Rosanna Baxter: 3CO04 - Essentials of people practice – Task 1: Briefing paper 
Healthcare on Hand – Briefing paper for People Management

As our organisation is rapidly growing, we are introducing a new team to focus on all aspects of our people management to ensure all areas of our people management are being dealt with effectively and efficiently, to provide the best support to our employees. This paper has been created to guide our line managers to these new services to enable them to support staff to their highest ability.

(AC 1.1) 
The employee lifecycle refers to the various stages an employee goes through in their time working in an organisation, from recruitment to eventually retiring. People professionals play a crucial role in the lifecycle in supporting and managing employees through each stage to ensure it is efficiently carried out, so the employee has a positive experience in their employment. Waite et al (2022) breakdown the Employee lifecycle, starting with attraction, it is vital our line managers align with the organisation's values and visions, as this will affect retention of staff and make the organisation attractive to the type of person we are looking to employ. The people professions are responsible for finding the right person to fit our culture in recruitment, and selection it is important that we understand any issues as to why a role is not being attained if we are losing staff member, communication from the line manager is key in this process so we understand the bigger picture of the role when recruiting and onboarding staff. As people professionals we need to ensure the onboarding process is a positive experience so staff can hit the ground running from day one, any delays in onboarding may affect the organisation as we would be short staffed and potentially loose the recruit to another positions. Development is important to retaining staff as it provides them with the correct skills and knowledge, they need to be successful in their role, we are responsible for this ensuring development plans are implemented and clear. Probationary periods are a great time to discuss staff development as any inconsistencies can be discussed with staff which will help with underperformance and ensure staff feel supported, this will help retention. Again, we play a huge role in staff retention, it is important to communicate any issues or concerns so they can be resolved in the correct way. Finally, separation, for example Retirement discussions should be had openly and well in advance to allow the staff member to feel listened to and comfortable with no stigma attached. This will prevent any staff leaving unexpectedly, ensuring we can plan our workforce and use their knowledge of it is planned out in advance. Hewitt (2017) found that the best organisations are those that deliver extraordinary employee experience over the employee lifecycle.




(AC 1.2) 
There are numerous ways in which we can prepare information for specific roles. Firstly, Waite et al (2022) highlighted the Job Description commonly known as a JD, the JD document describes what is involved in a specific job and typically includes the job title, the purpose, and the main duties and responsibilities. The breakdown of the JD should give a clear indication of what the jobs is, a breakdown of the organisation and gives a concise summary of the job role and what is expected for the employee to achieve in the role. Another way information can be prepared is by person specifications, Waite et all (2022) advises the job spec is developed once the JD is complete, the purpose of the job spec is to outline the qualifications, knowledge, experience, skills and behaviours that are required from the person undertaking the role. These are then categorised into desirable and essential criteria's, essential meaning the job holder must possess to carry out their role and desirable meaning it is not essential, but the attributes are relevant and will help the employee performance in the role. These documents can be produced using information obtained in numerous ways such as undertaking job analysis or key task analysis, by interviewing a current post holder or getting feedback via job analysis questionnaires. Waite et al (2022) describes job analysis as the process that identifies the purpose and responsibilities of a job, highlighting the importance of using current job holders as a valuable source of information, if the job already exists, we should be using the questionnaires and interviews to get this important information.  

(AC 1.3)
There are many recruitment methods we can use, firstly there is internal and external recruitment. Internal recruitment focuses on attracting excising employees. Waite et al (2022) highlights the benefits of this as employees already have good knowledge of the organisations history, systems and goals and the employee is already known to the organisation. Internal recruitment encourages loyalty and career progression, they are also a cheaper and quicker way to recruit however a disadvantage is that the candidates will then be limited.  Internal recruitment methods would be using the organisations intranet to advertise new vacancies this is cost effective and a fast way of communicating adverts to employees, they can access the JD and job spec easily. Notice boards can also be used, this is cheap and targets staff who are working in that specific workplace and are useful when certain staff members don’t have access to a computer to view the intranet. Another recruitment method is utilizing the organisations newsletter and bulletins, again this is a low-cost way to advertise but there is a risk that they may not be read in a large organisation, it would be advisable to utilise a job specific bulletin to circulate to staff.  Secondly there are many types of methods to use when advertising externally, using out organisation's website Is a key method as it is a quick and easy way to upload vacancies and candidates can also easily access more information about the organisation in just a few clicks. The CIPD found that professional and social networking is in the top ten recruitment methods such as linked in and Facebook, this method easily targets passive candidates and may come across a vacancy that is attractive when they are not actively looking for a new job. Another example is attending job fairs and recruitment events, Waite et all (2022) found that 25% of organisations use fairs for entry level jobs. It is important to note there are many other methods to use when applicable such as using agencies, job centres and job boards.

