	
	
	



Essentials of People Practice – Task 1
Healthcare on Hand Briefing Paper
[bookmark: _Int_3ODcObYa]Since the founding of Healthcare on Hand in 2017, the company has seen some amazing growth. The start of the company saw the owners involved with the many, challenging aspects of Human Resources and People Management but now, due to the significant growth within the last five years, they are unable to remain as hands-on with the people practices like they used to be. For any company to excel, there needs to be a dedicated, strong, and motivated team of people professionals that look after the employees and of course, the business. In short, Healthcare at Hand now need a small team of people professionals that will be accountable for all aspects of people management. This briefing paper has been created to explain many aspects of the role of the people professional and the importance of the various methods and structures during the employee life cycle. 
[bookmark: _Int_9z5BNQI7]The Employee Life Cycle – AC 1.1 
As HR professionals, it is imperative that we understand what the employee lifecycle is the several stages within it. Misra (2022) explains that the employee lifecycle is an HRM model that describes all the many phases an employee goes through while working for an employer which she lists in more detail below.  

1. Attraction  
This is where it begins for the employee. Here, individuals search for job vacancies in their chosen field. Wigert (2022) says that when searching for a new job, employees search for increases in income and benefits, greater work-life balance and personal wellbeing, the ability to do what they do best more job security and stability. This shows that there are many factors that employees look for meaning organisations must make their brand attractive for people to apply for any vacancies, clearly offering the things just mentioned – this would be detailed on the job description which will outline company background, the job itself, the wage/salary and other information like benefits etc.  

2. Recruitment  
When a candidate has found a job they are interested in, they apply for it. These jobs can be posted on various sites such as Indeed or Glassdoor or internal job sites belonging to that company. The candidate would fill out the application online, upload their C.V and then wait to see if they hear back from the employer.   
 
Some job vacancies require the candidate to take part in a skill and/or personality questionnaire which they are scored on to narrow down potential candidates.  

3. Onboarding 
Should a candidate be successful in their application and the employer offers them a job, the onboarding stage commences. This is where the candidate has a job offer from the employer which they accept. Starter paperwork and their contract will be issued to them to sign, right to work checks will be carried out (checking ID/passport, etc.) and then they can commence employment with the company. 
[bookmark: _Int_tJRWqGgZ]An induction is normally carried out with the new employee to get them settled in and go over where they will be working, a tour of the workplace and information, policies and procedures relevant to the job. Bell (2022) says that the onboarding experience is vital as a valuable experience will set them up to be a good employee where an unpleasant experience may lead to early departures and a high turnover in staff.   
 
4. Development  
[bookmark: _Int_qAowxqHW][bookmark: _Int_4EHX0ahz]After an employee’s probation period has ended and they are comfortable in their role, you will start to see them develop. Some will develop more than others and some at a quicker pace. Valamis (2022) say that there are several benefits and importance to employee development like increased business performance, more equipped to handle unexpected situations and it can help develop the employees into great future leaders for the company. These benefits show that its beneficial for both the employee and the employer. 

5. Reward 
When employees are developing and performing well, management will recognise this and will want to reward them. Rewards can be employee of the month, pay incentives or bonuses or promotions. The key to rewards is that employees should get recognised where possible and in return there will be an increase in morale and a lot of employees would feel even more committed to the organisation after being recognised and rewarded (according to research conducted by a payroll technology firm that Misra (2022) reported.  
 
6. Separation  
[bookmark: _Int_3dTYpBbM][bookmark: _Int_8xCRbKrQ]The last stage is when an employee decides to leave the company. Reasons for this consist of they have found another job, retiring or they have been made redundant or laid off. It is important that there is a correct process in place to manage employee departures so there is minimal cost, and the employee is treated fairly. Anjali (2022) gives a straightforward process for this: notify the HR department that the employer is leaving with a valid reason for separation, inform them when their last day of work is and then ensure that their final pay has been processed to them which will automatically trigger their P45. 
 
