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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
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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
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The Importance of a work-life balance

Healthy work-life balance is crucial for relationships and health, but it can also increase employee productivity and, in turn, performance. According to employment regulations in the United Kingdom, employees are entitled to rights at work. Employers must stipulate in the employment contracts the rules for holidays, rest days, working hours, and night hours. The maximum weekly working hours permitted by UK labour legislation are 48 hours, while minors under the age of 18 are only permitted to work a maximum of 40 hours per week (GOV.UK, 2022). These rules are in place not only to ensure that the employee is not being exploited, but it also aids workers in maintaining a good work/life balance so they can fulfil other social needs. 
In addition to this, every employee is entitled to break time, daily rests, and weekly rests. Employees should have an undisturbed break of at least 20 minutes during either the tea or lunch break. Employees should take 11 hours of rest each day during daily breaks, and 24 hours of uninterrupted rest each week (GOV.UK, 2012). It guarantees that the body recovers from mental and physical exhaustion. 
There is also an entitlement for Holiday days to be taken. Every year, employees are entitled to 5.6 weeks of holidays, which equates to around 28 days for full-time workers who work five days a week (GOV.UK, 2017). The employees are entitled to pay for the 5.6 weeks of holiday throughout that time, these days are pro-rata for part-time workers and those with irregular shift patterns. 
Recently, a research by Aviva has generated some attention. It was discovered that since the pandemic, people's attention has shifted from salary to work-life balance. According to Aviva, "More people stated the work-life balance (41%) than the money (36%), was what drew them to their current position. Comparing the current ranks to those from 2019, prior to the pandemic” (Wedgwood, 2019).

Definition of Well-Being

The wellbeing of employees in the job is largely dependent on both their physical and mental health. People can boost their productivity and the quality of their work when they put their health first. Recognising the actions you can take as a manager or team leader to ensure the wellness of your team members can enhance the working environment and the quality of life for every employee inside the company. (Indeed, 2022)

The need to support employee wellbeing may go unacknowledged, which could lead to issues at work like stress, bullying, conflict, alcohol and drug addiction, and mental health illnesses. For everyone committed to making the workplace a more decent and pleasant environment, potential solutions including leadership, communication, and a focus on learning and growth are crucial. (ILO, 2018)

Unfortunately well-being cannot be measured, however it can be tailored.   To create a healthy workplace, we need to ensure that its culture, leadership and people management are the bedrock on which to build a fully integrated wellbeing approach (CIPD, 2022). A healthier workplace means more motivated staff, better performance, higher engagement, inclusive culture and reduced costs in sickness absences.
Discrimination

Discrimination is when someone is treated unfairly for any of these reasons:

· Age
· Disability
· Gender reassignment

· Marriage or civil partnership

· Pregnancy and maternity
· Race (including colour, nationality, ethnic and national origin)

· Religion or belief
· Sex

· Sexual orientation

These are called 'protected characteristics' under the law Equality Act, 2010 (GOV.UK, 2013). Discrimination based on any of these protected characteristics is usually against the law (ACAS, 2022). This includes during the recruitment and selection process, which makes it unlawful to discriminate against candidates who fall under these characteristics.  
Employee’s could be discriminated against directly, this is when they are treated worse than another person because either they have a protected characteristic, someone thinks they do (known as discrimination by perception) or they are connected to someone who is protected (known as discrimination by association) (Equality and Human Rights Commission, 2010).They can also be discriminated indirectly, this occurs when a law disadvantages a group of people who share a protected characteristic yet treats everyone equally, and they suffer because they belong to this group. If this occurs, the individual or organisation enforcing the regulation must demonstrate a valid justification. 
Any breaches of the Equality Act can be extremely detrimental on the company and can result in employment tribunals, claims and our brand being tarnished. An example of discrimination in the recruitment selection Case is Meister v Speech Design Carrier Systems 2012, where a  systems engineering graduate from Russia submitted an application twice for the position of "experienced software developer." She applied again for the same position despite receiving a rejection letter without an interview or any explanation because she was sure she had the necessary experience. She was once more turned down without an interview or an explanation. She requested an order for the production of the file of the person who had been engaged in order to demonstrate that she was more qualified than the chosen applicant. She claimed sex, age, and ethnic origin discrimination (CIPD, 2012)

