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Healthcare on Hand, 
Swansea
SA1 785
Email: pt@healthcareonhand.com
Tel: 01792 335762

Briefing document:
The employee lifecycle and recruitment process.
Purpose
This briefing document has been put together by the People Practice team and is intended to inform line managers of the services the team will provide and the importance of the line managers role in providing excellent people services for Healthcare on Hand.
The date of preparation: 03/05/2023 

Background 
Since founding Healthcare on Hand in 2017, owners have taken pride in being involved in all aspects of people management. As the company has grown, it is now necessary to delegate these responsibilities to a people management team. As a team we are dedicated to continue providing a service that is tailored to optimise the employee experience through all stages of the employee lifecycle.
The different stages of the employee lifecycle and the role of the people professional in the lifecycle. (AC1.1).

There are 6 stages of the employee lifecycle: Attraction, Recruitment and selection, Onboarding, Development, Retention and Separation (Waite et al 2021), This briefing document will start by touching upon each stage with a focus on the people team, and the line managers role. 
Attraction: Our company brand is greatly influenced by our visions, values, culture, and ethical stance (Waite et al 2021). The people team and line managers must promote and nurture a culture that reflects our core values of integrity, respect and care for our customers and employees. This will not only attract the right employees but could prevent losing employees who feel that the vision and values being sold by the brand, was not reflected in the company’s culture. It is the role of the people team and line managers to ensure that our company policies are adhered to and that we are visible role models reflecting our values in their day-to-day duties.
Recruitment: Recruitment involves attracting a pool of candidates to select for interview. It is important that we attract the right candidates as these processes can be costly for the company.
Selection: Selection involves choosing a candidate to make an offer of employment. It is vital that we make effective decisions when selecting as a poorly fitting candidate may result in poor performance, staff sickness due to stress or staff resignations/terminations which would result in us having to start the recruitment process over again (Waite all 2021 p.116).
Onboarding: Even before an employee has started induction, an employee/ employer relationship has started to form. Communication is key in building the psychological contract (Waite et al 2021 p100). Our company will send out a welcome pack to positively engage with new starters. This will include a welcome video, their log in details, and information about their role (CIPD 2013). There must be ongoing communication between candidates and employer informing of processes or any delays. Induction must be tailored to the needs of the employee. For example, an employee moving roles within the company will require a different induction to a fresh starter (ACAS 2015). The people team develop the induction policy. The line manager will be invaluable in identifying any concerns with new employees by means of review meetings and general informal interactions.
Development: Although training employees can be costly, highly trained staff can increase productivity and produce higher standards of work (Waite et al 2021 p100). Employees given feedback on their performance are more likely to feel their role is important and therefore valued within the company (CIPD 2021). It is essential the line managers conduct the probation period and further performance management reviews efficiently and spot any problems or underperformance early, offering appropriate training when necessary and supporting employees with their goals to progress within the company.
Retention: A high turnover of staff within an organisation can be extremely costly, as it involves starting the recruiting process over again. The line managers relationship with the employee can greatly impact the employees experience at work. Line managers can recognise the needs of the employee i.e., recognition, training, or changes to job role, and together with the people team, work towards a good work experience.
Separation: Separation is the final stage of an employee’s lifecycle, this could be through voluntary means i.e. retirement or resignation, or involuntary means i.e. dismissal or redundancy. We understand that this can be a traumatic event for both employer and employee and endeavour to make this transition as smooth as possible by keeping communication lines between employer, employee, and the people team open to discuss and support the employee. Consequently, a smooth running of a termination will uphold our good reputation as a caring and supportive place of employment.  
Different ways in which information for specified roles can be prepared. (AC 1.2)

Once a vacancy exists, line managers must submit a ‘authority to recruit’ to justify the need for the role. The people team will actively monitor and manage vacancies to ensure that posts are not recruited if not needed Waite et al 2021). Line managers must be able to provide clear information about the requirements of the role which can be obtained by a job analysis. A job analysis can be obtained by giving out questionnaires, interviewing or observing current job holders. If it is a new position, the line manager must identify key tasks. It is important that you are ‘assessing the current needs of the role, rather than relying on previous adverts’ (CIPD 2022 Recruitment), as the requirements of a job role can change over time. The job description, designed from the analysis, should be a clear indication of the role and what is expected from the applicant. A person specification should include qualifications, knowledge, experience, skills, and behaviours required for the role. These are then categorised into essential and desirable criteria.  ‘It is important to separate the necessary requirements from what would be an added advantage’ (Sitali, R 2016).  With clear and accurate job descriptions and person specifications, a potential applicant can make a judgment on whether the role will be a right fit for them. If there has been a high turnover of staff in a specific role, line managers need to understand what factors have contributed to them leaving. When advertising the role, line managers need to be honest about the daily tasks and expectations of the applicant. 

