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Executive Summary
This project set out to identify, purchase, and introduce a HR management system that can contain data files and automate annual leave and sickness. The project set out to find suitable HR systems that can be integrated within Age Cymru West Glamorgan and staff and their management. Due to the challenging funding environment in the third sector, charity Age Cymru West Glamorgan have found the need to find a HR management system that can store files, automate holidays and unexpected absences, as well as the potential for any other similar features. The project discusses how Age Cymru West Glamorgan’s strengths and weaknesses have the organisation in a good place to push forward and take some opportunities, as well as challenge some threats. The external environment in relative to ACWG homes in on the strict regulations such as GDPR restricts ACWG in how they operate on a day to day basis. The project sets up primarily as a waterfall approach, having a structured, layered set up. Looking for two key pieces of research, one being: what do the staff feel about their current HR system in place; two being: what HR systems are readily available to purchase that would suit ACWG’s needs. Staff felt that although systems are generally easy to use, booking holidays can be quite complicated and time consuming. Staff also felt that through the introduction of an integrated HR system, staff would find it easier to organise their work. 
The HR systems found were BreatheHR, People HR, Zoho People, Cascade HR and BrightHR. It was found that in alignment with what staff felt, and the appropriate cost for Age Cymru West Glamorgan due to their charitable nature was .. The financial projections found that this project would typically break even in 2.2 years. To implement this project next, is to follow the implementation plan of finalising a purchase at the end of January 2020, and resolvedly fully implement in April 2020. 












1.0 Project Description with Business Case
	1.1	Aim of Project
To identify, purchase, and introduce a HR management system that can contain HR data files and automate annual leave and sickness. 
	1.2	Objectives of Project
A) To search for a HR software suitable to a small organisation or charity, investigating the features costs and other details, for the completion of this report by 13 January 2020.
B) To provide an outline of the suitable HR software suitable/available to the Chief Executive Officer of Age Cymru West Glamorgan by 13 January 2020.
C) To investigate and produce a suitable time frame for training, implementation and migration of data to the new software via a GANTT chart by 13 January 2020. 
	1.3	Project Description
This project sets out to identify a suitable HR management system to allow for Age Cymru West Glamorgan to painlessly obtain information from any given file, as well as the automation of annual leave, and any sickness periods. Amongst this project will be further research to find outlines of several elements of data in significance to the package of the software, and are as follows,
· The features of the software
· The cost of the software and the design of the cost
· Any additional services or add-ons that the software can provide, and any relevant costs detailed
· The contract length
· The terms to terminate the contract of each software
1.4	Business Case for the Project being undertaken
Age Cymru West Glamorgan are currently using Microsoft OneDrive, and multiple spreadsheets to invigilate annual leave and sickness. By having this management system in place, a sizeable reliance upon Microsoft Calendar and managers alike is taking indispensable time away from staff and managers’ day to day responsibilities of running the charity. This, collective with the escalating regulations being intensified, predominantly GDPR, and the difficult funding environment for charitable organisations, a solution is essential to construct a more efficient practice. 
The benefits of this project being undertaken and carried out would support the charity in simplifying the relationship between staff and management (Lestrange, 2016). By having an increased systematic approach to HR, the simplified data afoot can allow for the processes to be simplified, reducing operational costs whilst providing an easier management model for auditors to identify and monitor (Boys & Wilcock, 2014), providing further integration for staff and management alike so that effective communication can be increased (Wilkinson et al., 1997; Dale et al., 2007; Sila and Ebrahimpour, 2002). Using a centralised HR system, ‘development, evaluation, rewards, and support’ can be administered in a fit and proper organisation (Monks and McKackin, 2001). Ensuring a secure HR system is vital to ensure that data and information are secure within the organisation, and by increasing security on one integrated system instead of several files and storage locations would enhance which (HR Focus, 2006). With the development of technology, smartphone usage has increased in and around the workplace, and HR can use this to its advantage by creating systems compatible as an app, or even as an internet page suited for reading on handheld devices. With flexible working, any sickness or annual leave can be administered on a smart device and would allow a far easier transition for staff and management to do so in this efficient sense (Bhatia, 2016). 
However, there are a couple of disadvantages such as costs. Due to the development and usage of the software, it can come at a high cost to some organisations and selecting one may come down to cost to the organisation (Daughtrey, 2013). With the software being unused previously, acclimatising to using its services may take longer with some staff, with some potentially being resistant to the change (Design Firm Management, 2006), so implementation should be completed with care and attention. 












