 PROJECT INITIATION DOCUMENT (PID)

Investigating a Business Issue from a HR Perspective

Students Name: Katy Barron
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
	Katy Barron

	2. Organisation name:
	Coleg Ceredigion and Coleg Sir Gar


	3. Type of business:

Nature of business and customer profile:
	Further Education College


	4. Number employed by organisation:
	1,000

	5. Number employed within human resources (HR) department (if applicable):
	There are currently 8 employees within the HR department:
Executive Director of HR and Wellbeing
HR Services Manager

HR Partner Team Leader

HR Partners x2

HR Information and Systems Officer

HR Officer

Pensions Officer



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


	Recruitment and Selection
Employee Relations

Absence Management

Performance Management

Payroll

Pensions

Policies and Procedures



	7. Your job title:


	HR Partner

	8. How long have you been in this job?
	3 years

	9. Outline main purpose of your job:


	Partner all academic and business departments, to support day to day people management, providing professional advice and guidance to deliver operational solutions.

	10. List the HR responsibilities within your job:


	· Work closely with Faculty Managers

· Recruitment and selection process

· Coordinate job offers and contracts
· Deliver induction to new employees
· Support probationary periods and reviews
· Contribute to workforce planning and forecasting
· Provide advice and guidance on all family leave matters
· Monitor absences, maintain accurate records, liaise with Occupational Health 
· Advise and support on disciplinary, grievance and capability matters
· Support performance management interventions
· Conduct exit interviews
· Contribute to the development of HR policies, practices and procedures



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


	Name: Laura Lucas
Job title: HR Partner Team Leader
Relationship to you: Team Leader



	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: This report aims to critically analyse the link between sickness absences and performance in association with the menopause. 
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 Evaluate theory with current literature and identify appropriate research methods
2. Undertake an investigation to analyse the impact of the menopause on the organisation, using primary and secondary research alongside internal data 
3.  Analyse results of research and compare with literature to establish whether there is a link between the menopause and sickness and performance
4. To make recommendations on how to avoid the menopause having negative impact on sickness and performance.
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:

· Define menopause

· What does current literature say about menopause and menopause in the workplace
· What are the benefits to identifying a link between the menopause and the workplace.

Tasks relevant to objective one:

· Research literature to form literature review
Questions relevant to objective two:

· What is currently being offered to support pre-menopausal and menopausal staff.
· What are the views of the employees currently and how could we improve support

· What are the views of the managers, how much understanding and knowledge do they have?

· Is there a high number of sickness absences in women who are of menopausal age and do the reasons correspond with menopause symptoms.

· What do other organisations have in place?
Tasks relevant to objective two:
· Devise and send out questionnaires to be completed by managers
· Arrange a focus group with employees to share ideas and experiences

· Collate information from the HR department by running reports and analysing data from sickness and performance systems

· Enquire into how other organisations support and manage menopause in the workplace.
Questions relevant to objective three:

· Have the questionnaires shown managers have a good or not so good understanding and awareness of the menopause
· Do staff feel they are being supported and how could this be improved?

· Have the results highlighted a similarity to the literature discussed?

· Do the results suggest a link between the menopause and sickness/performance?
Tasks relevant to objective three:

· Analyse results of primary research and compare with information gathered from current and relevant literature
Questions relevant to objective four:

· What factor has the menopause impacted the most?
· How can the impact be reduced and become positive?

· What financial cost will these recommendations have?
Tasks relevant to objective four:

· Analyse primary and secondary research
· Create an action plan
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.  

NHS (2021) claim that symptoms of the menopause can significantly impact attendance and performance.
If by conducting this research, we are able to establish better ways on managing and supporting employees who are perimenopausal and menopausal to speak about symptoms and experiences and to offer flexible ways of working to help ease the pressures they are feeling, this might reduce absences and improve performance rates. 
If employees feel that they can discuss their symptoms with their managers, similarly to how they would with other sickness or absences, better working relationships with managers, HR and staff. This could improve levels of trust which in turn positively impact on productivity, motivation and reinforce the psychological contract.
Ensuring the voices, concerns and wellbeing of staff will help promote the college in becoming an employer of choice. 

