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Learning Objective 1

Be able to review and evaluate an organisation’s approach to talent planning

1.1	Assess how and to what extent the organisation undertakes workforce and talent planning

To enable the delivery of the Health and Care Strategy A Healthier Mid and West Wales (Hywel Dda UHB, 2020), Hywel Dda University Health Board (HDdUHB) recognised and set out its obligations to workforce and talent planning in its Workforce, Organisational Development & Education Strategy 2020 – 2030 (HDdUHB, 2019) (Evidence 1.1). Workforce Planning is one of four key programmes of work that that will enable the delivery of the Health and Care Strategy, along with Education and Development, Resourcing and Apprenticeships (HDdUHB, 2022a) (Evidence 1.2).
	
Whilst the Strategy initially described workforce planning as being supported via a Business Partner model (Evidence 1.3), a new dedicated Workforce Planning team was established during 2021 to lead on the strategic workforce planning and transformation (Evidence 1.4).

HDdUHB’s approach to workforce planning is evolving as work has started to embed workforce activities within service planning activities. Workforce planning activities focus on supply and demand (CIPD, 2021a, p1), acknowledging that there are known gaps and risks within our future workforce. 

HDdUHB have adopted a 6-step Regeneration Workforce Planning Framework (Evidence 1.5) which considers:
· Resource and replenish (Buy) – internal and external recruitment
· Redevelop and reskill (Build) – developing existing staff
· Reposition and renew (Borrow) – temporary staffing
· Retain and reward (Bind) – recognising and rewarding talent
· Resolve and revive (Bounce) – accessing advice and support and working in partnership
· Rediscover and reinvent (Boost) – collaboration and innovation

I met with the Head of Workforce Planning and Transformation to discuss how the Regeneration Framework would be taken forward by the Health Board (Evidence 1.13). Whilst some of the elements in the Regeneration Framework clearly align with Health Board functions / teams, others require a much wider discussion across the Health Board and with our partners.

In terms of the ‘Borrow’ element the Health Board need to consider what processes or mechanisms it puts in place to enable people to move into other roles, within the Health Board and across our partners and what that means for integrated structures.

The ‘Boost’ element is linked to workforce redesign and digital solutions. The Health Board need to consider the impact of Artificial Intelligence on our workforce, particularly in terms of reduction or reskilling of staff.

A critical task for the Health Board is to fully implement the Regeneration Framework within our culture.


1.2	Analyse internal and external information relating to the organisation’s future people and skills needs and the availability of talent

A significant amount of work has been done over recent months to assess our future workforce gap. Already in a deficit position, without taking action the situation is likely to worsen (Evidence 1.6).  Whilst there are gaps across most staff groups, unsurprising the most significant gaps and risk lies within clinical staff groups including nursing, medical and therapies (HDdUHB, 2022b, p6). 

As of 31st January 2022, HDDUHB had a deficit of 989.3 whole time equivalent workers, 845.4 of the gap relates to clinical staff groups (HDdUHB, 2022b, pp19-20). This gap represents a critical workforce challenge an unsustainable position (HDdUHB, 2022b, p17).

Using the Population Pyramid for Wales (ONS, 2020), HDdUHB conclude that over the next 10 years it will experience an increase in retirements that will create a further gap due to the smaller population of younger entrants (HDdUHB, 2022b, p18).

As well as population changes impacting on the future supply of NHS workers, there is no doubt that the lasting impact of the pandemic will further exacerbate the gap, as more people leave the NHS.  In their article for iNews, Saunders and Duggan (2022) cite a record number of medics leaving the NHS in 2021, with Collins (2022) referring in the HSJ to the record number of healthcare staff leaving the NHS as the The Great Resignation.

HDdUHB recognises that getting the right skill mix to enable the delivery of our future service model is a huge challenge and that both the pandemic and Brexit have impacted on our supply routes (HDdUHB, 2022b, p19). 

Across the UK, the NHS is experiencing a critical shortfall of nursing staff (Holmes, 2021) and in response NHS England are turning to international recruitment to increase their nursing workforce (NHS England, n.d.). HDdUHB has recognised international recruitment as a potential route to increasing its workforce and so has recently explored options (Hywel Dda UHB, 2022c, p2) with the first cohort of international nurses expected to arrive within the next month.

1.3 Assess the extent to which the current organisational planning activities are addressing potential needs

The remainder of this assignment will focus on step 1 of the Regeneration Framework – resource and replenish.

In the context of the Regeneration Workforce Planning Framework adopted by HDdUHB, the ‘Resource and Replenish’ step focuses on the recruitment of new or experienced individuals on a medium to long-term basis, either from the internal talent pool or external labour market.

In its Workforce Strategy, HDdUHB clearly sets out its ambition to be an employer of choice (Higgs, 2004) and acknowledges that recruiting and attracting people is crucial to the delivery of its Health and Care Strategy (Evidence 1.7). The CIPD (2021b, p1) define recruitment and resourcing as an end-to-end process which includes role definition, job analysis, development of a job description, candidate attraction, selection and appointment.

To deliver this ambition, one of our strategic planning objectives is to co-design how we recruit new staff to the organisation and set out how this will be achieved (Evidence 1.8). One of the key actions identified for this objective was to implement a revised job description and person specification by March 2022. Unfortunately, due to a number of factors, the work around this objective has been delayed (HDdUHB, 2022c, p9).

Activities have taken place to date include:
· Feedback on current JD template sought at Focus Groups (Evidence 1.9)
· Research undertaken by a group of volunteer staff to identify examples of attractive JDs (Evidence 1.10)
· Quick desk top research undertaken on good practice when writing Job Descriptions/Person Specifications (JD/PS) (Evidence 1.11)

As well as implementing a JD/PS template that will attract candidates, the content of the JD/PS must also be sufficient to enable a robust assessment of the role banding in the NHS Job Evaluation scheme (NHS Employers, 2018). Feedback has been received from the organisation’s job matchers that many Job Descriptions are of poor quality and not in the required format to allow an assessment against the job evaluation criteria (Evidence 1.12). 