2.0 Environmental Analysis
	2.1	SWOT Analysis
Firstly, a SWOT analysis can be carried out on Age Cymru West Glamorgan and how it can be used to tackle this project. The SWOT analysis can be used as an instrument to develop strategy (Kotler et al., 2010). 
	Strengths
	Weaknesses

	· Close knit team
· Small team to manage
· Organised administration
· Compliant
	· Lack of funding and tight budgets
· Charity, so unable to bring in high revenues
· Limited abilities

	Opportunities
	Threats

	· Fundraising ventures
· Volunteers to enhance working numbers
· Potential funding
	· Volatile funding environment in the third sector
· Outdated systems
· Strict regulations



Where ACWG can use their strengths in finding a HR system appropriate, is that there is only a small team of staff to manage in this way, and so can be managed far more effectively than if any larger. However, the charity must be mindful of the tight budgets in place, and how this project is unlikely to show any real financial benefits.
ACWG can use their opportunities to find a suitable system by identifying any systems where a charitable discount may be possible. However, strict regulations would mean that the systems chosen for consideration must be suitable and safe to use. 
	2.2	PESTEL Analysis
The PESTEL analysis looks at macro factors (Dockalikova & Klozikova, 2014) that influence charitable organisations, and in this scenario, Age Cymru West Glamorgan. 
Political factors include the tight rules and discussions on GDPR and data usage. With some organisations having used customer data in the wrong sense, effectively selling it, new laws have come into being through the debates in the UK surrounding this issue, and tighter regulations show that it is now a heavy burden on organisations such as this. 
Economic factors suggest that due to lesser funding being readily available to charitable organisations, charities and not-for-profit organisations are struggling to operate as effectively as previously, and are reliant on donations, and funding from private sourcing. Quite often, internal processes suffer as a result of this, with systems often becoming outdated whilst the front facing services, in this charity’s case, such as benefit consultations and lunch clubs, are prioritised.
Social factors included are how it is becoming more and more difficult to operate for the primary cause, in Age Cymru West Glamorgan’s case, the elderly community in the local surroundings. Stakeholders for ACWG would want to identify how the staff appear to behave and would expect an efficient service from them. 
Technological factors influencing ACWG would be having outdated services, and assets to operate in. Recent regulations now require tax to be reportable online and has required organisations to operate in such a way. In ACWG, the current HR system will eventually be unsustainable in the current predicament, and due to technological advancements, software is becoming more affordable, albeit still a high cost to organisations such as so. 
Environmental factors influencing ACWG include the local area and what the charity is participating in to help clients in the surrounding areas. With ACWG being based on two sites at present, and flexible working becoming more of a pressing issue, a HR system adaptable to a smartphone would be highly beneficial, rather than being stored on PCs and their servers. 
Legal factors include how the charity must sign up with Companies House to report their financial statements and accounts, as a registered company number. ACWG are subject to audits and having a more versatile but simplified HR system would allow for a far more efficient audit to take place. 
	2.3	Primary Research – Informal Questionnaire to staff on current HR setup
To identify how staff at Age Cymru West Glamorgan feel about how the current HR setup operates is, this project sets out to establish this through the handout of questionnaires, made up of five questions to find a mix of qualitative and quantitative data. The qualitative data sets out to find whether there are any trends with the data, or unique, individualistic answers can be provided (Saunders et al., 2009). By the questionnaires collecting this, the staff participating can provide their own perspectives on how they feel the current system works (Noble & Smith, 2015). However, if the question was to appear vague to the staff member, any trends may be unable to be formed (Gill et al., 2008). The quantitative data sets out to collect ‘yes or no’ answers, and with it allows for a definitive answer to carry forward (Tan et al., 2009) but can be limited if the user is being too cautious (Dawson, 2009). Findings for the questionnaire can be found in the Findings and Recommendations section. 


