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Purpose
The purpose of this briefing paper is to explain to line managers what services the new people practice team will provide.

Background
Healthcare on Hand was founded in 2017 and has since grown significantly where the owners now need support to manage certain aspects of the business. As in-house healthcare providers to adults and children with complex needs, providing first-class care is essential, and getting the right people to do the job is key. A small team of people practice professionals has been created to support the owners with all aspects of people management.

Stages of the employee lifecycle and the role of the people professionals (AC 1.1) 
As part of the development of the new team, we are going to discuss the different stages of the employee lifecycle. There are 6 key stages, the first is attraction. People are attracted to a brand and culture; therefore, we must ensure all line mangers follow the same culture and objectives to portray our vision. A strong employee value proposition (EVP) is significant in capturing the right people. EVP stands for what an employee will get back from working for an organisation, for example, salary or career development (Cattermole, 2019). The next step is recruitment and selection. Recruitment is best defined as how a company sources candidates to attract pools of people and advertises the company (Elearn, 2007), we must also consider the legal requirements. We’ll also focus on onboarding and development, which is one of the most crucial stages. This is an employee’s first impression of an organisation, so the process needs to be well structured. An induction will be given to include meeting colleagues, Health and Safety protocols, information on the organisation, its history, goals, and values. A well-structured onboarding strategy aims to create the culture we want to portray which in turn, will see employees who are more committed and enthusiastic (Sohn, 2017). Developing employees has many benefits including an increase in production, and motivation. Finally, we look at retention and separation. There are many factors that affect retention, be it internal factors such as pay, or external factors such as childcare. Similarly, separation can have a variety of reasons be it voluntary resignation to redundancy. The key thing to remember at the end of the employee lifecycle is to do the research and learn from this to improve the employee experience, whilst staying within the company’s objectives (Cattermole, 2019). 

Different ways in which information for specified roles can be prepared (AC 1.2) 
The type of person you need for a job will vary depending on the skill required, so you need to know exactly what you want from the job to meet department goals. Job descriptions, person specifications and role profiles are prepared to specify exactly what’s required which is done through job analysis. Jenkins et al, 2006, reviewed the Chattanooga Endeavors Building Bridges program that’s successfully implemented this process. There are 5 key stages, the first is collecting information. For example, reviewing staff evaluation forms. Then we create a list that role does so we can create a Job Analysis Questionnaire (JAQ). The JAQ is given to employees to further collate information for analysis, to enable recommendations on the role (Jenkins et al, 2006). 
Following the job analysis, the information is used to create the job description and person specification. The person specification tells us about the type of person required for the role where the job description sets out the main elements of the job (BBC, no date). A person specification can be split into essential and desirable criteria. Essential meaning the candidate must have certain things to apply for a role, for example, a particular qualification. The desirable are things that relate to the job but aren’t essential. Differentiating between the two helps a candidate assess whether the role is right for them (Waite et al, 2021). Picardi, 2020, says that job descriptions must be accurate and consistent to meet the needs of a job. The job description will be used for the entire employee lifecycle, during appraisals and for training needs. They also safeguard an organization legally, if an employee was to make a complaint about the role, job descriptions can be audited for fairness and discrimination. 

Different recruitment methods and when is it appropriate to use them (AC 1.3)
After agreeing the role and person specification, the next step is to decide on how we advertise the vacancy. There are many options to choose which can be put into two categories: internal and external recruitment. Internal recruitment is recruiting within the organisation. Applicants will already know the business and its goals and generally is a quicker way to recruit with less cost. The organisation will be familiar with the individual’s work ethic and will gain loyalty from that person. The downfall of recruiting within, means there’s a smaller pool of people to apply. External recruitment will give us a wider pool of candidates who can bring fresh ideas, albeit there is more cost involved in this method (Waite et al, 2021). 
We will look at two different recruitment methods that as a team feel would be of benefit. The first one is advertising on Job Boards. This method has many positives to both the employer and employee. For the employee, they can narrow their search to fit their skills, set alerts for new vacancies, and search in specific areas. For the employer, the biggest positive is that advertising on job boards attract more people. The downfall is the cost element and limits the information advertised (Braddy et al, 2006). 
We will also look at employee referrals. Fernandez & Weinberg (1997), conducted a study that showed employees who were hired due to an employee referral had a higher set of computer and language skills, better education and previous work experience. The candidate gains a real insight into the company from the person referring and starts embedding the company culture into the prospective candidate. The negative here is that the pool of candidates is limited.  

Factors to consider when deciding on the content of copy used in recruitment methods. (AC 1.4)
There are a variety of ways we can advertise jobs and the content will vary. All adverts should have the appropriate wording and there are a few things to consider. The content needs to accurately display information about the job that are linked to the job description or person specification. The content also needs to consider a fair approach in line with the Equality Act 2010 (GOV, 2010) with carefully chosen wording, for example, we cannot state the person needs to be under the age of 30, this is age discrimination (HR Inform, no date). 
Employer branding is an important element to consider, logos and branding distinguish the company in the marketplace. But not only that, it links to the employer’s values and ethics and positively affects the employee’s experience (CIPD, 2022).
On the 8th March 2022, the Minister of Women, Baroness Stedman-Scott, launched a government initiative for pay equality and asks business to be more transparent regarding pay when advertising roles. Research shows listing the salary and not asking about historic salaries gives women a fairer opportunity to negotiate pay which we hope will help close the gap in pay inequality (GOV, 2022). However, advertising the salary isn’t always necessary. If an organization works with bands and is recruiting internally, they may only need to advertise the band bracket and therefore its important to remember who the target audience is when deciding on content to be used. 