In summary, the Health Board has clear ambitions to improve its resourcing process and whilst there has been some progress in terms of the objective around job descriptions and person specifications, further action is required to deliver any real benefit.
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Evidence List

Evidence 1.1 – Extract from Workforce, Organisational Development & Education Strategy
2020 – 2030
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Evidence 1.2 – Extract from Workforce Technical document for IMTP 2022-25

[image: ]

Evidence 1.3 – Key outcomes for success
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Evidence 1.4 – Workforce Planning and Transformation Team structure
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Evidence 1.5 – Regeneration Framework
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Evidence 1.6 – assessment of workforce gap statement from Workforce Technical document for IMTP 2022-25.
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Evidence 1.7 – Extract from Workforce Strategy on being an employer of choice
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Evidence 1.8 – Recruitment Planning Objective ‘Plan on a Page’
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Evidence 1.9 – Focus groups evidence
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 Evidence 1.10 – Job Description Research
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Evidence 1.11 – slides showing good practice suggestions when writing job descriptions and person specifications
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Evidence 1.12 – email expressing concerns about quality of job descriptions
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Learning Objective 2

Be able to recommend ways to improve an organisation’s approach to talent planning

2.1	Make reasoned recommendations for how the organisation can maintain an appropriate number of people with the skills required by the organisation

HDdUHB has acknowledged that it has a lack of supply of skilled workforce which is set to worsen without new intervention. With a significant workforce challenge, the organisation needs to make progress in delivering the actions set out in its Recruitment planning objective to support the increase of supply and skills to the organisation. 

Job descriptions are an important part of an organisation’s attraction strategy, offering the organisation the opportunity to outline the job requirements to potential candidates in a clear and concise way (Barretto, 2021). 

NHS Employers (2020) suggest that successful job descriptions should:
· Have a job title that reflects the nature and duties of the job.
· Explain what the service needs, not what you are looking for.
· Includes the main purpose of the job.
· Includes clear, succinct and factual main tasks and responsibilities.
· Avoids bias and discriminatory language.
· Include an organisational structure chart. 

HDdUHB has a job description template that all managers are required to complete for new roles (Evidence 2.1). The headings in the template help to provide the information required to match a role to an NHS National Job Profile (NHS Employers, 2021). Unfortunately, as the template is a Word document, Managers often delete sections that mean a job description cannot be fully matched against the profile (Evidence 2.2).

Whilst the template structure supports the NHS Employers recommendations above, Managers will often include as much information as they can to evidence the required criteria for it to match with a national profile. A search on jobs with HDdUHB on NHS Jobs will illustrate that many of our Job Descriptions and Person Specifications run to at least 8 pages, 11 pages with the additional ‘generic statements’ section. Managers will also often repeat sentences within job descriptions or provide excessive detail that will mean nothing to the lay person.  

Sanchez (2020) offers a number of suggestions for writing effective job descriptions, based on data analysis undertaken by Textio, including:
· Keep job descriptions to one and a half pages in length or less
· Keep sentences short
· Use bullet points
· Punctuation matters
· Avoid using the third person
When advertising a job, organisations must ensure that they do not use language that discriminates unfairly against a protected characteristic (Acas, n.d.). As well as being unlawful, discrimination can result in a poor reputation and the ability to attract and recruit staff (Benjamin, n.d.).  Some examples of potentially discriminatory language used in Job Descriptions received by Managers in HDUHB, include the requirement for a specified number of years’ experience and the requirement to hold a driving licence (Evidence 2.3). 

Research also suggests that organisations may unwittingly be discouraging applicants from applying for jobs through the use of gender bias language when advertising (Warnham, n.d). Whilst this is not something that has yet been considered in HDdUHB, there are several Gender Bias Decoder applications that could be explored, e.g. Katmatfield.

As well as ensuring that the quality and accuracy of Job Descriptions, attractive job descriptions can encourage applications from the right candidates and sell the organisation as one they want to work for (Bevegni, 2016). Bevegni provides links to a number of organisations that use specific tactics in their job descriptions to attract the right candidates, such as:
· Highlighting the benefits and opportunities of the role
· Describing what it’s like to work there, giving an insight into the culture of the organisation
· Clear description of the skills required for the role
· Explaining how the role fits, and the contribution it makes, in the wider organisation
· Using language that resonates with the target audience
· Advertising via a job description video
· ‘Hooking’ the reader in right at the start of the Job Description

Based on the assessment of our current Job Description and Person Specification against best practice highlighted above, I propose the following recommendations to help improve the organisation’s attraction strategy:
· Develop a manager’s guide for writing quality job descriptions and person specifications.
· Deliver masterclass ‘drop in’ style training sessions for managers to seek advice on writing quality job descriptions and person specifications and understanding the job evaluation process
· Implement a pre-formatted Job Description template with locked fields
· Agree changes to the JD/PS and develop an action plan for a phased approach to start to implement changes to the JD/PS. 
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Evidence List

Evidence 2.1 – HDdUHB Job Description template

JOB DESCRIPTION


Job Title:								        
 
Pay Band:				Subject to A4C Banding
		
Directorate:								

Department:						

Managerial Accountable to:	(Who is the manager of this post?)	

Reports to:				(Who does the post holder report to?)

Professionally Responsible to:	(Who is professionally responsible for this post?)

Responsible For: 			(Who does this post manage?)
Please do not list the areas the post is responsible for but only the other posts / departments that this person will manage.

Organisation chart:



JOB SUMMARY / PURPOSE

In this section you should describe as concisely as possible the overall purpose of the job.  The aim is to convey in a few sentences a broad picture of the job, main roles and autonomy of the post.

You should not use this section to list the duties and responsibilities of the post, as this is done in the ‘Duties and Responsibilities’ section of the Job Description.

MAIN DUTIES AND RESPONSIBILITIES

In this section you should identify in sufficient detail the main duties, tasks, activities and responsibilities of the post holder including the level of autonomy of the roll.   

The job description should be comprehensive enough to enable the job matching panel to understand the main tasks etc.  It is important that only factual information about the role is included as information provided will result in the outcome of the pay band.

Please do not copy sections from the A4C job evaluation handbook or job profiles or write the job description under the A4C factor headings.  They are not helpful in assessing and the job description will be returned.