[bookmark: _Int_G7ZTLCRX]What is the People Professional’s Role in this? - A.C 1.1 cont.

People professionals are at the heart of an organisation, meaning they are involved with every step of the employee lifecycle. Symonds (2022) emphasises the importance of the HR department understanding the employee lifecycle as she says because it involves your organization's most important asset—its people—effective management of all life cycle stages is regarded as a key role. She is saying that effective management of all these stages will ensure that the employees have a positive experience within the organisation which will better their development and personal growth as well as increase business performance. 







Preparing Information for Specified Roles – A.C 1.2 

For someone to apply for a job, they need to know what they are applying to. Therefore, organisations include job descriptions with the job advert so candidates can learn about the job and the organisation before they apply. Waite et al. (2021) talks about job analysis, and she explains that it is how employers obtain information for their job descriptions, she says how this information can be obtained. One way this can be done is a current job holder can be interviewed and monitored to what they do and how they do it. Questionnaires can also be given to them to detail what they do in their job and all the necessary tasks and requirements they think belong to that job role. All this data can be analysed to create a job description that is genuinely accurate to the job, based on real-life examples from current employees. 

Various Recruitment Methods and When to Use Them –A.C 1.3

[bookmark: _Int_SXwNUlu9]Waite et al (2021) describes various methods of recruiting employees used by organisation. They say that there are two groups of recruitment methods: internal and external. Internal recruitment methods consist of notice boards of job adverts around the organisation, job adverts on an organisation's intranet and newsletters. These would be used by organisations when they are looking to have internal promotions or have employees move departments. Organisations like internal recruitment as it “...establishes a fair and transparent hiring process because all employees have the opportunity to apply for available positions.” (Doyle, A. 2022) This ensures that the organisation is compliant with employment law, and they are encouraging internal development. 

[bookmark: _Int_5eyMn3JX]External recruitment methods include job boards such as Indeed or Monster, an organisation’s own career website, professional networking sits like LinkedIn or agencies/job centres. These methods are great as they make it easy for candidates to apply and they great for finding a wide range of various applicants with unique skillsets. They are best used when an organisation is looking to expand their workforce by hiring new employees with new and fresh ideas. 

Content of Copy used in Recruitment Methods – A.C 1.4 

‘Copy’ is just the text that appears in a job advertisement. It is vital that the people professional(s) who creates the job advertisements carefully consider the copy that is included in the job adverts they post. Internal job adverts only require the necessary information such as job title, person specification for the job and the deadline (Waite et al, 2021). This is because an internal candidate already knows the company and therefore does not need to read too much in depth about the company. Externally, however; the people professional(s) want to give this more thought. When trying to attract candidates from outside the organisation, the goal is to attract them and give them reasons to wanting to apply. A Canadian employer brand agency, The Employer Brand Shop, wrote a blog on how recruiters can attract candidates. They said:
· Personalise the message: writing a job advert directly addressed to a particular type of personality will attract the candidates for the job who are fit for that specific job role
· Explain company benefits: employees love company benefits and it is something that most of us have looked for when applying for jobs – having a list of benefits that supplement the wage packet will increase any job’s attraction. 
· [bookmark: _Int_NSlFRyZm]Use approachable language: candidates often do not like business and complicated jargon – they just want to know what the job is, who the company are and the salary and benefits they are offering. Approachable language and shorter wording will be absorbed quicker and has a higher chance of engaging the candidate. 
· [bookmark: _Int_D8h8oNKA]Keep paragraphs shorts: this is self-explanatory, candidates do not want to be reading pages and pages of information that they do not need at the recruitment phase. 
Different Selection Methods – 2.1 
[bookmark: _Int_DNFSWGrR][bookmark: _Int_jPZBc3Jl][bookmark: _Int_pSrdrFmv]Maxwell (2021) produced a factsheet for the CIPD explaining various selection methods including interviews, psychometric testing, and references; below is his findings. Interviews can be in person, on a video-call or on over the phone. It is an opportunity for the employer to get to know the candidate more after reading their CV, asking them questions specific to the job role they have applied for and about their skills and character. An interview is the go-to selection method as it is an effective way of both sides learning more about the other. 
[bookmark: _Int_3TgmGZFU]Psychometric testing is a way to determine the cognitive ability of a candidate and helps determine the level of talent a candidate has. These tests need to be supported by statistical evidence to they are sound and reliable. These tests are best used in occupations that require complex thinking like a people professional or a lawyer. 
Obtaining references is how an employer can have direct feedback of a candidate from their last employer (employer reference) or education lecturer (character reference). Job offers are mostly always dependant on positive employer and/or character references but decisions should never solely be based on these as they only provide a fraction of the candidate's personality and experience/skillset. 
Selection Records that must be Retained – A.C 2.4
Selection records refer to any document used during the recruitment process: C.V, job description, application, interview notes etc. These need to be retained throughout an employee’s employment within the company. As for the unsuccessful candidate, Waite et al (2021) says that they should be kept between six months and one year in case there are any discrimination charges brought against the company. 