3.0 Operational Requirements
	3.1	Methodology
This project sets up as a waterfall approach where stages are identified to follow a set structure (Gablas et al., 2018). Each step can be tracked easily to monitor how far the project is being carried along by, with focus on what is needed to achieve the end goal. The one issue with having this approach is how changing conditions can be a problem when carrying out the project, and so should be handled with care (Gablas et al., 2018). Similarly, it could be referred to as a PRINCE2 approach, a process-based approach where it can be easy tailored to fit public sector projects (Newton, 2015). Keeping the project to a clear scope is important to approaching the project, where the time scale sets out to be in full implementation by April 2020, if all the criteria has been met. Project scope sets out to have three key requirements, one being a clear timescale, two being a clear cost laid out, and thirdly with a clear purpose of quality (Newton, 2015). It is imperative to keep within this scope as otherwise the project is likely to be destined for failure. 
An interpretivism approach is also being carried through, where the argument will be subjective, and open to an opinion in which the correct judgement will be applied based on opinion regarding cost (Greener, 2008). By having this approach, it sets out to have the view of the majority, rather than the minority, to identify a solution (Greener, 2008). 
This project sets out to find two sources of information, what the staff want and need from a new system being in place; and what systems are readily available to adapt to this purpose. 
The project sets out to find what the staff want and need from a new HR system by conducting an informal five amount of questions questionnaire. Originally, the PID submitted on 01 December 2019 stated that an informal interview would be carried out with several members of staff. However, due to poor availability and timescales, this project requires a slightly adapted type of data collection to source the information required. 
Secondly, the project sets out to find what systems are readily available that Age Cymru West Glamorgan would be able to purchase and subscribe to, in order fit the timescale required set out in the ACWG brief and GANTT chart submitted in the PID. Internet searches from the project manager will search and highlight several systems that would be suited to what ACWG requires, what the costs will be, the length of the contract, and whether there are any specific terms to terminate the contract. The project expects to highlight two of the more coherent systems to put forward to the COO of Age Cymru West Glamorgan. 
	
3.2	Resources Required
An operational internet and workstation system will need to be in place. Servers and internet systems are currently in place for Age Cymru West Glamorgan, so this is not an issue. For training on the new software, it would be advisable that management participate in this as to not confuse staff. This project has planned a limited introduction to a handful of staff to begin in March 2020, and if successful, will be further integrated to the organisation on 01 April 2020 in alignment with the financial year. Training for general staff will take place towards the end of March 2020 in preparation for introduction of the facilities. 
Due to the nature of this project, costs cannot be taken into consideration until the findings section of this report, as otherwise it is purely guessing and fictitious information. 
The strict timescale of this project means that each step needs to take place as and when required for the highest chance of success. 


