Different recruitment methods and when is appropriate to use them. (AC 1.3)
Recruitment methods: There are various ways to advertise a vacancy. Thought must be given to the pros and cons of these methods, and which method is appropriate for any vacancy. First we must consider whether the vacancy is best suited to internal or external applicants. Internal applicants will already know the organisation, its workings and its values and recruiting internally is generally more cost effective. However, when recruiting internally it does leave a vacant position that usually needs to be filled. Recruiting externally widens the talent pool and can sometimes be valuable to the business as they can bring outside experience and knowledge to the business. Advertising both internally and externally can maximise the benefits of each method and attract the best pool of applicants (Waite et al 2021 p107).
Advertising internally is usually inexpensive and include methods such as: The organisations Intranet, Physical noticeboards and newsletters and job bulletins. The disadvantage of these methods is that they may not be widely read. 
If it is decided that a vacant position should be advertised externally, line managers need to be mindful of the reach and the cost of each method. You will need to be have a clear picture of the candidate that you want to attract. Our organisation website is an inexpensive method of advertising, however as, we are a relatively small business, it may need to be supported by some more wide-reaching methods such as job fairs, job boards for example: INDEED, or networking sites such as linkedin. For senior roles where we are looking for specialist talent, we may consider a headhunting consultancy, but be mindful that this can be expensive (Waite et al 2021 p110).
Factors to consider when deciding on the content of copy used in recruitment methods (AC 1.4)
Contents of copy should include: Our logo, job title, location, key details, from the job description and personal specification, salary and key benefits, name of the organisation, closing date and how to apply, (Waite et al 2021 p.111). The level of detail will depend on whether it is being advertised internally or externally. More detail may be added about the company, its values, hierarchy, vision etc if external. However detailed, the copy must always be clear and concise. It must also be an honest reflection of the general day to day duties of the role being offered as to not mislead prospective candidates into a role that is not the best fit for them. 
Different selection methods and when it is appropriate to use them. (AC 2.1)
Reviewing candidate applications will start with the sifting process. Sifting can be reviewed manually or by using software. As we are a small company and have a low recruitment and selection activity we will be sifting manually. We pride ourselves on inclusion and diversity and believe that manual sifting will also allow for discretion to be made to allow for ‘positive action’ (CIPD 2022 Disability and Employment) and reasonable adjustments when considering minorities in the community (Roper J 2022), although care must be taken to avoid human error or human bias in this instance. In the event of a high number of candidates being sifted, we might then move to the longlisting process where application forms will be more rigorously scrutinised against the pre-determined essential and non-essential criteria before shortlisting. During the shortlisting process, candidates with none or only some of the desirable criteria may be screened out. If there are no appropriate candidates at this stage, a decision must be made whether to re advertise, or it is viable to train up an appropriate candidate.
Once a pool of suitable candidates has been selected for interview, a decision must be made on an appropriate interview method. Whether it be telephone, video call, in person, individual or group interview, interviewers must be properly prepared and questions for candidates must be carefully developed to obtain the information required to make an informed decision on the candidate’s suitability to the role.
The selection records that need to be retained (AC 2.4)
Selection methods that need to be retained for unsuccessful candidates include application forms, CV’s, supporting statements, interview records, tests, scores, and records of decisions made as to why the candidate was unsuccessful. ‘You must keep any data you collect on staff secure - lock paper records in filing cabinets or set passwords for computer records’ (GOV.UK) These records should be kept for 1 year as a precautionary measure to protect the company against any claims of unfair selection or recruiting (Waite et al 2012).  
Conclusion and recommendations
The people team are dedicated to supporting our employees through every step of the employee lifecycle. We recognise the importance of the line managers role in ensuring our policies and procedures are adhered to and communicate any problems that arise within the employee lifecycle. We recommend that we keep strong communication lines open between employee, line manager and the people team with the aim to provide the best work experience for all our staff.


Write letters of appointment and non-appointment for an identified role (AC 2.5)
Letter of appointment template. Please amend bold print to fit candidate and role.
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Healthcare on Hand, 
Swansea
SA1 785
Email: healthcareonhand.com
Tel: 01792 335762


Mrs Jody Francis
24 Mariners Quay
Sa12 6an
22/05/2023

Dear Jody,
Following your recent interview, I am writing to offer you the post of People assistant at the salary of 23,000 per year, starting on 22/06/2023.
This is a permanent post.
On starting, you will report to Natasha Davies.
This job offer is made subject to reference checks. 
To accept this offer, please sign this letter and the attached written statement of terms and conditions of employment and send it back to Sarah Folland at sarahf@healthcareonhand.com.
If you have any queries, please contact Sarah Folland at sarahf@healthcareonhand.com.
We look forward to you joining our team.
Yours sincerely,
Natasha Davies. HR Manager
Healthcare on Hand
Swansea
Sa11 785




Letter of non-appointment template. Please amend bold print to fit candidate and role.
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Healthcare on Hand, 
Swansea
SA1 785
Email: healthcareonhand.com
Tel: 01792 335762

Mrs Jody Francis
24 Mariners Quay
Sa12 6an
22/05/2023

Dear Jody,
We appreciate that you have taken the time to apply for the post of People Assistant with our company. Unfortunately, we have decided not to offer you the position at this time.
We appreciate that you are interested in the company and hope that you would apply again in the future should you see a suitable position. We wish you all the best.
Yours sincerely,
Natasha Davies. HR Manager
Healthcare on Hand
Swansea
Sa11 785
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