Inclusion and Diversity

An effective Equality, Diversity and Inclusion strategy goes beyond legal compliance and aims to create value to an organisation, promote equality of outcomes for all employees, and have a positive influence on all of them. This includes, among other things, an individual's accent, age, caring responsibilities, race, culture, colour, visible and invisible disabilities, gender identity and expression, mental health, neurodiversity, physical appearance, political opinion, pregnancy, maternity, and paternity status, family status, and socio-economic circumstances (CIPD, 2021). 
Equality recognises those with protected characteristics, whereas diversity recognises that  everyone differs in a number of obvious and subtle ways, and those differences should be recognised, acknowledged, embraced, and promoted. They could contain, but are not restricted to, differences covered by equal rights legislation. The act of integrating people in a way that is fair for everyone, respects everyone's uniqueness, and gives each person the freedom to be who they are, realise their full potential, and succeed at work is known as inclusion. 
The argument for social justice is predicated on the idea that everyone should be entitled to equal access to work, training, and growth based entirely on merit. Everyone should have the freedom from all forms of direct or indirect bullying, harassment, and discrimination. This can be referred to as the right to fair treatment. (CIPD, 2021). 
Last year, Black Lives Matter's activism and, in particular, the murder of George Floyd, were responsible for the unexpected interest in diversity and social justice.  As an employer, we need to recognise, understand and engage with EDI, Reflect this in our values, develop a good open culture where communication is welcomed & introduce mechanisms to deal with any harassment or bullying. 

Fair and unfair dismissal

In the UK, if the employer gave one of the five required reasons for the dismissal and acted "fairly" in carrying it out, the dismissal will typically be deemed "fair”.  The 5 reasons for Dismissal as listed below:

· Conduct.

· Capability or performance

· Redundancy

· Statutory Illegality or breach of Statutory Restriction

· SOSR  (Indeed, 2022)

A fair Dismissal process starts with the investigation, where facts are gathered fairly and consistently. It then proceeds to a disciplinary meeting, where employers need to give reasonable notice and time to prepare for the meeting. Lastly, the decision making needs to be done after the disciplinary, or in an adjournment.  When a dismissal happens, employers need to put it into writing, also stating that they have the right to appeal, usually within 7 days to the manager of HR. 

Justifications for an unfair dismissal could be as simple as failing to follow the correct process, but it also includes, for anyone who has worked for a company for 2 years plus, no fair reason for the dismissal or that the reason was not enough to justify the dismissal & they did not follow a fair procedure. There are also some automatically unfair reasons, if it’s the main reason for dismissal. This includes when an employee is pregnant or on maternity leave, taking part in a strike, being involved in whistleblowing and by taking action over a health and safety issue.
 If an employee feels that they have been unfairly dismissed, they can look to make a claim to an employment tribunal. (ACAS, 2021)
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The Purpose and Components of performance management

Line managers and HR play a crucial role in assisting employees in doing successfully. Since people are the main source of organisational value, success depends on having effective performance management. Employees must be managed in such a way that they are accountable for their work, motivated, and equipped with the knowledge, tools, and resources necessary to succeed. Performance management works best when there is two-way communication and frequent, honest, and encouraging feedback on how goals are being met. It combines a number of elements, such as organisational development, learning and development and performance measurement that support effective people management practises. Setting and revising targets is a key component of performance management, in addition to assisting individuals in improving their performance (Gifford, 2020). 

All performance evaluations must include job descriptions as a core component. Without them, the review might not accurately reflect the performance of the employee. When job descriptions are used, it is possible to use them as a checklist to check off if an employee has completed all of the requirements for the position. If not, the performance review offers a chance to voice issues and seek out solutions (Gethppy, 2019). 

The benefits of Performance management when correctly monitored are Increased employee motivation & morale, Increased retention and fairness and consistency among departments when everyone is aligned and working towards a certain goal. However, when managed incorrectly performance management has been known to cause employee’s to feel disengaged. This could be because they feel that the direction and vision for the company hasn’t been correctly set out so they are unsure about their contribution towards company goals.
Factors that need to be considered when managing performance

At an organisational level, objectives and key performance indicators (KPIs) are typically clear, but it is frequently unclear what defines successful performance for people or teams. It's critical to understand how organisational KPIs cascade and what is expected of teams and individuals. It's useful to consider the following three categories of performance:

· Task performance refers to how well a person performs the essential duties of their position. This may include the quantity of products produced in accordance with specifications, the calibre of the services provided or (for people managers) their effect on the team members.