You will find the following sub-headings useful in summarising the tasks and enabling a knowledge and skills framework post outline to be compiled (KSF).

Service Management
e.g. policy development, operational management, freedom to make decisions within framework, facilitation of meetings, involvement /investigation of complaints resource or service planning, on-call duties

Service Improvement
e.g. modernisation work, service reviews, audits to evaluate impact of service improvement, project work related to this area, collaborative work/partnership work

Communications
e.g. range of people communicated with – internal/external – and at what level
Type of communication e.g. written or oral, negotiation, training, sensitive, report writing, presentations, minute taking – in relation to which staff/groups and how often.

Finance and Resources
Specific financial tasks in relation to the role 
e.g. budget monitoring, resource or budget management, budget setting, ordering goods or services or signing off timesheets, expenses or overtime

Personal and People Development and People Management
e.g. supervision or management responsibilities, training responsibilities, staff and personal development e.g. KSF/PDR.  

Information Processing
e.g. analysis, interpretation, maintenance of systems, data input, record keeping, audit or research, reports for whom and how often, minutes for whom and how often

Health, Safety and Security
Put any special tasks directly related to the role e.g. maintaining own H&S or monitoring / improving.

Quality
e.g. continuous improvement audit, clinical governance, maintaining or improving quality.

Equality and Diversity
What level of responsibility does this post have for equality and diversity issues e.g. acts in ways that support equality and value diversity.

Effort and Environmental
Please include details of any physical, mental or emotional effort required for the post and any environmental / working conditions that staff may be exposed to.
eg. lifting, concentration, imparting unwelcome news to patients or about performance targets, exposure to dirt, fluids, use of road transport or VDU etc.  It would be helpful it you could indicate how often this occurs – occasional / frequent.

General
Other tasks and duties may be determined by appropriate line manager as the role develops








PERSON SPECIFICATION

The knowledge is the minimum needed to carry out the full duties of the job to the required standards.  Qualifications should be used to provide an indicator of the level of knowledge required.  Training and experience is also a means of acquiring the knowledge required for a job such as on-the-job training, short courses and experience to an equivalent level of knowledge which should be specified.

Please do not use the number of years’ experience as this is potentially discriminatory 

In a bid to ensure that the Health Board values are weaved throughout the whole recruitment process, values statements are now be included all new person specification in the essential column.  Including these statements in the essential criteria will then enable shortlisters to measure values demonstrated in application forms.


	ATTRIBUTES
	ESSENTIAL
	DESIRABLE
	METHOD OF ASSESSMENT

	Qualifications and Knowledge

	Professional, technical or academic qualifications or knowledge required or the training they should have undertaken or equivalent experience.

	
	Application form

	Experience

	Experience required to fulfil the post.  

Use types of achievements and activities that would be likely to predict success in the role rather than ‘years’ eg Extensive previous experience of working with health finance systems.   

	
	Application form and interview.




	Language Skills
	
		Welsh Speaker 
(Level 1) 
Full details around the expectations associated with level 1 may be found at the bottom of this page 



	

	Aptitude and Abilities
	Abilities required to perform effectively in the role eg -
Able to demonstrate situations where effective leadership and management skills have been used
or 
Be able to demonstrate tact and diplomacy when working with others
or
Evidence of undertaking presentation to groups

	
	Interview

	Values
	Ability to embrace the following personal values and behaviours on a daily basis -
· Dignity, Respect and Fairness
· Integrity, Openness and Honesty
· Caring, Kindness and Compassion

Ability to demonstrate a commitment to our organisational values -
· Working together to be the best we can be
· Striving to develop and deliver excellent services
· Putting people at the heart of everything we do

	
	

	Other
	As required -
Ability to travel between sites in a timely manner
or
Flexible approach to needs of the service
	
	




Evidence 2.2 – communication regarding lack of information on Job Description
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Evidence 2.3 – evidence of discriminatory language
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Learning Objective 3

Be able to contribute to people resourcing activities

3.1	Identify and explain the rationale for a specific resourcing activity within the organisation
	
My first recommendation in Learning Objective 2 was to develop a manager’s guide for writing quality job descriptions and person specifications.

Whilst there is clearly a business need and a mandate (Evidence 1.8) to review the Job Description and Person Specification template, some initial work is needed to ensure that content is accurate, succinct and meaningful.

It is intended that the Manager’s Guide will be equally applicable to the current JD/PS template and any future revised versions.
[bookmark: _Hlk96712642]
3.2	Agree roles and responsibilities with other contributors to the activity
	
As the Health Board lead for Job Evaluation, I provide specialist advice on the Agenda for Change National Job Evaluation Scheme, work with the NHS Wales Job Evaluation Lead on policy, best practice and developments, manage the job matching and job evaluation process in partnership, manage the Health Board’s Re-evaluation of pay band process and I am an accredited job matcher.

Therefore, the responsibility for all the recommendations identified in Learning Objective 2 sit with me and I will take the lead in the development of the Manager’s Guide. The implementation of a revised JD/PS template will be one of my work objectives for 2022/23.

Other stakeholders include the Staff Side (Union) representative for Job Evaluation, the All-Wales Job Evaluation Lead, appointing managers and the Workforce Advisor for Job Evaluation who has the responsibility for the operational management of the service.

3.3	Identify organisational procedures and legislative requirements which underpin the activity

Job evaluation determines the value of a job in relation to other jobs in an organisation and is a key part of the pay system that covers NHS staff under Agenda for Change (NHS Employers, n.d.). The NHS Job Evaluation scheme ensures equal pay for work of equal value.  

The NHS Job Evaluation Handbook (NHS Employers, 2018, p7) sets out 16 scored and weighted factors that job descriptions must be assessed against. The rationale for the number of factors is to ensure that all significant job features can be assessed fairly.

The 16 factors are:
· Knowledge, Training and Experience
· Skills
· Communication and Relationship
· Analytical and judgment
· Planning and Organisation skills
· Physical skills
· Responsibilities
· Patient care
· Policy and service development implementation
· Financial and Physical resources
· Human Resources
· Information Resources
· Research and Development
· Freedom to Act
· Effort and Environment
· Physical effort
· Mental effort
· Emotional effort
· Working conditions
The detail required to enable a robust assessment against these 16 factors needs to be balanced against the aspiration to produce a succinct Job Description. There is little room for repetition or long sentences if we want to deliver a job description that meets best practice.