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.

Time – during the Summer, the number of working staff decreases due to employing many term time only staff and with majority taking their annual leave. To overcome this, I need to ensure communication between myself and the participants to work alongside their availability and ensuring the questionnaires and focus groups are not time consuming but of good standard to provide robust answers. 
Location – managers and staff are based across the 7 campuses. It would be unpractical to arrange for everyone to be at the same campus at the same time. During the past year, the college has worked hard to improve digital skills of staff and Google Meet has been an effective way of communicating and meeting with people from various locations. Therefor any meetings could be held over google meet.

Ensuring buy in from the stakeholders and from the top down. Without this the research would not amount to anything and recommendations would not be followed up. To overcome this, communication throughout is key whilst reminding them of the benefits to the organisation of establishing a link and working on that link to reduce any poor performance or sicknesses. 
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.

Data – collate internal data from HR systems to form part of secondary research. Access to systems such as sickness records and reports are easily accessible as these are held and managed within the HR department.

Time – adequate time in work to access systems and data required to support the research. Also, take into consideration that the research is being undertaken over the Summer when majority of employees are on annual leave due to working in the education sector.

Managers – to complete and return questionnaires which will focus on their understanding of the menopause and whether they consider a link between the menopause and work place sickness and/or performance. Given that managers will begin to take annual leave, it is important that the questionnaires will be easily accessible and not time consuming to complete yet contain effective questions that will provide me with valuable answers and information. 
Questionnaire – I will use internal resources to create and share the questionnaires. Previously HR have conducted questionnaires via Google Docs. This format has previously been successful when asking all staff to undertake surveys. I will need to familiarise myself with the system 

Cost – There will be no increase in financial cost to the college during the research, however there will be cost of time whilst I meet with employees for focus groups, run reports, create questionnaires and analyse results. However, the cost of doing nothing could be greater than the cost of 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.

Appropriate data collection methods need to be established in order to reach the objectives set. 
I will attend a focus group with staff to understand their experiences of the menopause and how they believe the college could better support them whilst perimenopausal and menopausal. 

Questionnaires will be completed by managers to gather their current knowledge and understanding of the menopause and the impact this can have on their performance, work and relationships.

Analyse internal data such as performance and sickness records to establish whether there is a link between menopause and sickness rates and level of performance. 

Exploring and benchmarking how other organisations of similar or dissimilar sectors approach menopause in the workplace.
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.

Questionnaires to managers – I will send the link to the questionnaires to all management at the college. Accessing their email address to liaise with is easily accessible by working within the HR department. Questionnaires is the most appropriate method of research during the Summer period as many managers and staff take their leave during this time and it would prove difficult to arrange sit down interviews or face to face surveys. 
Focus group with employees – arrange an informal and optional focus group for all staff to attend at their leisure before staff begin taking annual leave. The focus group will give employees an opportunity to share experiences and symptoms as well as provide suggestions on how they could be supported better by colleagues, managers and from the college as a whole. 
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.

My key stakeholders to consider during this research are the following:
College Principal – although he won’t have direct involvement, it is important to gain his buy in to any changes or recommendations made

HR department – similarly to the above, it is important that they are involved and invested in the research as any outcomes or recommendations may affect the function of the department and how processes relating to sickness and performance are undertaken if menopause is deemed to be a contributing factor.

Management – these have been chosen to undertake and participate with the questionnaires to form a sound basis of the current understanding of menopause in the workplace. It is important to see whether they consider a link between the menopause and the performance and absence rates of their employees. They will also be able to provide me with their own views on how they think we could support staff and what would be beneficial to them as managers and their department.

Employees – the recommendations made from the research will impact on employees. By conducting focus groups it will provide me with knowledge of real experiences of the menopause and how they feel they are being supported and helped whilst going through the menopause at work. They will also be able to guide the HR department on improvements and changes that they feel would be crucial for them and their colleagues who are in similar situations.  