· Contextual performance, sometimes known as "organisational citizenship behaviour," is any voluntary work done for the organisation but outside of one's main responsibilities. Examples include assisting other teams in achieving their goals or participating in ad hoc projects.

· Performance that adapts to changing circumstances, such as how well workers foster innovation. This encompasses both how responsive people are to shifting goals and how they support the organisation in enhancing its responsiveness to market demands. (CIPD, 2020)

The organisation needs to make the organisations vision, goals and objectives clear so that all employees know what to strive and work towards. Management need to be clearly guiding these individuals, giving them the support and resources that they need to make a fair process and prevent any disgruntled employees. 

Different Methods of Performance Reviews

Management by Objectives (MBO) is an appraisal technique in which managers and staff jointly decide what goals should be prioritised during a certain appraisal period then plan, organise, and communicate those goals. Following the establishment of specific goals, managers and subordinates often examine the steps taken to maintain control and debate whether it is possible to accomplish the goals. 

The SMART approach is used to validate objectives to determine whether they are specific, measurable, attainable, realistic, and time-sensitive. This performance appraisal method is intended to efficiently connect organisational overarching goals with employee objectives. Employees are evaluated based on their performance at the conclusion of the review period (quarterly, half-yearly, or annual). (KissFlow, 2022).  
Businesses can increase employee engagement, increase the likelihood that goals will be achieved, and empower employees to think strategically by integrating MBO into the performance management process however MBO frequently overlooks other aspects of a business, such as the conduct culture, a positive work ethos, and opportunities for involvement and contribution since it is so goal- and target-focused (Hayes, 2022).  
360-degree feedback or multi-rate feedback, is when employers evaluate employee performance from as many sources as possible. Once all the input has been gathered, it is used to evaluate an employee's skills, shortcomings, and strengths in order to produce a comprehensive performance assessment. A well-designed 360-degree performance appraisal can improve team performance, encourage self-awareness, and foster open communication. However, the disadvantages are that It can take significant time for sources to participate thoughtfully and for analysis to happen afterward with insight, it can also cause a bias as Coworkers may just say what they think people want to hear, which means feedback is neither honest or accurate (Herrity, 2021)

Total Rewards System

“Total reward is the term adopted to describe a reward strategy bringing together all the investments an organisation makes in its workforce (e.g. pay, pensions and learning and development), with everything employees value in working for an organisation, such as flexible working and career opportunities.” (LGE, 2021) 

In the end, both monetary and non-monetary awards have a place in a workplace with a recognition-rich culture. According to a survey from Eurofound, the European Foundation for the Improvement of Living and Working Conditions offering financial rewards and bonuses (31% of respondents) and demonstrating appreciation (20.7% of respondents) are the two most important factors influencing employee motivation. It is so evident that the greatest method to express gratitude and thanks in the workplace is to combine the two and be inventive in how you honour effort (PeopleValue, 2021). 
Examples of non-financial rewards could be simply recognition for a job well done, managerial praise and feedback or offering incentives like flexible working and increased holiday entitlement, which can sometimes be more beneficial to an employee than money. Examples of financial awards are things like bonus’, increased salary & gifts. Money isn't the only thing that motivates people in the workplace for a large number of people, especially millennials. They seek an experience, daily fulfilment and challenge, possibilities for advancement, and a sense of value and belonging, all of which come from a society where appreciation and acknowledgment are deeply established. (PeopleValue, 2021), which is why it is important to find a suitable ‘thank you’ for an employee as an individual.

The relationship between reward and performance, and the links to motivation

Performance and conduct are two types of employee activity that a successful system recognises and rewards. Due to the clear connection between the original objectives a firm sets for its employees and the final results, performance is the easiest to manage. While rewarding particular actions that had an impact on the business is more difficult than rewarding performance. The 'path-goal model' accurately describes the connection between the rewards system and worker performance. According to this model, a worker will more likely be a high producer if he views high productivity as a means of achieving one or more of his personal goals. In contrast, he will tend to be a low producer if he views low productivity as a means of achieving his objectives (Dario, 2022). 

To determine the motivational and de-motivational factors at the workplace that cause satisfaction and dissatisfaction for the employees, Fredrick Herzberg carried out studies. Herzberg found that the elements that contributed to job satisfaction were different from those that contributed to job frustration. To interpret the findings, he created the "motivation-hygiene theory." Herzberg claims that two distinct human needs are represented. First, money can be used to satisfy physical needs like buying food and a place to live. Second, engaging in things that help one grow satisfies the psychological urge to achieve and develop. Herzberg's theory of motivation in the workplace can be applied using a two-stage method. First, one must eradicate the dissatisfactions that employees experience, and then he must assist the employees in locating their own sense of satisfaction. Success in completing these will ensure good performance (Fatima, 2021).