3.4	Plan and prepare for agreed role, ensuring the availability of any materials or resources required

As a result of the work undertaken for this portfolio, producing a manager’s guide for writing quality job descriptions and person specifications has become one of my objectives for 2022/23 (Evidence 3.5). The agreed timescale for this is 30th June 2022. 

I have identified the following actions, timescales and dependencies required to achieve this objective. 
	
	
	[bookmark: _Hlk102636836]Action
	By when
	Dependencies
	Status
	Evidence

	1
	Confirm if there is an All-Wales Good Practice Guide 
	01/05/2022
	Availability of All Wales JE Lead
	Complete – no All Wales guidance currently in place
	3.1

	2
	Engage with Staff Side Job Evaluation representation
	01/05/2022
	Availability of Staff Side JE rep
	Complete – SS rep confirmed support for guide and happy to review draft
	3.2

	3
	Link with other Wales Job Evaluation Leads to see what they have in place
	01/05/2022
	 
	Complete – copy of Swansea Bay guidance received.
	3.3

	4
	Research other organisation’s Managers guides to writing Job Descriptions
	06/05/2022
	Availability of other organisation’s internal documents
	Complete
	 3.4

	5
	Draft Manager’s guide 
	27/05/2022
	 
	
	 

	6
	Undertake consultation on draft guide (with appointing managers, TU reps, All Wales lead, ADWIS)
	10/06/2022
	Availability and responsiveness of consultees
	
	 

	7
	Make agreed amendments and produce final guide
	17/06/2022
	 
	
	 

	8
	Publish guide on intranet
	30/06/2022
	 
	
	 



3.5	Undertake agreed role in a timely and accurate manner, in line with the organisational procedures and legislative requirements

The action table and status has been shared with and agreed by my line manager (Evidence 3.6). 

Due to the research, writing and consultation activities required to deliver this objective, I am unable to share a final product. However, at the time of writing this report, I have completed actions 1- 5 and made some progress on action 6, drafting a structure of content (Evidence 3.7).

I can also confirm that delivery against this objective is on track.

	
3.6	Reflect on the effectiveness of the resourcing activity in meeting required objectives and report back to stakeholders

The actions taken to date provide a good foundation for the development of a Manager’s Guide within the agreed timescale. 

My observations following the research I have undertaken on existing guides had led me to conclude:
· The need to keep it succinct, relatively short and well-structured.
· To include an introduction explaining how the Job Evaluation process works in our organisation, including timescales etc – experience suggests that many managers do not understand the process
· To provide generic advice rather than referring to the content of required for the JD template headings, particularly as the JD template is likely to change.
· Refer readers to the National Profiles and Job Evaluation Handbook rather than including the content in the guide to avoid managers using the Handbook ‘speak’ rather than evidencing job description statements.
I intend to evaluate the impact of the Manager’s Guide after 6 months by 
· comparing the number of job descriptions being returned to managers to update before and after the guide.
· feedback from appointing managers.
· timeliness of the job evaluation process.


Reference List
NHS Employers (n.d.) NHS terms and conditions of service (Agenda for Change) NHS terms and conditions of service (Agenda for Change) | NHS Employers. (Accessed: 1st May 2022)

NHS Employers (2018) NHS Job Evaluation Handbook. Available at NHS Job Evaluation Handbook | NHS Employers. (Accessed: 1st May 2022)








Evidence List

Evidence 3.1 – email correspondence with All Wales JE Lead
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Evidence 3.2 – email correspondence with Staff Side JE Lead 
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Evidence 3.3 – email correspondence with other NHS JE Leads
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Evidence 3.4 - Research undertaken on Manager’s Guides to writing Job Description 
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Evidence 3.5 – Slide from presentation to WOD Strategic Group on 5th May 2022
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Evidence 3.6 – communication with line manager on action plan
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Evidence 3.7 – Draft structure of Manager’s Guide
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Transforming our clinical services will change the way our health services are
provided and will focus on prevention, undertaking as much care away from hospital
and closer to home and utilising modern technology. Our staff are central to our
Health and Care Strategy and ensuring the right mix of skilled staff presents a real
challenge and focus. We will aim to reduce reliance on temporary staff and deliver
more joined up, cost effective and efficient care pathways. We will endeavor to
reduce some of the demands on permanent staff and improve retention. Our
changing health needs require a sustainable workforce with a wide range of skills
and expertise, working across services and organisations in a seamless way. This
will present opportunities for our staff with new and enhanced roles. From a
workforce perspective, the Health and Care Strategy therefore presents a significant
although exciting challenge which will require expertise in workforce planning, |
training and development, new role design and grganisational change. The strategy
needs experts in the field to lead, advise and implement the changes required. In
addition to the Health Board strategy via strategic workforce planning we will ensure
alignment of our strategy to key external strategic drivers and influencers.
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Over the last 12 months, we have worked with colleagues in Primary Care, Social Care and partner agencies to assess and mitigate risk on specific
programmes, this will be maintained, and through the Regional Workforce Programme Board, streams of work will be aligned to the All-Wales
Workforce Strategy for Health & Social Care and “A Healthier Mid and West Wales”, to enable our Workforce and Organisational Development
(WOD) strategy to be delivered. We have four key programmes of work related to workforce planning, education & development, resourcing and
joint apprenticeships.
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Key Outcomes for success

Workforce Planning and Organisational Change

A robust & systematic grganisational workforce plan for the next 3-5 years
and beyond covering all staff groups;

A developed supply and pipeline of staff to deliver our new and existing
workforce models;

Workforce planning is fully embedded in the operational service

business planning process and involves the Workforce Business

Business Partners aligned to service teams and Programme Groups to
ensure workforce implications are considered at an early stage;
Workforce planning is integral to each of the Programme groups which
are in place to deliver the Health and Care Strategy;

Effective partnerships with education providers to develop future
workforce/training needs;

Working with other Health and Local Authority providers to develop new
and innovative approaches to deliver health care in a community setting;
Maodernised HR approaches to managing change embedding

principles of compassion and engagement;

