the role, desirable criteria are skills and experience that an employer would prefer, which may be used to shortlist when a high volume of applications are received (HR, 2022). Human resources professionals can describe employer expectations and the role's requirements by doing a job analysis;
Interviewing the employee’s who are already in the job post

There are issues with this approach.  Employees may overstate or omit crucial information in an interview. HR experts should interview multiple candidates for the same post to address this issue. The HR experts will have more trustworthy data and results to work with as a result.
Using questionnaires distributed to the employee’s and line managers

The collection of reliable and practical data cannot be done just through questionnaires. It has some drawbacks, including high non-response rates, question misinterpretation, and erroneous information provided by participants. Surveys increase the sample size, but the results are less meaningful and authentic. It is best to use a combination of questionnaires and other job analysis approaches since job analysis must produce accurate data.
Through direct observation.

By using this technique, HR professionals can build a large sample pool and gain insight into the variables at play when studying employees. The analysis will still provide a great foundation to see how well the role is being performed because a person will work harder if they are aware that they are being evaluated. Without the proper application of job analysis techniques, HR professionals will struggle to find talent and fill positions inside an organisation (Khalil, 2020).
Different Recruitment Methods
Internal Recruiting; this method can be used when an employee is looking for progression within the company. This is the most cost-effective and the on boarding process will be shorter. It ensures that open positions are filled with candidates who already understand our company, its culture, and what is expected of them.
External Advertising; when a job role is opened up to the wider public, to attract outsourced candidates with fresh new idea’s or relevant experience. Although external recruitment can be a very expensive and time-consuming, it can considerably boost our chances of finding the appropriate candidate for a job.
Recruitment Agencies; The most qualified individuals are encouraged to apply for the position by a skilled recruiter who has access to a broad network of possible applicants. These applicants will have had pre-screening and pre-reference checks. Although engaging a reputable agency might be expensive, hiring qualified personnel to handle the labour-intensive and time-consuming task of recruiting can relieve a lot of the stress and free up our time so we can concentrate on more important tasks (Morris, 2020).
The Importance of accurate Job Advertisements
Important elements like the job title, location, vital information from the job description, salary and key benefits, the name of the company, the application deadline, and how to apply should be communicated in the copy. Internal advertisements won't need to provide organisational information like the organization's name or values because people will already be aware of them (Waite Et Al, 2021). 

Steps on writing a job advert; 

Use an accurate job title - When searching for a job, prospects find the position more easily when the job title is accurate.
Give a description of the company - A brief history provides the potential applicant with knowledge about our organisation's larger objectives beyond the specific function.
Clearly List duties and responsibilities - The ideal individual may be drawn to the position if the duties and obligations are clear, as this will give them an accurate idea of what to expect.
List the skills and qualifications - A detailed description of duties and responsibilities can help to draw in the ideal applicant for the position by providing them a realistic idea of what to expect.
State the job location and working hours.

Give some insight into salary and benefits - Giving an insight into the salary can enable candidates to decide whether the remuneration is suitable for their lifestyle and commitments (Indeed, 2021).
Although it's crucial to project a positive image, this should be balanced with the truth of what's being presented. All information should be presented with a consistent corporate image, which may include the organisation's logo's size, position, and font style (Waite Et Al, 2021).

