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Pre-assessment

1. What are the main priorities in your current HR strategy relating to this area?

	     


2. How do these priorities support the pursuit of any wider organisational goals in the corporate plan or institutional strategy? Demonstrate where and how.

	     


3. What, if anything, has changed or developed that might affect your HR strategy in this area, since the strategy was prepared. What implications do these developments have for your current HR priorities?

	     


4. For this particular area of people management, how do the specific outcomes identified contribute to improved performance on wider corporate priorities?
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	Importance to HR strategy
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Evidence to verify and validate assessment:

· gauging service provided by HR function (asking for feedback, monitoring any complaints)

· targeted interviews with ‘problem’ departments

· checking all chairs of selection committees have been trained



	
	High
	Medium
	Low
	Significant
	Moderate
	Limited
	

	The institution has:

a. Appropriate skills amongst the HR team to develop strategies and provide advice on recruitment and retention


	 FORMCHECKBOX 


	 FORMCHECKBOX 


	 FORMCHECKBOX 


	 FORMCHECKBOX 


	 FORMCHECKBOX 


	 FORMCHECKBOX 


	     

	b. Managers appropriately skilled to undertake recruitment and selection in line with policies and procedures


	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	     


	2. Processes
	Importance to HR strategy
	Progress made so far
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Evidence to verify and validate assessment:
· policies exist in all key areas (recruitment and selection)

· benchmarking data on costs

· time to fill posts – from advert to offer

· turnover data by department, type and age

· evidence of regular surveying of staff views



	
	High
	Medium
	Low
	Significant
	Moderate
	Limited
	

	The institution undertakes/has undertaken:

c. Recruitment and selection guided by clear policies and procedures 


	 FORMCHECKBOX 


	 FORMCHECKBOX 


	 FORMCHECKBOX 


	 FORMCHECKBOX 


	 FORMCHECKBOX 


	 FORMCHECKBOX 


	     


	d. Exit interviews with staff who leave


	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	     

	e. Skills audits of future workforce needs


	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	     

	f. Monitoring and evaluation of: 

· the service provided on staff recruitment (e.g. managers’ views on recruitment practice) on a regular basis
	 FORMCHECKBOX 



	 FORMCHECKBOX 



	 FORMCHECKBOX 



	 FORMCHECKBOX 



	 FORMCHECKBOX 



	 FORMCHECKBOX 



	     



	· staff turnover


	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	     

	· staff views on employment

	 FORMCHECKBOX 


	 FORMCHECKBOX 


	 FORMCHECKBOX 


	 FORMCHECKBOX 


	 FORMCHECKBOX 


	 FORMCHECKBOX 


	     


	3. Outputs
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Evidence to verify and validate assessment:

· workforce planning 

· data from recruitment and retention analysis used in pay and reward development 

· monitoring of advertising media



	
	High
	Medium
	Low
	Significant
	Moderate
	Limited
	

	The institution provides:

g. Skills audits to help develop future strategies for recruiting (and or developing staff)
	 FORMCHECKBOX 



	 FORMCHECKBOX 



	 FORMCHECKBOX 



	 FORMCHECKBOX 



	 FORMCHECKBOX 



	 FORMCHECKBOX 



	     


	h. Effective pay and reward packages and recruitment practice based on evidence from monitoring turnover, recruitment practice and surveys of staff attitudes on employment 
	 FORMCHECKBOX 





	 FORMCHECKBOX 





	 FORMCHECKBOX 





	 FORMCHECKBOX 





	 FORMCHECKBOX 





	 FORMCHECKBOX 





	     

	i. Information on:

· recruitment and retention priorities
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	     

	· recruitment and retention problem areas
	 FORMCHECKBOX 


	 FORMCHECKBOX 


	 FORMCHECKBOX 


	 FORMCHECKBOX 


	 FORMCHECKBOX 


	 FORMCHECKBOX 


	     

	· which staff may need to be retrained, 
re-deployed or made redundant in the future
	 FORMCHECKBOX 