To coach Managers in leading change effectively and to support
delivery of grganisational change in accordance with the

Organisational Change Policy;

Nurse Staffing levels (Wales) Act requirements are embedded into
robust workforce plans, recruitment strategies, structure and
processes.
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W&OD: Workforce Planning & Transformation Team Pages
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Re-generation workforce planning framework

1. Resource & Replenish (Buy)
Internal and External recruitment
0On a medium- to Long-term basis
Employing newly qualified
and experienced individuals

2. Redevelop & Reskill (Build)
Developing our teams
Upskilling current employees
Encouraging learning
Creating and expanding
capabilities
Using volunteers and work
experience

3. Reposition & Renew (Borrow)
Temporary contracting
Short-term use of bank/agency/locums
Alternative Skills
Internal movement to increase capacities

>

B

N &%

<

»>

Please note the intervention under each theme are examples that could be built
pon to create a health & social care specific definition for interventions.

(Adapted from NSW Government, n.d)

B e it
Uersty Hetth Boad

GIG
NHS

4. Retain & Reward (Bind)

>

Recognising talent and rewarding
Providing staff with opportunities
Engaging with staff so they feel heard
Inspiring performance culture

D> Valuing all through actions

Developing initiatives to show appreciation

<« 5. Resolve & Revive (Bounce)
Accessing advice and support

Engaging Trade Union partners

Helping to manage sensitive performance

and behavioural issues

= Positively managing sickness absence
Assisting staff to remain in work

6. Rediscover & Reinvent (Boost)

Collaboratively working for better results

Enrichen the way we work

Being innovative with models of working

Integrated workforce
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Based on our underlying deficit and modelling assumptions we would see that without any new intervention we would maintain and potentially
increase our workforce deficit across all staff groups within our funded establishment. It is only when we look to a 5—10-year approach that with a
set of we can see the shift in workforce shape change instigated by the intervention put in place. We will return to this in subsequent chapters as
we explore ways to illustrate and quantify our workforce interventions.
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4.2 Recruiting and Retaining Great People

Recruiting and retaining an inclusive and diverse workforce and developing talent is
crucial to the Health Board being able to deliver its ambition to be an employer of
le and
managing and developing talent is essential to delivering our workforce challenges
and critical to our success.
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Planning Objective 1.F (1a) By Sept 2021 develop a prioritised implementation plan which will outline how we will co-design with our staff every stage and element of
our HR offer that embody our values. This will address: 1. The way the Health Board recruits new staff. The implementation plan will be developed which will identify
key milestones during 2021/22 and those which will be delivered in future planning years. The resulting changes to policies, processes and approaches will be
recommended to the Board for adoption in line with the agreed implementation plan.

KEY PHASE BY WHOM BY K

WHEN E

Targeted approach to identify permanent Assistant Director of Workforce 30.04.21 Y

employment opportunities for those (Resourcing and Utilisation) D

P appointed to Covid-19 fixed term contracts. A
R Research best practice in recruitment with a | Head of Recruitment, Equality, 30.09.21 T
o focus on the candidate’s journey. Diversity and Inclusion E
J Organise surveys and focus groups with Head of Recruitment, Equality, 30.09.21 S
E e new starters; Diversity and Inclusion &
C e unsuccessful candidates; D
T e those who felt unable to apply —e.g. E
those with learning disabilities, hard to L
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Appointing Manager - Recruitment Focus Group

Group Lead Notes Appointing Manager Focus Group.docx
. m P 9 pdoo

Thank you so much for supporting the Appointing Manager Recruitment Focus Group which will take place on Wednesday 8 September,
You should invites from Jack in your diary as follows (if not please let me/Jack know asap)

1:30pm - 2:30pm: Focus Group pre-meet (| doubt we'll need 30 mins but just in case)
2pm - 3pm: Focus Group

Attached you wil see:
 Plan for the Focus Group (s0 you know what will be happening in advance);
« Group Lead notes (to support you on the day).
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Appointing Manager Focus Groups:

reak Out room Leads:

Sharon Richards|

Job Descriptions/Personal
Specs

‘We are currently researching options for JD/PS. The current format (circa 14 page
document) is over 15 years old. We also have obligations around the Welsh Language
standards to ensure we are compliant — by producing all JD/PS in Welsh and English.

We are looking at a JD/PS Repository — which Appointing Managers can access. It's likely
to host a suite of core JD/PS with some editable areas (eg; where you can add your own
structure chart/specialty area). There are some specific items that must be included in
JD/PS but we are keen to have your input.

Helpful pointers/discussion points for the facilitator:
‘What is important to you as an AM in your JD/PS;
What ideas do you have to improve our current JD/P:

Have you received any feedback from applicants on the JD /PS format?

What impact could an improved JD/PS have (improve attraction, modernisation of roles,
demonstrate that we are invested in this, widen access — eg easy read options, clarity on
welsh language standards/levels, reduce attrition).

We don't just want to be compliant or tick a box with the welsh language standards —we
want to ensure welsh culture is embedded in our organisation to support attrition and
attachment to our local area. How can we do this?

Get the participants to think about how they can improve how they prepare their JD/PS.
and advert and what commitment they are going to make to improve how they do this.
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Sharon Richards (Hywel Dda UHB - Senior Workforce Manager: Efficiency, Job Evaluation and Business Support) 22/07/202115:25 4 4
Hello everyone

WE NEED YOU!

We are looking for volunteers who can help us to design an attractive, clear and concise Job Description / Person
Specification template. The task will involve some short-term research, looking at examples from other organisations,
and identifying 2-3 examples that you feel reflect the key attributes of a good Job Description / Person Specification.

Of course, you will be fully guided through the process and be provided with a clear scope and the tools you need to
undertake the research. It is anticipated that the research will need to be carried out during September. There will be
opportunities to continue to be involved in this work and inform the development of a new template if you were
interested.

If you are interested in participating, please contact myself or Sally Owens by Wednesday 4th August.
Look forward to hearing from you!
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FW: Job Descriptions

© repy | © Repy a1 | > onaad

Hi both
We've been on the case job hunting and have come up with some example JDs which appealed. I particularly liked the Recruitment Co-ordinator
example as it was very “down to earth" and plain language.

