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Health Care on Hand have been providing health care to adults and children with complex needs in their own homes since 2017. Over the past years, we as an organisation have grown to provide more services and employ more staff, two factors we are very proud of. We value ourselves in providing high quality care but also as being a credible employer which our employees are proud and happy to be a part of. 
In this paper I will provide you with information of the services provided by the new team we have created to be responsible of all aspects of people management to relieve pressures on other areas of the wider team as we continue to develop our services and workforce.

Employee Lifecycle (AC 1.1)
We begin with attraction, Lawlong, et al (2019) highlighted that applicant attraction is related to recruiters who exhibit pleasant personalities. These personalities include good ethics, culture and staff benefits which are values a company should be demonstrating whilst running attraction campaigns.
As we consider the recruitment and selection stage which Waite et al. (2021, p. 95) defines “as attracting a pool of candidates” companies then select the ones we wish to proceed into shortlisting, interviewing, and assessing. This is a vital stage to ensure we have the highest standard of candidates proceeding and for the employee to ensure they are fully skilled and capable of carrying out the duties of the role.
Onboarding is vital as it is the first impression the now employee of our company. The purpose of a successful onboarding is to welcome a new employee into the department. We must ensure within our teams therefore that this is being done effectively ensuring that good values and ethics are demonstrated throughout.
Development within the company is key to ensure employees are working to their best capacity but also that they are satisfied within their role. This must be done effectively in three ways as Fahed-Sreih notes in their edited work, “program design and delivery, and training evaluation need to be well-prepared to make trainees satisfied with the training.” Your employer wanting to invest money and time in you is invaluable to ensure their satisfaction within the company. 
We must ensure retention is at the forefront of our employee lifecycle and should be working hard to ensure we are investing time and money into our current employees to ensure retention is valued. Leigh (2022) highlighted that “offering a workplace that fits with their social concerns is vital to maintaining employee satisfaction and encouraging retention.” 
Separation is where the reason for an employee leaving is assessed. This can allow us to highlight any common reasons within a certain department if a high number of employees are leaving. This is vital information and can be collected through exit interviews as Armstrong (1999, p.425) notes “the result of exit interviews should be analysed under each heading to identify general (eg pay) or particular (eg harassment) problem areas.”

Information for specified roles (AC 1.2)
Preparing and providing information on specified roles is vital in a recruitment process. This ensures that every candidate that applied is clear on what the role will entail, and this will lead to employers having a higher quality pool of candidates to select from.
Before proceeding with any formal recruitment methods, it’s vital that companies carry out a job analysis which is as Waite et al. (2021, p. 105) defines “a process that identifies the purpose, duties and responsibilities of a job.” The findings of the analysis will then help people professionals to form the job description and person specification to ensure the vacancy is being promoted correctly for what the department recruiting is expecting. A large part of this information will come from current job holders who can be “interviewed or observed to determine what they do and how they do it.” 
The job description whilst recruiting into a vacancy contains vital information that a potential candidate may require whilst applying for a position and this document includes various key information points. This includes a job title to capture the candidate’s attention and “give a clear indication of what the job is.” Waite et al. (2021, p. 106)
Alongside the job description, companies whilst recruiting must present a person specification, which is “the criteria against which you judge candidates’ suitability” as Butterworth-Heinamann (2005) discusses’. These must therefore be a correct and realistic representation of not only the vacancy but of the company to ensure we are attracting the correct pool of candidates for our role.
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The first point of call of many employers is a job advert. Sitali (2016) has discussed this in his work that companies that are recruiting often could be due to the “job advert not providing the true reflection of the job in question.” A job advert will always be appropriate to be used, but we must ensure this is done effectively (Indeed Editorial Team, 2022) “to attract outstanding talent, it’s important for job adverts to be clear about what the company is looking for and accurately reflect the role’s typical duties and responsibilities.”
Headhunting is another successful method of recruitment. Zhaldak and Krasovska (2021) has noted in their work when headhunting is most effectively used, and this is including “where there is a very limited supply of highly specialized and qualified individuals.” Considering the pressures facing Health Care in the current climate, headhunting may be used to fill vacancies that are very specialised with a very small talent pool of people who are qualified to undertake the role.
The use of recruitment agencies can be used as an effective way to recruit talent into a workforce. Binh and Ha (2020) in their work discuss that using recruitment agencies are a benefit to recruitment departments as they “identify quality candidates with more efficiency.” Considering there may be a substantial cost to be paid to use this method, we could limit the use of recruitment agencies to instances where departments are left short-staffed or when the vacancy requires a quick turnaround of a candidate to be appointed.

 Content of copy used in recruitment methods (AC 1.4)
To attract the highest standard of applicants from the broadest range of backgrounds and experiences, vacancies must be marketed effectively. Recruiters must now, in a growing competitive jobs market, ensure that this is carried out to the highest of standards (Baluchova, 2021):  
recruitment marketing involves not just knowing your hiring basics but learning to build compelling online content, create an employer branding narrative, measure success, manage a project and focus on relationships.
Another factor to consider is if a vacancy is to be advertised internally or externally, this of course changes the content significantly. As Waite et al. (2021, p. 107) mentions in their work, internal candidates “already have knowledge of the organisation, its history, goals, markets and systems” as opposed to external recruitment as they note “attracts a wider range of applicants who might better match the requirements of the job.” They also note that external recruitment can be costly when considering various recruitment advertisement methods. Its vital we weigh up the options and acknowledge any individuals within our departments who may be suitable for the role to ensure our current employees are being made to feel valued before investing in external advertisement. 
Online advertisement in all fields has become vital, and this is not excluding recruitment. It can be considered a cost-effective method, allow us to attract a wider pool of candidates and easier way to communicate (Fraser, 2021). This is something that has been developed greatly in recent years, and as a company, we should be considering all these factors of copy used in recruitment methods.


