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You have recently been appointed as a member of the people practice team of Healthcare on Hand, a rapidly growing home healthcare company. Founded in 2017, Healthcare on Hand provides healthcare to adults and children with complex needs in their own homes. From start-up, the owners took pride in being involved in all aspects of people management, including interviewing all new employees. Now the organisation has grown, they realise they cannot continue to be involved in all activities and want to formalise many people practices. To this end, a small people team will be responsible for all aspects of people management.
Task One – Briefing paper
The People Manager asks you to prepare a briefing paper that will be used when they meet with line managers and introduce the services the new team will provide. The briefing paper should explain:
the different stages of the employee lifecycle and the role of the people professionals in the lifecycle. (AC 1.1) 
different ways in which information for specified roles can be prepared.  (AC 1.2) 
different recruitment methods and when is it appropriate to use them. 
(AC 1.3)
factors to consider when deciding on the content of copy used in recruitment methods. (AC 1.4)
different selection methods and when it is appropriate to use them. (AC 2.1)
the selection records that need to be retained. (AC 2.4)

In addition, your manager is keen that standard letters of appointment and non-appointment are used going forward. Your manager has asked you to draft a copy of each of these letters.

Write letters of appointment and non-appointment for an identified role. (AC 2.5)


Your evidence must consist of:

Briefing paper (approximately 1500 words, refer to CIPD word count policy).
Letters of appointment and non-appointment (excluded from word count).
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With the introduction of the people practice team to this organisation. The aim of this paper is to provide line managers with the correct understanding of the recruitment process, the employee lifecycle and the role of people professionals in these scenarios. Line managers should establish ways in which they can recruit fairly and accurately, understand the importance of retention and how they can support their employees across their employee lifecycle.

The different stages of the employee lifecycle and the role of the people professionals in the lifecycle. (AC 1.1) 

 There are several stages of the employee lifecycle as shown by Waite, (2021, Figure 4.1). People professionals within the organisation should refer to this to help determine which stages need development. Attraction being the first stage of the lifecycle, relies on the reputation and brand of the organisation. By having an employee value proposition is an extremely useful aid in attraction as this is letting your employees know what they will gain by working for you. However, in their strategic HR review, Cattermole (2019) explains how there is much more to an employee’s working experience than pay. Recruitment and selection are the stages where candidates are attracted and selected. Ensuring that you are recruiting correctly is crucial as the effects on the organisation could be detrimental in terms of the costing and staff morale. The way that an employee is introduced to an organisation is crucial and the employee may feel abandoned if not given the correct support through this stage. Waite, (2021) explains that having a corporate induction provides the employee with everything they need to feel set up and ready for their new role. People professionals should ensure that this onboarding stage is carried out effectively by having this owned by HR/L&D leaders. After onboarding, employee development should be identified. Cattermole, (2019) explains how employees will remain loyal and engaged when given opportunities to develop. Having fair learning and development policies within the workplace will help employees feel motivated in knowing that they can develop their skills should they wish. This follows on to retention, if employees are feeling motivated at work, they are more likely to stay there for a longer period. CIPD, (2021), published a list for all organisations to consider when looking to improve employee retention. Separation is the final stage of the lifecycle and happens when employment contracts end and it becomes an important event for both the employee and organisation. (Waite, 2021).



Different ways in which information for specified roles can be prepared.  (AC 1.2) 

The different ways of preparing information for roles can vary depending on whether the organisation is looking for internal or external roles. Job descriptions are the most common form of gathered information to help an individual understand the job title, duties and responsibilities of the role etc. CIPD (2021), highlights how it is important to measure job qualities, which can be done by gathering employee surveys. This helps to understand strengths and weaknesses of a role and how this can be improved, which is normally carried out by employees, line managers or people professionals and is known as a job analysis. Van Vulpin, (2023) lists the importance of carrying out a job analysis and the methods used for carrying them out. This can also lead to preparing a person specification for the specified roles and deciding which specifications are essential and desirable. ACAS (2014), lists that when undergoing a change in organisational structure, it could be important to undergo a job evaluation for specific roles, which helps decide a hierarchy of roles which is fair and non-discriminatory. However, it should be noted that this comes with risks including financial costing, we should note if our organisation is able to cover the cost of a new pay structure should this be found after a job evaluation. If job evaluations were to be carried out, it is important that the organisation trusts the evaluators to collate the information correctly and consistently. ACAS (2014), recommends this being a panel of job holders and line managers. 

Different recruitment methods and when is it appropriate to use them. (AC 1.3)
Recruitment methods can vary in effectiveness depending on whether the organisation is looking to recruit internally or externally. Whilst it is ultimately up to the organisation on how they decide to recruit, ACAS (2023) highlights the importance of following a fair recruitment process throughout. In terms of costing, recruiting internally is cheaper and quicker than external recruitment. One way of recruiting internally can be through creating noticeboards, which allows employees who are walking past or near the board to have a look at the vacancies the organisation is advertising. Waite et al (2021), explains this could be an important way of recruiting internally for employees who do not have access to online-based vacancies. Another way of recruiting internally could be through newsletters or job bulletins which could be provided to employees either online or through hardback copies. When recruiting externally, the CIPD (2020), referenced in Waite et al (2021), shows how recruiting online is the most popular choice for recruiting externally with 77 per cent of organisations reporting they advertise on their website. This can be time efficient and can help external candidates understand what experience is offered. In a world that is heavily dominated by social media, Verndock (2018), explains how social media is changing the way recruiters find their talent. He described how employers can leverage top social media sites such as Facebook and LinkedIn to recruit talent through their social media posts. 