Hope these are useful
A
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ing) shared "Job description feedback templat

© Ry | © Ry

UHB - Senior Workforce Manager:Efcienc, Job Evaluaton and Business Support

Specialist (Experience and Wellbeing) shared a
file with you

Hiya,
Here are the three JD's that I've evaluated

Diolch

-] Job description feedback template
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Suggested good practice — NHS Employers

» Job title should reflect the nature of the job and the duties performed.
* Describe what the service needs, not what you want
» Describe the main purpose of the job
* Set out the main tasks and responsibilities clearly and factually
» Descriptions of duties should be no more 2 /3 sentences and should be outcome -based, containing an
action, an object and a purpose. For example: ‘Compiles monthly reports to allow monitoring of the
department’s budget’.
* The list of duties and responsibilities will vary in length, but as a rule, should be as short as possible  —
JD should not become an operational manual.
» Keep it factual and do not repeat tasks/responsibilities.
* Avoid gender specific or discriminatory language.
* Include an organisational structure chart and set out who the jobholder reports to and who reports to the
jobholder
» Attach a person specification
* This is essential in attracting the right level of candidate and assists job matching panels.
* Ask whether skills, knowledge, qualifications and experience are essential
* Do not ask for years of experience - specify the type, breadth or level of experience needed for the
particular job and the skills and competencies required.

QG
INHIS

https://www.nhsemployers.org/articles/writing -successfuljob-descriptions

Bwrdd lechyd Prifysgol
Hywel Dda
University Health Board 12
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               12  Suggested good practice – NHS Employers • Job title should reflect the nature of the job and the duties performed. • Describe what the service needs, not what you want • Describe the main purpose of the job • Set out the main tasks and responsibilities clearly and factually • Descriptions of duties should be no more 2 /3 sentences and should be outcome - based, containing an  action, an object and a purpose. For example: ‘Compiles monthly reports to allow monitoring of the  department’s budget’. • The list of duties and responsibilities will vary in length, but as a rule, should be as short as possible  – JD should not become an operational manual. • Keep it factual and do not repeat tasks/responsibilities. • Avoid gender specific or discriminatory language. • Include an organisational structure chart and set out who the jobholder reports to and who reports to the  jobholder • Attach a person specification • This is essential in attracting the right level of candidate and assists job matching panels. • Ask whether skills, knowledge, qualifications and experience are essential • Do not ask for years of experience  - specify the type, breadth or level of experience needed for the  particular job and the skills and competencies required. https://www.nhsemployers.org/articles/writing - successful - job - descriptions 
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Suggested good practice — Disruptive HR

1. Focus on outcomes

Start with the question “What does success look like?” - it will stop you from listing all the things

you think a candidate needs to get the job done. E.gs of good practice include Letgo, Nefflix and Slack.
2. What’s unique about you?

There will be something special about your organisation that you can shout about in your job

descriptions. It might be your relaxed culture, your approach to flexible working, your family  -friendly
policies, or perhaps career development opportunities. E.gs of good practice Kayak, Redbull's, Zappos.
3. Be inclusive

Be careful about the language you use on your job descriptions — it could be putting off the best person
for the job from applying! Johnson and Johnson use Texiio to make job descriptions more inclusive

4. Bring out the marketing skills

Think of writing job descriptions as a marketing exercise rather than an HR process. Get creative about
how you could bring the job to life using for example social media, video, interviews, graphics etc. E.gs
of good practice include Galileo a Summer Camp provider uses video to engage with prospective
candidates, Digital Ocean share a written Q&A interview with someone already in the job to explain
more about the role and Sodexo use an infographic for their job descriptions.

GIQG | swrdd techyd Prifysgol
A MEL | Hywel Dda

NHS

WALES

University Health Board 13

: Toolkit: Simple Tips to Refresh your Job Descriptions — Disruptive HR Club
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               13  Suggested good practice – Disruptive HR 1. Focus on outcomes Start with the question “What does success look like?”  - it will stop you from listing all the things  you think a candidate needs to get the job done. E.gs of good practice include Letgo,  Netflix and Slack.  2. What’s unique about you? There will be something special about your organisation that you can shout about in your job  descriptions. It might be your relaxed culture, your approach to flexible working, your family - friendly  policies, or perhaps career development opportunities. E.gs of good practice  Kayak ,  Redbull’s ,  Zappos .       3. Be inclusive Be careful about the language you use on your job descriptions  – it could be putting off the best person  for the job from applying! Johnson and Johnson use Textio to make job descriptions more inclusive  4. Bring out the marketing skills Think of writing job descriptions as a marketing exercise rather than an HR process. Get creative about  how you could bring the job to life using for example social media, video, interviews, graphics etc. E.gs  of good practice include  Galileo a Summer Camp provider uses video to engage with prospective  candidates,  Digital Ocean share a written Q&A interview with someone already in the job to explain  more about the role and Sodexo use an infographic for their job descriptions.  Toolkit: Simple Tips to Refresh your Job Descriptions  – Disruptive HR Club 
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Some resources

Recruitment Process Overview | Factsheets | CIPD

Job description templates | Acas

Job Descriptions That Win: 3 Outstanding Examples (linkedin.com)

How to write a job description (indeed.com)

Best practices for writing a Job Description | Morgan McKinley Recruitment

How to write a job spec | Reed

Plus lots more out there!

Bwrdd lechyd Prifysgol
Hywel Dda
University Health Board 14

QG
INHIS
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               14  Some resources Recruitment Process Overview | Factsheets | CIPD  Job description templates | Acas  Job Descriptions That Win: 3 Outstanding Examples (linkedin.com)  How to write a job description (indeed.com)  Best practices for writing a Job Description | Morgan McKinley Recruitment  How to write a job spec | Reed  Plus lots more out there!
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RE: Job Matching Panel 17th March 2022 at 10.00 am

o —

Hial

Vm feeling very frustrated at the moment. F've spent this morning preparing for our panel and 'm annoyed that of the three 1Ds to be matched, only one i inthe correct format. The only reason that the
twasn'tin the correct format

Project Pathways ID s inthe correct format isthat it was previously not matched at a January panel because

My concernis thatat this morning's panel,we will spend time trying to match another two JDs, which il then be returned to the manager to put nto the correct format. When the manager resubmits the
10, we will then have to individually go through the 0 again (via e-mail to decide if we can agree that it now matches the profile.