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:

Approximately 10

www.unison.org.uk 
www.ons.gov.uk 
www.gov.co.uk 

www.acas.co.uk
www.cipd.co.uk 

www.nhsemployers.co.uk   

www.menopauseintheworkplace.co.uk  

www.gallup.com 

Books (on topic area and associated subjects):

Approximately 10

Taylor, S. ad Woodhams, C. (2016) Human Resource Management: People and Organisations
Rees, G. and French, R. (2014) Leading, Managing and Developing  People. 4th ed.

Bennett, T., Saundry, R., and Fisher, V. (2020) Managing Employment Relations. 7th ed. 

Cullinane, N. and Dundon, T. (2006) The psychological contract: a critical review, in International Journal of Management Reviews.

Creswell, J. (2009) Research design: qualitative, quantitative and mixed methods approaches. London: Sage.

Kew, J. and Stredwick, J. (2013) Human Resource Management in a Business Context. (2nd ed) London: Chartered Institute of Personnel and Development.

Rhodes, S.R. and Steers, R.M. (1990) Managing Employee Absenteeism. Addison-Wesley.

Wilkinson, K. and Taylor, S. (2016) Managing and Co-ordinating the HR function. In Taylor, S. and Woodhams, C. (2016) Studying Human Resource Management. (2nd ed) London: Chartered Institute of Personnel and Development. 

Books (on research methodology):

Approximately 3

Anderson, V. (2013) Research Methods in Human Resource Management. Investigating a Business Issue. 3rd ed. London: Chartered Institute of Personnel and Development.
Price, D.L., and Cameron,  S. (2009) Business Research Methods: A Practical Approach. London: Chartered Institute of Personnel and Development

Saunders, M.N.K., Lewis, M., and Thornhill, A. (2015) Research Methods for Business Students. 

Horn, R. (2012) Research and Writing Dissertations. 2nd ed. London: Chartered Institute of Personnel and Development

Neuman, W. (2011) Basics of social research: qualitative and quantitative approaches. International edition. Harlow: Pearson Education.
Peer reviewed research papers:

Approximately 10

https://journals.lww.com/menopausejournal/Fulltext/2019/10000/The_menopause_transition_and_women_s_health_at.20.aspx?WT.mc_id=HPxADx20100319xMP
https://www.sciencedirect.com/science/article/abs/pii/S0378512215300906 
https://journals.sagepub.com/doi/full/10.1177/2053369119873257
https://onlinelibrary.wiley.com/doi/epdf/10.1111/1748-8583.12294 

https://womensmidlifehealthjournal.biomedcentral.com/articles/10.1186/s40695-018-0036-z 

https://womensmidlifehealthjournal.biomedcentral.com/track/pdf/10.1186/s40695-018-0036-z.pdf 
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

Identify a business issue at the college

07/06/2021 – 13/06/2021

Submit business issue topic to Exec board for approval

14/06/2021 – 15/06/2021

Read relevant literature and research topic area

15/06/2021 - 

Focus Group with Employees

01/07/2021
Analyse notes/results from Focus Group

02/07/2021 – 05/07/2021

Create Questionnaires
05/07/2021 - 18/07/2021
1st Meeting with Supervisor *pending confirmation
19/07/2021

Distribute Questionnaires
19/07/2021 - 
Collate answers and analyse
31/07/2021
Introduction
01/08/2021 – 04/08/2021
Literature Review
05/08/2021 – 12/08/2021
Methodology and Analysis of results
10/08/2021 – 17/08/2021
2nd Meeting with Supervisor *pending confirmation
17/08/2021
Conclusion
18/08/2021 – 31/08/2021
Recommendations
18/08/2021 – 31/08/2021
Table of contents, references, bibliography and appendices
31/08/2021 – 07/09/2021
Submit draft assignment
07/09/2021
Final meeting with Supervisor
21/09/2021
Final amendments
21/09/2021 – 12/10/2021
Submit final research report
12/10/2021
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.

When can our meetings take place and when? Online or over the telephone would be preferable.
Any useful books and journals that discuss menopause linking with the workplace and sickness, performance etc?
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