Letter of Appointment – A.C 2.5 
 
Name: 
Address: 
 
Date:  
 
Dear CANDIDATE’S NAME, 
 
Following your recent interview, I am incredibly pleased to confirm that we would like to offer you JOB TITLE/POSITION at Healthcare on Hand. Your engagement with us commences on DATE. Please see below the terms and conditions of your engagement: 

1. Salary / Wage  
Your salary will be £X gross per annum OR Your wage will be £X gross per hour which you will receive via monthly payments by credit transfer into a designated bank account, less any applicable tax, national insurance, and other legal deductions. 

2. Working Hours 
Your working hours are 40 hours across 5 days. We offer flexible working so your working days can be discussed with your manager. We offer the ability to work from home as well if you wish but you will be needed at the office occasionally.  

3. Probation Period  
Commencing on EMPLOYMENT COMMENCMENT DATE, you will be on a three-month probation period, when it will be necessary for you and the organisation to each give a minimum of one week's written notice of termination of employment. If we decide it is proper to do so, we may, in its discretion, extend the probationary term for whatever long we believe is necessary. Should your probationary period be completed to the organisation's satisfaction, your employment with us will continue.  

4. Holidays and Annual Leave  
After a satisfactory probation period, you will be entitled to 30 holiday days (exclusive of Bank Holidays) each year (1st January – 31st December). All holidays need to be requested and approved and signed by your manager in advance before the holiday leave.  

5. Notice Period 
Should you decide to leave the company at any time after you have served your probation period, we will require a notice period of two weeks.  
These will be discussed in more detail during your induction.  

We congratulate you on your appointment with Healthcare on Hand and we look forward to having you as part of our team. We promise to do everything in our power to ensure you have a positive experience with our company and we will make every effort to support and develop you in your career.  


Sincerely, 
GENERAL MANAGER’S NAME & SIGNATURE 

Letter of Non-Appointment – A.C 2.5 cont.  


Name: 
Address: 
 
Date: 
 
 
Dear CANDIDATE’S NAME, 
 
Following your recent interview, we have unfortunately decided that you have not met the criteria for Healthcare on Hand at this time.  

We greatly appreciate your interest in our company, and we thank you for taking the time to apply. We want to wish you the best of luck as you advance in your professional life. 
Sincerely,  

GENERAL MANAGER’S NAME  


In conclusion, it is clear to see how much care and consideration goes into each employee’s life within an organisation. By carefully monitoring each stage, we can determine how to provide the employees positive experiences throughout their entire time within Healthcare on Hand – from the recruitment phase to when they depart from us. 
There are various avenues we can enter that will help us recruit new talent for our organisation and these need to be used effectively and appropriately and we have to provide all the details of their employment with us, so they know their right, our rights and so that we are being compliant with employment law. 
I hope this paper has brought a lot of understanding and knowledge to you. 
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