For info, the Practce Educator 1D for this morning does not contain Finance, PPD, Information, H&S, Qualty, Comms, Equality or any EffortFactors. The manager will have to change so much of this 1D that it s
fkely to have to go back to square one with regards to matching. I isn'tfai that panel members have to spend more of theirtime outside of panelstrying to match IDs.

I really wish that | had looked a these IDs yesterday, 5o we could have asked for other IDs to match today. Sory, rant over.
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Evidence 1.13 - Meeting with Head of Workforce Planning & Transformation 5! May 2022

Whilst some of the elements in the Regeneration Framework clearly align with Health Board
functions / teams (e.g., Resource and Replenish — Resourcing and Reskill — L&D), others
require a much wider discussion across the Health Board and with our partners.

Borrow — linked to how we performance manage people and retention. How do we put
processes or mechanisms in place to enable people to move into other roles? For example,
how do we commission across health, 3™ sector and LA and what that means for integrated
structures.

Boost — linked to workforce redesign and digital solutions. Again, how do we put processes
and mechanisms in place to quantify how we move our workforce. For example, what will be
the impact of Al on our workforce in terms of reduction or reskilling of staff?

The organisation needs to understand what the framework means in terms of our future
needs and start to plan how we interpret and translate the data into meaningful interventions
and processes that enables us to quantify our workforce. Once we quantify the workforce,
need to think about how we evaluate the interventions and monitor the shape of the
workforce.

Three key strands to the next steps:
e Embed the Regeneration Framework into our culture.
e Managing and automating the data.
e Using the framework as an intelligence tool to drive us forward.
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Pregnancy Loss Nurse

O mey | © R > Forward

aron Richards (Hywel Dda UHB - Senior Workforce Manager. Effcency. Job Evaluation and Business Support)

DearSarah

Thark you or subimitting the sbove Job Descrption for matchin, Unfortunately, the Job Descrption did ot provide enough nformation forthe panel t robusty match t s a number ofsectons sfter
‘Communications'are misin.

1 you would ke o review the ob descipton and provide the informtion under the addition ections,Iwill s for panel. | atach 1D template forease of reference.
Many thanks

Sharon
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RE: For advice please

e Job Evalation Him\ Dda Uiis . Genaric Accouny

[CY I ——

Dertl Srvice Co-ndinator HDYIDD11 B 4 vackd changs dock
o

The changestotheJob Description submitted do no affect the original banding.

1have accapted the tracked changes, added the Language Skls and Values i th person specificaion and made some general ormating changes o ensure consistency with our current template. | have also
taken outth rference to 2 yeas’ axperience’ 35 this could be seen a3 disriminatory.

1 have Wighlghted the requirement o travel an just wondered if you would ke o check I ths s sl required?

1Fyou ae happy with the changes and would ke o use the updated job desciption, please et me know.

Kindregarcs

Sharon
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RE: Band 3 &4 HCSW for Job Matching

€ Repy Al | > Fow

© " ninisiiision o

Hisarah
1 note n both the 10sthe Person Spec requires the postholder to ‘Hokd a valid ullDivingLicence an have abilty totavel acrossthe HE.

Askingfor postholders to hoid avalid fulldrving cence could potentialy be consideed disciminatory and ' advsed tha we use wording such 35 ‘Ablty totravel cross Health Board sits na timely
marier.” | have therefore amended the two JDs acordingly.

have added the two 1Dstothe st for consideration by panel - we do have # backlog at the moment but are hoping o be able to clear thi a we move through January.
Kind regards

Sharon
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Manager's Toolkit for writing Job Descriptions

« .o
Sharon Richards (Hywel Dda UHB - Senior Workforce Manager: Efficiency, Job Evaluation and Business Support)  Reply © Reply All | = Forward

o To Andrea Thomas (NWSSP) Tue 26/04/2022 20:50
Retention Policy NHS Wales 7 Year Retention Policy (7 years) Expires  26/04/2029

(@) This s the most recent version, but you made changes to another copy. Click here to see the other versions.
Hi Andrea

Recent feedback from our Job Evaluation panels suggests that the Job Descriptions we are receiving in for matching are of poor quality. This is resulting in a number of Job Descriptions being returned to
managers for review, wasting panel time and creating delays in the system.

I would like to develop a toolkit for managers on how to write and present a quality job description but before proceeding wanted to check to see if there was already something in place on an All Wales basis.
Many thanks

Sharon
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RE: Manager's Toolkit for writing Job Descriptions

Andrea Thomas (NWSSP)
To. @ Sharon Richards (Hywel Dda UH - Senior Workforce Manager: Eficiency, Job Evaluation and Business Support)

RERPEET Ry NHS Wale 7 Year Retenton Poiky (7 years) epies 27/04/2029
(@ Yo eptedio s message o0 2704120220945

HelloSharan
Thankyau for your e,
ik hati sl Bood deaand would crtai helpyour proceses.

Thereis

kit ol n an Al Wols basis a5 exchcrgaisatontends o have it o adinstrton rocsses.
1 be nerstednseing what you developto see e could use i for A Wolewith the otion fo rgaisationsto adapt partsfor ther ol pocedores.

Moy tharks
Andrea
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Manager's Toolkit for Writing Job Descriptions.
O nety [ 6 vy | > o

Sharon Richrds (Hywel Dda UH - Senor Workforce Manager Effcency, Job Evalation and Business Support)

Recent eedback fom ourJobEvalutionpanels sggests thtthe Job Descripions wear eceingnfor mathin ae ofpoor sty T esuing n a number o Job Deseriptonsbeng returnedto
managers o eview, wastingpane s and creaing delysnthe e,

woud e o develop ot for managrs on how o wrieand presnt  ualy o desrption and woukd spprecite your comments from St Side prspective on the dratt when €5 eady
antciateth draft il b redy withinthe net couple of weeks.
My thanks

snaron
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NHS Wales 7 Year Retention Policy
Hi Sharon
Happy to help.