Treating employees fairly in relation to pay

Equal pay refers to the right to receive the same salary as someone performing work that is deemed to be "of equivalent worth" by a job evaluation study, the same or substantially similar work as you, or both. This is frequently a gender issue, but it's not always. Sometimes, for doing the same job, men and women are compensated differently (UNISON, 2019) This is covered by the Equality Act, 2010. Pay systems that are transparent and reward the entire workforce fairly are important for the reputation of the business, by sending a positive message about the organisation’s value, increasing efficiency and productivity by attracting the best employees and reducing staff absence and turnover, and they form a key part of the organisation's corporate social responsibility which is increasingly important for many stakeholders (EHR, 2019). If an employer is found guilty of pay discrimination, it must carry out an equal pay audit unless an exception applies. The audit must be published on the employer’s website and be left there for three years. If an employer fails to comply, a tribunal can impose a financial penalty (Cotton, 2021) Employers also have a duty to protect the most vulnerable, and to comply with the law which requires them to pay the National Minimum Wage. This is to reduce poverty and worker exploitation. An example of a high profile equal pay claim was that of the BBC vs Samira Ahmed. She claimed she was paid differently to co-presenter Jeremy Vine for presenting the show ‘News Watch’. Jeremy was paid over six times more than Samira. Samira won the case and was awarded the same pay backdated for up to 6 years, this had a significant impact on the BBC, tarnishing it’s reputation as well as causing a financial backlog (Critchon, 2020)
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Learning and Development
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(AC 6.1) Training and development aids organisations in attracting and keeping top personnel, boosting morale and job satisfaction, boosting output, and increasing profits. Additionally, companies with engaged staff experience a reduction in absenteeism of 41% and an increase in productivity of 17%. (HR News, 2021)

The top 5 benefits are:

1. Employee Retention – Offering career development opportunities promotes loyalty and helps employees feel valued within the organisation, which ultimately increases staff retention and results in a 59% lower staff turnover rate.

2. Develops Future Leaders - By developing promotable staff, professional development programmes guarantee that an organisation is focused on long-term commercial objectives.

3. Empowers Employee’s - A leader's ability to persuade colleagues and win their trust will increase if they feel powerful in their position.

4. Boosts Workplace Engagement - Regular training and development programmes can reduce inactivity at work, which in turn will support organisations in regularly re-evaluating their workforce, competencies, and operational procedures. 