	 FORMCHECKBOX 



	 FORMCHECKBOX 



	 FORMCHECKBOX 



	 FORMCHECKBOX 



	 FORMCHECKBOX 



	     

	· where to source its staff
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	     

	· the cost and efficiency of recruitment practice for different types of staff
	 FORMCHECKBOX 


	 FORMCHECKBOX 


	 FORMCHECKBOX 


	 FORMCHECKBOX 


	 FORMCHECKBOX 


	 FORMCHECKBOX 


	     
continues


	3. Outputs
	Importance to HR strategy
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Evidence to verify and validate assessment:

· workforce planning 

· data from recruitment and retention analysis used in pay and reward development 

· monitoring of advertising media



	
	High
	Medium
	Low
	Significant
	Moderate
	Limited
	

	· which recruitment methods work best for different kinds of staff
	 FORMCHECKBOX 


	 FORMCHECKBOX 


	 FORMCHECKBOX 


	 FORMCHECKBOX 


	 FORMCHECKBOX 


	 FORMCHECKBOX 


	     

	· vacant posts
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	     

	j. The flexibility to reward highly valued staff
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	     


	4. Outcomes
	Importance to HR strategy
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Evidence to verify and validate assessment:

· assessment of staff turnover by department, type and group

· sickness absence data

· stability index

· review re-advertisement/recruitment practice

· evidence of managing risks



	
	High
	Medium
	Low
	Significant
	Moderate
	Limited
	

	The institution achieves:

k. Acceptable levels of staff turnover (overall and for specific groups)
	 FORMCHECKBOX 


	 FORMCHECKBOX 


	 FORMCHECKBOX 


	 FORMCHECKBOX 


	 FORMCHECKBOX 


	 FORMCHECKBOX 


	     

	l. An ability to recruit and retain those staff it needs to meet institutional performance requirements 
	 FORMCHECKBOX 



	 FORMCHECKBOX 



	 FORMCHECKBOX 



	 FORMCHECKBOX 



	 FORMCHECKBOX 



	 FORMCHECKBOX 



	     

	m. Staff who express positive views of the institution as an employer
	 FORMCHECKBOX 


	 FORMCHECKBOX 


	 FORMCHECKBOX 


	 FORMCHECKBOX 


	 FORMCHECKBOX 


	 FORMCHECKBOX 


	     

	n. Suitable shortlists of candidates for vacant posts
	 FORMCHECKBOX 


	 FORMCHECKBOX 


	 FORMCHECKBOX 


	 FORMCHECKBOX 


	 FORMCHECKBOX 


	 FORMCHECKBOX 


	     

	The institution avoids or effectively manages the risk associated with:

o. The poaching of high performing staff by other institutions
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	     

	p. The rejection of job offers
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	     

	q. The re-advertising of vacant posts because of a lack of suitable applicants
	 FORMCHECKBOX 


	 FORMCHECKBOX 


	 FORMCHECKBOX 


	 FORMCHECKBOX 


	 FORMCHECKBOX 


	 FORMCHECKBOX 


	     

	4. Outcomes
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Evidence to verify and validate assessment:

· evidence of managing risks



	
	High
	Medium
	Low
	Significant
	Moderate
	Limited
	

	r. Resources wasted on inefficient and ineffective recruitment
	 FORMCHECKBOX 


	 FORMCHECKBOX 


	 FORMCHECKBOX 


	 FORMCHECKBOX 


	 FORMCHECKBOX 


	 FORMCHECKBOX 


	     

	s. Staff who leave earlier than expected
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	     


Comments 

	Inputs (main issues/conclusions)
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	Processes (main issues/conclusions)
     
	Outcomes (main issues/conclusions)
     


Staff recruitment and retention

Post-assessment

1. What does the work on reviewing inputs, processes, outputs and outcomes tell you about people management in your institution relating to this area?

	     


2. In the light of this analysis, what further actions do you intend to pursue – either updating your HR strategy priorities and plans or other actions?

	     

















People management self-assessment tool

People management self-assessment tool 