Different selection methods and when it is appropriate to use them. (AC 2.1)
Following the application process, we’ll review all applicants. Typically, a member from the people practice team will do this alongside the line manager. These are several steps to the selection process; we will review each candidate against the criteria we have set out in the person specification. This process is called sifting (Waite et al, 2021). Traditional methods, include application form, interview, and references (Leatherbarrow, 2018). Although this technique can work, there are more modern approaches to consider, for example, using an automated system that include key words or a specific criteria. This method can reduce bias but can also put some candidates at a disadvantage (CIPD, 2022). Longlisting will distinguish the applicants who don’t meet the essential criteria to quickly identify who will be rejected. After longlisting, we can shortlist the candidates by reviewing the applications again, to see who closely meets the person specification to take through to the next stage (Leatherbarrow, 2018). Next, we would interview, be it in person, video call or telephone. Whichever way, we hope to get the same outcome, to gain a better understanding of the candidate and what they can offer. Equally, it gives the candidate an opportunity to learn more about the organisation, its culture and whether it’s the type of place they would like to work (Picardi, 2020).

The selection records that need to be retained. (AC 2.4)
The Data Protection Act 2018 was introduced in May 2018 (GOV, 2018), its purpose is to protect and control how businesses use your personal data. There are strict rules business must follow in how they handle data, where they store it, and how they destroy it (GOV, no date). Many HR records don’t have a statutory retention period and it’s up to the organization to decide how long they believe they have a legitimate reason for keeping the data. The retention period for selection records will change depending on whether the individual was appointed or not. There is no statutory retention period for non-appointed applicants however the recommended period is 6 months but one year is advisable and this is because defamation action has a one-year limitation period (GOV, 2010). For appointed candidates, the selection records will be transferred to their personnel file, the recommended retention period for these records is a minimum of 6 years as this is the time limit for any contractual claims under The UK Limitation Act 1980 (GOV, 1980). This is why we must always ensure that during the whole recruitment and selection process, we are fair and transparent and treat all applicants equally to protect the business from any claims that may be brought our way. 

Conclusion/ Recommendations 
To conclude, the role of the new team will be to support line managers in all areas of people management starting with the employee lifecycle. We will look at all 5 key stages from recruitment to separation. Within this, we will carefully analyse all roles and take particular attention when advertising new roles. Part of this will include how we advertise and again we will review all methods whether we recruit internally or externally carefully choosing the method in how we advertise and the information included. The new team will review the selection process to ensure fairness and transparency and we will review all the different methods choosing the right one for the required role. Finally, we will support line managers with record keeping and how to look after person data, where to store it and when we no longer need it. We will ensure compliancy with legislation and help protect the business. 
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Sian Jackson
Llanelli

16/05/2023

Dear Sian,

Further to your interview, I am delighted to confirm the offer I made you regarding the full-time post of People Assistant at the salary of £24,000 per annum, which will take effect from Tuesday 30th May 2023. On your first day of employment, please report to Jane Doe. 

This letter forms part of your contract of employment. The other terms and conditions of your employment will be:

· Your standard week is Monday - Friday from 8:15 a.m. to 5:00 p.m. daily with an unpaid lunch break of 45 minutes, with any variations agreed with the Manager.
· You will be based at Swansea.
· Holidays – As per the Employee Handbook and based on the full-time entitlement which is 28 days’ paid holiday during each holiday year which includes bank holidays. Your holiday year will run for a 12-month period from 1st September to 31st August. All holiday requests should be approved in advance by your Line Manager via the time and attendance system. Holidays must be requested in line with our Holiday Policy.
· Benefits – details regarding the benefits you are entitled to can be found in your terms of employment.
· Information regarding the Company pension scheme can be requested from the HR department.
· There is no collective agreement which directly affects your employment.
· Absence – if you're absent from work for any reason you must inform your line manager by telephone as soon as possible, but no later than 8:30am.
· Sick pay – you may be entitled to be paid if you're not able to work due to sickness or injury, details of which can be found in your terms of employment.
· Other paid leave – details of any other paid leave can be found in the Employee Handbook.
· Probationary period – there will be a probationary period of 3 months which will have to be completed satisfactorily. 
· Notice period – during the probationary period, you/ or the employer, will be required to give 1 week's notice, after the probationary period, 1 month's notice by you or the employer.

You will be given a copy of the Employee Handbook on your first day of employment.
This job offer is made subject to satisfactory results from necessary pre-employment checks as discussed in your interview. 

[bookmark: _Hlk135234757]If you have any queries regarding this letter or the pre-employment checks, please do not hesitate to contact me on 07970 002221 or ndavies@healthcareonhand.com.

We are delighted you have verbally accepted this position and look forward to welcoming you to the team. So that we can send you out our New Starter pack, including your contract, can you please confirm your acceptance formally by email to ndavies@healthcareonhand.com or to the address below.

Yours sincerely,


[bookmark: _Hlk135234813]Nia Davies
People Manager

Healthcare on Hand
1 Waterloo Road
London
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Joanne Thomas
Port Talbot

16/05/2023

Dear Joanne,

Thank you for applying for the role of People Assistant at Healthcare on Hand. We really appreciate your interest in working for us, and for taking the time and effort in applying for one of our positions.

We carefully interviewed a number of candidates; unfortunately, this time you have not been successful. Though your resume was impressive, and you interviewed very well, we have decided to offer the role to a candidate whose qualifications are better suited to this particular role.

However, we hope you’ll consider applying again in the future should we have any future job openings more suited to your skills and qualifications.

If you have any questions or need additional information, please don’t hesitate to contact me by email: ndavies@healthcareonhand.com or phone: 07970 002221.

We wish you the best of luck in your future endeavours and once again, thank you for your interest in working for Healthcare on Hand.

Yours sincerely,


Nia Davies
People Manager

Healthcare on Hand
1 Waterloo Road
London
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