Selection Methods (AC 2.1)
Following research, (Indeed, 2023), there are many methods that can be used for selection and extracted from these are relevant methods to us below. 
We have resume sorting process, or likewise, shortlisting from CV’s or application forms. Shortlisting is defined (CIPD, 2022) as “those with necessary skills to proceed to assessment stage.” Setting out a shortlisting matrix by which all candidates are marked against ensures that equality is obtained throughout the selection process.
We also then have the method of an in-person interview which could be individual or group interviews. Armstrong (1999, p.369) discusses that individual interviews “provides the best opportunity for the establishment of close contact-rapport-between the interviewer and the candidate.” We must consider this methos of individual interviews to get to know the candidate better. We must also not exclude opportunities to use group interviews but as Court Williams (2017) discussed in his work, this must be done correctly as “a properly designed session can evoke certain behaviours, positive and negative, that might help narrow the field of candidates significantly.”
Methods such as background checks and candidate references are vital.  Carrying out these checks are highly important (HRNews, 2023) as “candidates can display certain characteristics about themselves during an interview that don’t reflect what they’re like on the job.” We must ensure that we are implementing this into our recruitment process to ensure we are hiring the best candidate for the role.
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To ensure an organisation is complying with company regulations and legal requirements there are various selection methods that must be retained to comply. 
The first is test scores, with this either being on paper, electronic or computer testing with the purpose of retaining these scores being to predict “the likelihood that a job candidate would be consistently high-preforming employee if offered the job.” as Picardi (2020, p. 232) discusses in his work. It is vital that the consistency of the marking of these candidates is standardised and reliable to eliminate the possibility of ethical and legal issues that may arise. The Equality Act of 2010 protects employees and employers during the recruitment process. When considering test scores, it is vital to consider that (CIPD, 2022) “It is against the law to discriminate against someone because they possess one of the protected characteristics named in the Equality Act 2010.” Retaining test scores during the selection it is vital that we retain other records to ensure equality is being adhered to. 
To ensure equality also, we must retain notes of shortlisting decisions. This ensures that all applicants have been fairly scored against the same matrix to ensure nobody has been eliminated from the recruitment process on any other basis but their skills, experience, and qualifications that they presented. Bovens (201) in his work notes that the Equality Act of 2010 “requires that shortlists be constructed on grounds of candidate ranking and affirmative action is only permissible for equally qualified candidates.” 
We must also ensure these records are kept securely and only be seen by authorised people professionals who are included within the recruitment decision making. 

In conclusion to the main findings discussed above of Recruitment processes and how best to implement these into our systemic work in Healthcare On Hands, it is clear that we must have a clear plan in place of each step of the recruitment process and ensure this is unique to each vacancy as each situation is different. We must be adhering to internal policies but also to legal guidelines set out, such as the Equality Act of 2010. We must be confident to use these systems to attract the best talent into our teams.

As we work towards building a new team to carry out this work, recommendations would include that the new team members familiarise themselves with any legislation that may affect their work to avoid any situations where this may negatively affect our company. Also, I would suggest that the new team meet regularly to discuss the plans that need to be put in place to ensure we are attracting, recruiting and retaining the best talent possible.
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Please see below standard letters of appointment and non-appointment that are to be used in all instances of recruitment within the company. Please note these are drafts, and the details noted in orange italics are to be amended for each individual candidate. (AC 2.5)
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Appointable Candidate
Healthcare on Hand,
Office Block 15, 
High Street,
Carmarthen,
SA33 7GH
Dear enter candidates name,
We are pleased to inform you that following your application and interview for (insert job title and reference code) you have been successful in obtaining a role within our team and Healthcare on Hand, congratulations. Following your successful interview, please do not hesitate to get in touch with the interviewing panel lead (insert details) to request feedback. 
Firstly, we must ask you to formally accept this offer of employment, you can either do this by emailing your appointing manager or by filling in the attached form and returning via email to info@healthcareonhand.com by noting your job reference (insert job reference) clearly on the email.
Once the offer has been accepted, we will begin the process of your pre-employment checks, which will be conducted by our recruitment team, and information will reach you within the next three working days. This will include an ID check, DBS, qualifications check, occupational health clearance and reference confirmation. Please follow all instructions received and complete forms by any deadlines provided to ensure your onboarding process is as efficient as possible.
We’d like to take this opportunity to congratulate you on your success and are looking forward to welcoming you to the team. 
If you have any questions, please don’t hesitate to get in touch with us and we will be on hand to provide you with the information you require.
Yours sincerely, 
Margaret Thomas, 
Senior Recruitment Advisor, Healthcare on Hand.











Non-appointable Candidate
[image: A picture containing background pattern

Description automatically generated]
Healthcare on Hand,
Office Block 15, 
High Street,
Carmarthen,
SA33 7GH
Dear enter candidates name,
Following your application and/or interview (please delete where not applicable), we regrettably write to inform you that on this occasion you have not been successful in obtaining employment with Healthcare on Hand for the role of (insert job title and reference code). Following your application and/or interview (please delete where not applicable), please do not hesitate to get in touch with the appointing manager and vacancy lead (insert details) to request feedback which will allow you to develop yourself for future opportunities. 
We’d like to encourage you, whilst taking the feedback received on board, to apply for future vacancies with Healthcare on Hand and not be discouraged by this vacancy. 
If you have any further questions, please don’t hesitate to get in touch with us on the information provided above, and we will be on hand to provide you with the information you require.
Yours sincerely, 
Margaret Thomas, 
Senior Recruitment Advisor, Healthcare on Hand.
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