5. Builds Workplace Relationships - Your team members may become closer if you provide them chances to learn new things, develop their talents, and broaden their knowledge. (Ottawa University, 2021)
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Since the Pandemic, the Welsh Government have Partnered with Careers Wales to give free access to further Education and training to anyone in who meets the criteria, known as a Personal Learning Account. The Wales Centre for Public Policy was asked to conduct an evidence review into lifelong learning, and they found that almost half of adults from the lowest socioeconomic groups have not received any training since they left full-time education, which is why the PLA scheme was brought in (WPCC, 2021).
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(AC 6.2) The necessity for learning can be clear given the current corporate environment. For instance, new technology or equipment might necessitate the existence of a particular type of training (Hayden, 2021a)). This is present when the individual talents are being updated as a result of the role modifications. Others compare knowledge, attitude, and skill levels to what is needed to satisfy future demands. Individuals may have learning requirements for a variety of reasons, including; Achieving quality - In the workplace, there may be employees who are struggling with behavioural, emotional, social, or other issues that are limiting their capacity to learn. As a result, when the HR department recognises these inadequacies and takes action to address them, the employees encounter few obstacles in acquiring new abilities. People who wish to improve or learn new skills for a certain job role inside the organisation develop individual learning needs. The majority of employees are put in situations where they are expected to perform tasks for which they are unqualified or unprepared. The employees consider pursuing new types of training in order to acquire the knowledge and skills necessary to carry out those tasks when learning demands occur. The employee's professional and career development is substantially impacted by this. However, to advance their careers, individuals can participate in continuous learning, which is seen to be the foundation for enhancing improvement for specific employees (Choy and Chua, 2019).. The motive for the employees' desire to learn should be to acquire abilities that will assist them complete their responsibilities, not only for the pleasure of learning (CIPDAH, 2020) Sometimes, there may be a change in legislation, such as the upcoming change in Holiday Entitlement for zero hour workers, which may trigger a learning need for the member of staff who calculates holidays.
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(AC 6.3) Learning methods are any activity deliberately undertaken, or resources provided, to help the learning process at individual, team or organisational level. There are various ways of learning such as Digitally, Face-To Face, Formal/Informal, Coaching and Mentoring & learning directly at the place of work (In the flow) or away from the workplace (Hayden, 2021a). On-the-job training typically involves learning through observation and/or assistance from a colleague who has greater expertise executing a task. This approach is typically immediately applicable to primary job requirements and may be helpful in some situations. However, line supervisors or co-workers who do the training must make sure that trainee’s can quickly put what they have learned into practise to improve memory. When learning "in the flow," resources can be accessed immediately rather of having to wait for a formal intervention. L&D professionals face a problem in offering materials that are trustworthy. This method can foster a higher percentage of self-directed learning, which is one of its advantages. Coaching strives to improve and maximise performance at work. It emphasises particular abilities and objectives, yet it may also have an effect on a person's character traits like confidence or social skills whereas mentoring typically refers to a partnership where a more seasoned employee shares their expertise with a less seasoned employee to help their professional growth (Hayden, 2021b) Coaching Models, such as the GROW Model by Sir John Whitmore (1992) represents four stages in Coaching – Goal, Reality, Options, Wrap Up/Way Forward/Will. This can be a useful approach as we are establishing what the employee wants to achieve by giving direction, commitment and focus (Palmer, 2021)
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(AC 6.4) As an employer, we need to factor in how different learning methods can be used in our strategy so that everyone can be accommodated. Individual learning preferences, also known as VARK; Visual learners prefer images/charts, Aural learners learn better by listening, Reading/Writing learners learn better through written language & Kinesthetic learners learn through doing, practising and acting (Shier, 2022) need to be considered when putting together a training plan.  As well as this, it is also important to factor in learning with shift patterns/times & location of the training to ensure fair accommodation for everyone. Some Employers argue that L&D should be focussed solely on meeting business needs, however, this can diminish employee loyalty and commitment as the corporate training, learning, and development path may not always be viewed by employees as one that will provide them with the fulfilment they seek from their jobs. As the younger generation are more inclined to be interested in Personal Development, we need to make sure that it can also be offered and tailored to the older generation, to ensure we are Ethical and staff are treated Equally (Charlton, 2007) A recent study showing an example of how individual’s learn differently, was from the Food Company, Itsu. Their L&D Manager, Alba Trujillo noticed that they were unable to keep their ‘Fish Cutters’ so she had a look into their development plans are noticed that the ‘Master-Class’ did not have any hands-on-practice’s, nor did they receive any recognition for their roles. She re-vamped it and developed a new way or learning, where employee’s were accredited for their skills. The result of this was the 40% turnover of staff reduced to 9%, also dropping customer complaints (Douvin, 2022) 
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(AC 6.5) “The quality and effectiveness of learning and development (L&D) activities can be assessed both formally and informally and show alignment to organisational performance” (CIPD, 2021)  Evaluating Learning can take many forms, including surveys of learner reaction (sometimes called “smile sheets”), knowledge tests, skill demonstrations, comparisons of pre- and post- learning performance, and calculations of return on investment. Using an Evaluation method can help to identify organisational performance targets and appropriate learning needs. The Kirkpatrick Model, which was first published in the 1950’s is still used today.

It outlines four levels for evaluation training as pictured.
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Typically implemented following quantitative research Methods, this Model is benficial to most businesses as it can be used to evaluate both classroom and elearning, it provides a logical structure and process to measure learning, giving an overall perspective of the organisation’s training programme and the changes that need to be made. However, it has been said that it involves a lot of time, effort and money which some organisations do not have, however it is important to invest (CommLab India Bloggers, 2016) By contrast to this method,  Brinkerhoff’s Success Case Method focuses on qualitative analysis—crafting stories from discussions with a small number (i.e. about two to six) of affected parties, it Identifies the most and least successful cases within your learning program and studies them in detail. 

Using these Steps as pictured
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By comparing the successes to the failures, you learn what to change to ensure successful future endeavours. It's based on the assumption that any initiative, no matter how successful or unsuccessful, will always include some success and some failure. Although a very successful model, it does cause some potential biases and halo effects, more specifically when collecting data through surveys. (Rees, 2012).
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