4.0 Findings and Recommendations
	4.1	Findings for suitable HR systems
Following extensive research on five suitable HR systems, a discussion into the most appropriate system will now take place. The five HR systems found are BreatheHR, PeopleHR, ZohoPeople, CascadeHR, and BrightHR. 
		4.1.1 BreatheHR (2020)
BreatheHR is an online system where employee data can be kept in one place, where a sickness and absence management system allow management to easily view so. Where this can help ACWG is how any absences can be tracked through the click of a few buttons. On BreatheHR is a shared calendar, where staff can view any peer staff holidays booked, and identify whether their defined day is able to be booked, dependent on policy and time of year.  Documents can be stored and organise to suit requirements. Expenses can be tracked and stored for management to approve. Further recruitment can be simplified if required but does cost an extra increment each month. An application is available for this system. For this system, a ‘Regular’ plan would be required for three management users. This software allows for between 21-50 staff and could be in place for potential future expansion. Although this project centres around having fifteen employees, the package is required merely for three management users. A big selling point for this system is how it can provide a 50% discount on costs for charities. Applying this discount to costs, it would cost £27 a month, or £291.50 per year. For cancellation, this can be carried out at any time with no exit fees. Any further information can be found on their website. 
		4.1.2 People HR (2020)
People HR is more of a dynamic software in comparison to BreatheHR. With People HR, there would be far less use of paper files, reducing paper waste, storage, and time. Through this, there would be less usage of spreadsheets, with only relevant information brought forward. This software allows for far more flexible usage, and with usage able to provide on smartphones, further integration of ACWG with staff would benefit them tremendously. If ACWG required so, there is a performance management aspect which can be looked at to monitor staff performance. There is a tab for holiday planning and managing absences. Expenses can be submitted for approval and can be approved easily by management. Documents and policies can be available on smartphones through an application and downloaded software. For clocking in purposes, a personal tap in and out system is available. For this system, the ‘Professional’ package would be required, at a price of £3 per month/per employee. At 15 employees for ACWG, £45 per month would be the costings. Additional benefits are available but at higher packages, and subsequently higher costs. These can be changed each month. The software can be cancelled at any time, with no fees for exiting. Payment can be set up monthly, or annually, with no discounts for charities available. Further information can be found on their website. 
		4.1.3 Zoho People (2020)
Zoho People is like People HR in the manner it is set up. Hours worked by staff can be tracked, in a similar set up to clocking in. However, there is no tap in or out service with this, but merely track hours and submit. Holidays can be tracked, submitted and approved via the software. Any accrued holidays can be monitored through this system, along with any sickness leave can be handled. If, for whatever reason, shifts may change, shift management can be used in this software. One aspect of this software is how any personal details on the system are ‘self-serviced’ and can be positive for staff as they may dislike some information being put on there. However, the software is completely safe if there was a fear against this. Policies, documents and relevant files can be stored on this software and can be downloaded to computers or smartphones. Expenses can be monitored, submitted, and approved via smartphone, often through the click of a button, with this being part of the Internet of Things (Borgia, 2014). For this software, a ‘Professional’ package would be required, costing £1.50 per month/per user. This would cost ACWG £22.50 per month if paid monthly, with a cost of £270. However, prices can be reduced to £1.25 per month/per user if paid annually and would cost £18.75 a month and then £225 for the year. With this software, plans can be switched anytime, and can be cancelled anytime for free. No charitable discounts are available for this software. There is a limited space for storage on the software, so if ACWG did need extra storage, these would cost extra per month. More information on this is available on their website. 
		4.1.4 Cascade HR (2020)
Cascade HR is a GDPR ready software with dynamic dashboards with several capabilities. Holiday requests can be submitted via the dashboard for management to identify and approve via their own personal dashboards. With dashboards easily customisable through a drag and drop system, it can be a different way to see HR for staff and management alike. Absence records are easily viewable and manageable for managers, with timesheets ability also available. All available via computers and smartphones, a mobile app simplified for even the less tech-savvy employee, expenses can be submitted and approved through the click of a button. There are other tabs available for training and recruitment of new staff. This software would be a flexible, affordable software and renewed annually. For pricing details, ACWG would have to approach Cascade HR directly due to confidential reasons. 
		
4.1.5 BrightHR (2020)
In a similar setup to the other four systems, available via computers and smartphones, allows for flexible usage for users. Holidays can be approved in seconds but can be reliant on management. Staff absence can be logged in the tap of a button. With this software, there is unlimited HR document storage so no further costs. With this software, there is a second app separate to the original for expenses and can be approved through this. Sick leave and absences can be monitored via the app. This software provides real time updates for staff and management and would allow for a streamlined service for staff. This software is GDPR compliant and would be ideal in this scenario. The contract works on a yearly basis, with the option of one, three, or five-year deals being in place. Fees are applicable if any further services are required. Payment for this service can be set up monthly or annually. Monthly would occur as a £3 per month/per employee; as a £45 + vat = £54 a month. This would then cost over the year £648. This contract can also be paid as an annual sum of £648, with no savings on which method of payment. Charities do not get any further discount on this. For any further information, check the website. 
	4.2	Findings for Informal Questionnaire
To reiterate, a small five question questionnaire was handed out to seven members of staff to undertake. A blank copy of the questionnaire is shown below. 
		[image: ]