Factors to consider when deciding on the content of copy used in recruitment methods. (AC 1.4)
When using recruitment methods there are some factors that an organisation would need to consider. The HR help-board (2023) breaks these down into internal and external factors. Some internal factors include the cost of recruitment, which the help board explains that organisations should decide on the most cost-effective method for each candidate. This could also include the size of the organisation, this is because as an organisation grows, they will think of hiring more employees to handle operations. LinkedIn (2015), says that effective human resource planning is crucial in exposing gaps in the existing manpower of an organisation, which in theory helps an organisation decide how many employees need to be recruited and what qualifications are essential to what they are looking for. The image of an organisation could be seen as a factor that could cause some issues when looking to recruit. Organisations with negative images or feelings associated with them tend to find it harder to recruit than an organisation with a positive image, LinkedIn (2015), gives examples of how managers can build a good public image, such as good public relations to help with the goodwill of the organisation. Organisations should also take their competitors into consideration as an external factor and should understand this could affect recruiting as many organisations find themselves changing their recruitment policies due to those same policies being promoted and followed closely by their competition. 

Different selection methods and when it is appropriate to use them. (AC 2.1)
Ensuring you are selecting the right candidate for your organisation is crucial. If poor decisions are made, organisations can find themselves in the endless cycle of recruiting and selection, thus leading to unnecessary operational costs. CIPD (2021) breaks selection down into two main stages, shortlisting and assessment. After shortlisting applicants, holding interviews are common in the selecting process. By holding interviews face-to-face, this can help the employer understand the candidate’s experience, characteristics and ability to perform in the role and can also give the candidate an opportunity to ask questions about the organisation and gauge whether they would like to work for the employer. Research by Anderson and Shackleton (1998), shows that interviews can be subject to bias through stereotyping or whether the interviewer takes a personal like or dislike to a specific candidate. Therefore, CIPD (2021) suggests that interviewers should commit to structuring the interview around the candidate’s ability to perform the specific role. With the candidate’s permission, organisations may require seeking references which can confirm previous employment details. References would be compulsory in the care sector due to the safeguarding rules that are applied. The CIPD explains that when observed by experienced selectors, assessment centres can be an effective way for selection, as they require candidates to undergo personality and behavioural assessments whilst completing several different tasks. In the hospitality sector, trial shifts are a common method used and is a good way for managers to assess an individual’s suitability for the role, this also gives a reduced risk of an employee leaving due to them having a different perception of the role they believed to be undertaking. Waite et al (2021) states that trial shifts should be genuine and not used as a method of free labour. 

The selection records that need to be retained. (AC 2.4)
Whenever organisations are storing records, they should be mindful that they are following ethical practice and following national legislation such as the Data Protection Act (2018). Selection records could include application forms, CV, assessment centre notes etc. In the event that discrimination claims are made, Waite et al (2021) explains that it is important to keep records such as interview records and scores for unsuccessful candidates. This could also be helpful for if unsuccessful candidates ask for specific feedback from their interview.  However, it should be noted that it is down to the organisation’s discretion to hold a policy for how long they should keep these records. Successful candidates should be sent offer letters that are clear about what the organisation has offered them, once this has been accepted contracts can then be offered. ACAS, explains that anyone who is legally classes as an employee of an organisation is entitled to written statement of employment.  Unsuccessful candidates should also be contacted as an opportunity to thank them. This should help the unsuccessful candidates feel as if the selection process has been fair. 

Letters of Appointment and Non-Appointment Draft (AC 2.5)

Appointment Letter

16th May 2023 
Healthcare On Hand
**Address**

Dear Candidate,

With reference to your application and interview for the role of People Assistant we are pleased to inform you that we would like to offer you the post within our company effective before or on 16th June 2023. Your rate of pay will be salaried at £19,789 as discussed during your interview and upon accepting the role you will be required to serve a three-month probationary period. Your working hours will be Monday to Friday 9:00AM – 5:00PM and you will be deliciated a 30-minute unpaid lunch break. You will be entitled to 28 days earned leave per annum and 8 days registered sick pay. If the opportunity arises for you to leave the company, you will need to serve the notice period of 4 weeks as per stated in your contract of employment. 

Please find attached your contract of employment along with a duplicate copy of this letter and return it back to us signed as a token of your acceptance.

Best Wishes,

Healthcare On Hand. 


Non – Appointment
16th May 2023
eHealthcare On Hand
**Address**

Dear Candidate,

We would like to thank you for taking the time to upload your application and interview for the role of People Assistant at Healthcare On Hand. It was an honour to learn about your skills, personality, skills and accomplishments. Unfortunately our team did not select you for further consideration on this occasion. 

Please feel reassured that we will be keeping your application on file for consideration should future opportunities arise at Healthcare On Hand.

We would be happy to answer any questions or give you any specific feedback about your interview should you wish.

Again, we would like to thank you and wish you the best in your future endeavours.

Kindest regards,

Healthcare On Hand.
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