(AC 1.4)
We want to attract the top talent to our organisation, so there are a few factors we need to consider when deciding on the content used in our recruitment methods, firstly we need to ensure the job avert is attractive. Waite et al (2022) outlines the copy needs to contain the key features such as job title, JD and personal spec ensuring candidates know what is expected in the role, the level of this information will be dependent on whether it is an internal or external vacancy so this will need to be considered when creating the content, as existing staff will not need in depth information on the company as they are already aware.  All content will need to incorporate our brand and image to ensure candidates understand who we are. The content must reflect our company culture and values to give candidates an idea of what it will be like to work for us and what values need to be upheld if they are successful. Hosseini (2022) found that positive employer branding resulted in higher levels of engagement, higher performance to competitors and increased employee engagement. All of the above create a positive organisation image which promotes a positive work experience and builds a more engaged workforce. 

(AC 2.1)
There are our multiple selection methods we can use when we recruit, all have advantages and disadvantages, the most common methods used are interviews weather that be in person, telephone, or video individually or in group form. Interviews are the most used as it allows us to get a sense of the candidate's personality, but they can be favourable to more confident people with better communication skills. McCartney (2022) highlights interviews can capture the candidate's ability to perform in said role, it will allow us to the employee value proposition including staff benefits and development opportunities and give an overall good impression of the organisation.  Skill Based assessments is a great method to use at it will allows us to assess the candidate's ability and skills that are relevant to the role we are advertising, CIPD 2022 research found that skill-based assessments are better predictions of performance on the job compared to other traditional methods such as previous experience reviews and education records. Assessment Centres can also be used as a selection method, McCartney (2022) highlighted they require the candidate to complete several tasks to combine multiple behavioural ratings, personality, and cognitive assessments.

(AC 2.4)

Selection records that need to be retained range from shortlisting/interview notes, test results and assessment criteria scores, and include both electronical and paper records. All organisations are required to keep selection records for a minimum of 6 months to one year, Ayling (2022) highlights this is due to the Equality Acts time limitations to the advertising of vacancies and advised one year would be more sufficient as time limits for claims can be extended. It is important we keep out selection records as we need to ensure we have evidence that we have complied with employment laws and regulations such as the Equality Act 2010, for example the Equality Act prohibits discrimination in the recruitment and selection process, keeping these records will demonstrate our compliance and defend any potential claims. These records also serve as an audit trail for our recruitment selection process and will provide evidence for fair and transparent decision making on recruitment. Ayling (2022) also outlined that the storage and access of these records needs to comply with the Data Protection Act 2018 and GDPR regulations.

To conclude, this briefing paper highlights the important role we play as people professionals to our staff and how the work we do has a positive effect on our staff and organisation.
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(AC 2.5)

Appointment letters are essential when hiring people to our company, below are examples of an appointment and non-appointment letter we use in our recruitment process. The appointment letter is key as it confirms the job offer and outlines any conditions, setting clear expectations to the recruit. The non-appointment letter advises applicants they have not been successful on this occasion and thanks them for their interest in the role.

Appointment letter
[image: ]






Non Appointment Letter
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Thank you for your recent application and interview regarding the position of [INSERT POSITION] at
Healthcare on Hand.

Unfortunately, you were not selected to continue in hiring process for [INSERT POSITION]. Ifyou
have any queries or would ike us to provide fesdback on your application, please contact us.

‘We wish you al the success with your ongoing job search and thank you for the inerest i our
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Your Sincerely
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