The consensus from each question was looked at and found the following.
[image: ]
Question one found that generally it is easy to use, with it being merely a list of policies, and identifying what one is required. However, due to the high amount of policies listed, it can sometimes be difficult to sift through if the name of the file is not known. How a HR system would benefit ACWG here is by having the files more visible, and only key policies kept more visible than others to individual users. 
[image: ]
Question two found that due to a recent introduction of a new submission for expenses, popularity has increased with drastic improvements allowing for more ample completion. However, some staff still see it as a difficult process due to it being long winded, and still quite comprehensive. How this can benefit ACWG is by having a shorter, easier submission on a digital system. However, by the findings in this question, it would suggest this system works comfortably, and if ACWG were to have a digital system, it may be worth ditching the idea of expenses online and keeping current systems in play.																								[image: ]
Question three findings suggests that the majority are satisfied with finding where staff are on a given day or time. However, a couple of staff did mention how the calendar can sometimes appear detailed, and when attempting to submit holidays, checking when others are off is difficult via this method. How this can benefit ACWG is by identifying that the calendar for tracking staff works okay and should only be changed on further consultation with staff. It must be noted that some staff would like a calendar to track holidays, and this could be an option to use the calendar for on a HR system. 
													[image: ]
Question four found that submitting holidays and having them approved could be improved. This can be a result of struggling to identify when other staff are off without interrupting at work, and that the process takes too long, albeit being aware of time constraints. How this helps ACWG is that by adopting a new digital system, it allows for a faster, more efficient system that allows managers to track holidays and check holidays against others. 
		[image: ]
Question five identified that some feel current systems in place work, whereas some do feel that a system could be put in place to have/keep employees in control. This would be beneficial to have a streamlined workforce, where a digital system has been suggested, and potentially if available, an application for further integration. Assessing what staff desire from a HR system, is further integration to HR processes. Typically, tracking holidays and submitting them is a large area in which ACWG must improve. 

4.3	Recommendations
This sub-section highlights the recommendations for what HR systems are suitable, in alignment with data collected with staff. Looking at the data collected, proceeding with a digital HR system is advisable  due to the need for further integration with staff and processes. Assessing the options for a new HR system define them by a rating out of ten.
I. BreatheHR: NINE; This HR system comes up top due to the pricing and payment structure being more flexible. With a 50% charitable discount available, the software is available for purchase for the year for £291.50, nearly half the cost of other researched systems. An app is available to integrate staff further
II. People HR: EIGHT; A strong HR system, People HR has similar capabilities to BreatheHR, but does not have a charity discount available, and unfortunately is not rated as good due to being more expensive, at a cost of £540.00 annually
III. Zoho People: SIX; This is a good piece of software, but unfortunately due to the extra costs for storage, it is advisable to find other HR systems
IV. Cascade HR: SEVEN; This again, is lower than BreatheHR & People HR respectively, due to the price being unavailable to the public eye, and would require further inspection
V. BrightHR: SEVEN; Due to the excessive costs of this software, and the nature of ACWG, it would be advisable to find a lower priced system














5.0 Financial Projections
	5.1	Cost-Benefit Analysis
		Assumptions:
· Staff working throughout the week spend 1 hour a week chasing HR issues such as whether a staff member is off, ill, in a meeting, busy or otherwise.
· They also may submit holidays, expense forms, and various other amenities. 
· Expense and holiday forms are paper based
· Finding policies and procedures takes time going through various folders and files.
· All staff are being paid on the National Minimum wage of £8.21. 
· Productivity will increase by 0.5 hrs, and so idle time in respect to productivity will decrease. 
· The difference will be worked out over the course of 51 weeks. 1 week removed due to national holidays.
Costs: 											    £
Staff paid at £8.21 an hr. 1 hr a week per person.			£8.21 x 1 x 51	8.21
As a guideline 15 employees employed				15 x 1 x 51	765
										        6280.65
Costs of software per year x2 = 	(291.50 x 2)				          583.00 
									    COSTS:    6863.65
Benefits: 
15 employees employed						15 x 51  	 765
Time wasted will drop.							£8.21 x 0.5	4.11
Labour savings									     3140.33

Through this analysis, the software for two years can be paid back in the form of the time saved through using a digital HR system would be 2 Years, 3 months (6863.65/3140.33 = 2.19 years). 



6.0 Conclusions
	To conclude, as discussed in previous sections, this report discusses how some staff would like more integration in HR processes, such as expenses, and holiday planning. Through the introduction of the chosen software, BreatheHR, management can use this as a future tool to monitor sickness and unexpected absences, expenses, and holiday planning. Staff can use a shared calendar to identify where each other are, and what holidays they have booked in place – an enhancement on the current system of either reliant on word of mouth or booked upon Outlook’s Calendar. BreatheHR can be set up immediately, including a 14-day free trial, for £583 per year, and includes 50% charitable discount, resulting in a cost of £291.50. To implement this according to the GANTT Chart proposed in the PID, is to purchase the software at the end of January 2020, subject to approval from management. Training for the software can commence at the start of February 2020, with migration of data able to commence Mid-February 2020. At the start of March 2020, a limited introduction of the software can be made available to a few staff members, typically three or four, to test initial concerns with the software, and tackle upon need. Following this, in alignment with the financial year, at the start of April 2020, full implementation of the software can be released to staff and management. 
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8.0	Appendices
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s
6 Everyones calendar is easily visible
7 Exchange calendar easily visible and charity log details to phone
H Not very well, especially when booking leave
9 Quite detailed, used daily
10 Outlook is easy to use
n Outlook works fine, not problematic
12 ‘Outlook is fine
s
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1
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3 How do you feel about the process of submitting, and approved holidays