When creating copy, it is very important to use correct wording and language to prevent any unconscious bias. Typical bias could include age and gender. Studies have showed that adverts in numerous male-dominated businesses included language that discourages female applicants. The variety of the candidates for the position may be significantly impacted by this unconscious bias, which is frequently unwittingly communicated in the way adverts are written. The adoption of a diverse hiring strategy might be hampered by the use of gendered language in advertisements, which can also have an impact on how an employer brand is viewed. Organisations can better prevent prejudice in the hiring process by paying attention to the language used in job ads and attempting to use more gender neutral terminology (Warnham, 2017).
Methods of Selection
Everyone involved in the selection process needs to be aware of the advantages of a diverse workforce, as well as the need to avoid unfair discrimination and the potential risk to our reputation should a candidate file a tribunal claim (CIPD, 2021a). Selecting candidates involves two main processes: shortlisting, and assessing applicants to decide who should be made a job offer. Firstly, we need to look to develop a long-list of candidates and then reduce, we can do this by devising a shortlisting criteria which will encapsulate the essential and the "nice-to-have" qualifications or traits we’re looking for in the role. When a mass number of applications are received, we can look to use an AI – based screening tool, “Automated artificial intelligence systems can look through resumes faster than a human can and flag the ones that might be of interest” (TestGorilla, 2020). To ensure fair and successful selection, it’s best to use several methods in the decision-making process. Interviews are very widely used in the selection process, they give the employer an opportunity to Gauge the candidate’s experience and abilities but also give a positive impression of the organisation to the candidate. These could be conducted face-to-face, by telephone, Panel based depending on the role which is being advertised. Despite their popularity, Evidence highlights the limitations of the traditional interview and can be prone to bias. Research completed by Anderson and Shakleton, showed the common weaknesses of interviews including Self-fulfilling prophecy effect, Stereotyping, Halo and Horns Effect, Similar to me effect and Personal likin effect (Anderson and Shackleton, 1986). Therefore Insights from the interview should be supported by other data where possible, for example psychometric tests or task simulation activities, which could be conducted at interview stage or with technology beforehand (CIPD, 2021b). Psychometric testing measures mental capability and aptitude, differing from traditional testing that measures education, knowledge or skill. The benefits of using this testing includes successful job performance, reduced employee turnover which in turn saves on recruitment costs and also saves time (Vanterpool, 2022).
Retaining Information
As an employer, we are responsible for making sure that the storage of any personal information we have about our employees complies with data protection legislation - Data Protection Act 2018. During the recruitment process, information such as Job application forms, CV’s, Covering Letters & interview notes will get collected. The information for unsuccessful candidates should still be stored for 6 months; this is due to them potentially logging a discrimination claim against us in this time frame. Records for successful candidates should be stored for up to 6 years for the same reason (Bright HR, 2020). Retaining information which shows our structure makes it easier to remain consistent and allows decisions to be more objective, rather than subjective, which results in the candidates who are most suitable for the role being hired, this is particularly important to act as evidence of a fair process, to prevent any discrimination claims from unsuccessful candidates (Oehlert, 2020). Lastly, it is important for all the above information to be stored securely, with only people professionals having direct access; this is not only to ensure legal conditions of personal data processing but also to protect it from misuse. Any breaches of data protection could be subject to a huge fines, compensation claims and reputational damage.
To Conclude, to become a successful organisation, we need to make sure that our process’s are spot on, to help us attract and retain the best individual for the role, to help us save money to invest into other resources and also to remain fair, so that we hold on to a great reputation in the market.
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Private and Confidential 

NAME

EMAIL ADDRESS

OR HOME ADDRESS

DATE

Dear NAME

Re: Application to Healthcare on Hand
Thank you for your interest in joining the Healthcare on Hand team and your recent application for the position of ……………………………

We have given careful consideration to your application against the criteria we have specified for this position and are very pleased to inform you that you have been shortlisted for an interview, detailed below; 

Date:                     

Time:                     

Venue:                

So we are able to proceed with your application you are required to bring with you proof of your Right to Work identification in the UK. A valid passport or birth certificate, supported by a government official document showing your full name, address and National Insurance number is required. If you have any difficulty in providing these, please contact us to discuss further.

Please can you confirm your attendance by return of this letter.
We look forward to meeting with you then.

Yours sincerely

HR Department

Private and Confidential 

NAME

EMAIL ADDRESS

OR HOME ADDRESS

DATE

Dear NAME

Re: Application to Healthcare on Hand
Thank you for your interest in joining the Healthcare on Hand team and your recent application for the position of ……………………………

We have given careful consideration to your application against the criteria we have specified for this position and I regret to inform you that on this occasion you have not been short-listed for an interview.   

I hope this disappointment does not deter you from applying for similar positions in the future.

Yours sincerely

HR Department