Regards

Helen
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Manager's guide

@ Sharon
Te

NHS W

hards (Hywel Dda UHB - Senior Workforce Manager. Efficiency, Job Evalus

n and Business Support)

Year Retention Policy (7 yea 25/04/2020

Hiboth

Do either of you have a Manager’s guide for writing JDs or the JE process?

Thanks
Sharon
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RE: Manager's guide
© o | & moyss | > o

Mark [l iswansea say U8 - Human Resources)
o © PO sy D U1 S Wk Marr. ey, sakon sd s St s sl CTM U1 - Wk rd 00 T 262208
€& e o 0WS)

O ——————

Hishwen,

Werve go th attched to develop manar's knowledge of . Th prsenttin s s for il e managers 1 th HB (gnre the vacancy contol el They may b  goodstain i fo you. v
Shaed these th Andres snd ik sh's ke ondevloping 3 generic v o e crss Wols

v I
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Organisation

Link

Key points to note

Black Country
Partnership NHS
Foundation Trust

file (bepft.nhs.uk)

28-page Recruitment Handbook, section on JE p7. Good
tip on reviewing JD if using existing one.

Definitions of JD and PS.

Good point about the extent of essential criteria re:
shortlisting. Also includes reference to discriminatory
language.

NHS Blood and
Transplant

Microsoft Word - Document1 (nhsbt.nhs.uk)

6-page guide for managers. Useful introduction and
signposting to useful document. Sentence in PS on
assessment method useful. Helpful alternatives to non-
acceptable attributes. Reference to attribute pick list —
refer back to as part of JD review.

London School of
Economics and
Political Science

2.2.1-A-Guide-to-Writing-Job-Descriptions-and-Person-
Specifications.pdf (Ise.ac.uk

ge ‘glossy’ style guide to writing JD/PS — non-NHS.
Guidance on writing a JD from scratch and taking a
stepped approach. Excellent guidance on essential vs
desirable criteria in PS.

ucL guidance_on_writing_a_job_description_and_person_s | 7-page guidance on writing JD/PS. Useful guidance on
pecification_updated 31_jan.pdf (ucl.ac.uk) essential vs desirable criteria.
NHS Fife hr47-rs-appendix-3a-b-c-d-a-guide-to-preparing-job- 34-page guide to preparing JDs. Provides some guiding

descriptions.docx (live.com)

principles and style and format tips. Sentence included to
confirm that managers should not copy from national
profiles. Helpful guide on use of verb tense.
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Objectives 2022/23 - Job Evaluation '

Develop a manager’s toolkit for writing quality job
descriptions and person specifications;

Deliver masterclass ‘drop in’ style training sessions for
managers to seek advice on writing quality job
descriptions and person specifications and
understanding the job evaluation process;

Implement a pre-formatted Job Description template;

Agree changes to JD/PS and develop an implementation
plan for a phased approach starting to implement
changes to JD/PS in July 2022,

Implement an electronic Job Description library for
sharing frequently used roles.
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RE: 2022/23 Objective - Manager's Guide to writing JDs

Annmarie Thomas (Hywel Dda UHB - Assistant Director of Workforce & Organisational Development (Resourcing & Utilisation)
o ® Sharon Richards (Hywel Dda UH - Senior Workforce Manager: Efficiency, Job Evaluation and Business Support)

Retention Policy NHS Wales 7 Vear Retention Policy (7 years) Expires 05/05/2029

From: Sharon Richards (Hywel Dda UHB - Senior Workforce Manager: Efficiency, Job Evaluation and Business Support) <sharon.Richardsso@wales.nhs.uk>
Sent: 05 May 2022 11:12

To: Annmarie Thomas (Hywel Dda UHB - Assistant Director of Workforce & Organisational Development (Resourcing & Utilisation) <Annmarie. Thomas@wales.nhs.uk>
Subject: 2022/23 Objective - Manager's Guide to writing IDs

Hi Annmarie

Please find below a draft action plan to achieve my 2022/23 objective to write a Manager’s Guide to writing quality job descriptions.

Action Bywhen Dependencies Status
Confirm if there is an All-Wales Good Practice 01/05/2022 | Availability of All Wales JE Lead Complete — no All Wales guidance
Guide currently.

Engage with Staff Side Job Evaluation 01/05/2022 | Availability of staff Side JE rep Complete - S5 rep confirmed support for
representation guide and happy to review draft

Link with other Wales Job Evaluation Leads to see | 01/05/2022 Complete — copy of Swansea Bay

what they have in place guidance received.

Research other organisation’s Managers guides to | 06/05/2022 | Availability of other organisation’s Complete

‘writing Job Descriptions internal documents

Draft Manager's guide 27/05/2022

Complete consultation on draft guide (with 17/06/2022 | Availability and responsiveness of

appointing managers, TU reps, All Wales lead, consultees

ADWOD)

Make agreed amendments and produce final 24/06/2022

guide

Publish guide on intranet 30/06/2022

1would be grateful for your comments,
Many thanks

sharon
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Policy NHS Wales 7 Vear Retention Policy (7 years)

@ Annmarie Thomas (Hywel Dda UHB - Assistant Director of Workforce & Organisational Development (Resourcing & Utilisation)

Retent

Looks fantastic Sharon really clearly set out and includes all the steps | would expect. Really looking forward to seeing the final product.
Regards

Enw: Annmarie Thomas FCIPD @ (iaradwr Cymraeg)
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Manager’s Guide to writing quality job descriptions and person specifications
Introduction

What is the Job Evaluation Scheme?|

Principles

Local process / timescales

Contacts /links.

Purpose
Why itis important

Writing a JD
o Use of language - e.q. discriminatory, present tense, no jargon, acronyms
« Examples and altematives of potentially discriminatory language
« Style and format - bullet points, avoid repetition, font, alignments
« Avoid vague statement and evidence statements with examples
« Ensure statement reflect the job not the person
o Terms and phrases to avoid

ications

Why itis important

Writing a PS
o Criteria
o Number
o Shortisting criteria
o Difference between essential and desirable
« Qualifications ~ define ‘equivalent experience’
« Examples of unacceptable personal attributes
« Method of assessment
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