4

s straight forward, does check whether colleagues are off or not

6 Check with line manager, if agreed, can pass on further to update records. Works for me

7 Takes too long to be authorised

8 Managed effectively by line manager

9 Dealt with by manager, but a system that can readily check this would be great
10 Managed comfortably
1 Okay, but can take long time on occasions
12
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Do you feel any of these processes could be improved

1
2
3
4 No, as long as you keep up to date then no problems
5 Expense claim forms have been improved, as a small workforce, word of mouth works fine
6 Yes, digital system would be great

7 Al seem to be sufficient

8 Some sort of app would be good, giving control to employee, make it easier

B spreadsheet or calendar on everyones holiday bookings

10 Yes, amore integrated system giving employees more control

i —
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HR Software/Platform Research Brief

The Issue

Given the challenging funding environment for the third sector it is essential that we can do more with
less. This combined with the ever-increasing regulatory requirements, particularly GDPR, having an
intelligent and secure system for the storage of sensitive files is more important than ever.

Currently our staff files are managed via Microsoft one drive, being held in restricted access folders
on the company drive. There are multiple spreadsheets to manage annual leave and sickness with a
heavy reliance on Microsoft calendar and the manager to proactively manage/record data. Currently
this process is very time consuming and all rest for both staff and managers.

The Solution

To procure a HR management software that will allow for the storage of HR files in a single location
and automate the annual leave and sickness management process.

The Brief:

Compile a report exploring the costs and benefits of a “off-the-shelf” HR management
software/platform. In particular the report must outline the following:

e the features of the software/platform

e the cost of the software and the form of that cost (i.e. monthly subscription, cost per user,
yearly/quarterly cost)

e any additional services/add-ons the organisation can provide (and the cost thereof)

e the length of any contract

e the terms to terminate the contract

Timeline

1. Areport must be produced by 13 January 2019.
Software will be purchased at the end of January 2020.
3. Training, implementation and migration of data to the new software will begin in February
2020
. limited introduction for 3 to 4 staff to begin in March 2020.
5. Fullinduction to begin on 1% April 2020 to align with the financial year.
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1. Do you find it easy to find information which is found on policies stored in online files?
2. Describe how you feel about the process of submitting expenses claims?
3. With the current system in place, how simple do you feel it is to track where peer staff are on a
given day and/or time?
4. How do you feel about the process of submitting (and having approved) holidays?
5. Do you feel that any of these processes could be improved? Discuss.
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1 |Question 1
2 |Doyou find it easy to find information which is found on policies stored in online files
3
4 Jves
5 |ves, shortcuts can be made to desktop
6 |No-too many folders ‘Generally find it easy to use, however due to the high amount of policies used, it is difficult to sift through.
7 |Yes- easy access
8 |Yes-no problem atall
9 |ves
10 |Okay, but a great deal of policies and sometimes incorrectly labelled
n
12 |Question 2
13 |Describe how you feel about the process of submitting expenses claims
14
15 |There is a form to complete, but personally do not submit them New excel system has recently been introduced, and 5o is not too much trouble. However, if not trained properly, the process ap
16 |Updates have been made recently, excel now updates automatically
17 |Long winded and hard to manage
18 |comprehensive
19 |New system more helpful
20|No problem when done
21|Not difficult, new system has aided that
2
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2
3 lauestion2
4 Describe how you feel about the process of submitting expenses claims
5
6 There is a form to complete, but personally do not submit them
7 Updates have been made recently, excel now updates automatically
8 Long winded and hard to manage
B Comprehensive
10 New system more helpful
n No problem when done
12 Not difficult, new system has aided that
13
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20
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