Recruitment and Retention Action Plan

Progress Review  July 2005

	Ongoing Activity
	
	
	Specific Action Required
	


	
	Action
	Moving Forward Requires Action By..
	Resource Implications 
	Comments
	Outcome Sought
	Progress July 2005

	Selling the Council as an Employer of Choice
	

	1. 
	Establish a consistent corporate image for Hounslow.


	Corporate Improvement Team (CIT) for communications
	Additional cost identified as part of communications strategy
	Key messages about Hounslow are identified and communicated.

Work Underway
	All marketing material reflects the corporate branding of Hounslow.
	Corporate image used for all LBH adverts

	2. 
	Improve web-sites and web management
	Head of Corporate Communications; ICT and others
	As above.
	The image of the Council as portrayed through the web-site is increasingly important.  Equally important is the need for candidates to access the information they require.

Work Underway
	Tangible improvement

By March 04
	Web pages revamped and further changes made (2004).  Review again when web site relaunched

	3. 
	Establish a corporate standard for all recruitment packs and contract documentation.

Produce a good quality, common Corporate and department/service-specific information sheets to go in all Recruitment packs and in on-line information. 


	HR Managers & Head Corp Comms; Service Managers
	c £2000 design/production; plus approx £1 - 2 per paper based pack
	The council’s recruitment Packs can be improved.  Contract documentation needs to be more concise.

On-line information needs to equal these quality standards but reflect an electronic rather than paper-based medium.
	Information sheets

in use which promote the Hounslow image

By Feb 04
	Standard pack now in place.

On line info now better reflects the medium – keep under review.

	4. 
	Review Advertising contract – aim for better image – review remit of advertising contract to reflect a greater breadth of support in marketing and recruitment and retention issues. 
	Strat HR Manager and other HR Managers; Head PR; ACE (BT) staff
	May result in saving in the Council’s spend on advertising.
	Contract due for renewal.  Presents opportunity for improvement.

Work Underway
	New contract in place

Mar 04
	New contract to be agreed (12/7)

	5. 
	Hold further Recruitment Fair – for broad range of posts.  Review success run further events if appropriate.
	Strat HR Manager; All HR; service managers 
	Approx £5,000. Part funding from Job Centre Plus and participating partners will be sought.  Aim to reduce advertising costs and recruitment time.
	Pilot Job Fair held on 9 July attracted 1800 people and has provided a pool of people for a range of entry-level jobs, who can then be engaged at short notice.

Work Underway
	Appointments made; advertising costs reduced

Ongoing
	R. Fair held at Bridge Road 2005.

Further “themed” fairs to be considered  - with partner orgs

	6. 
	Implement a Cultural Change so that our staff will be advocates and ambassadors for the Council
	HR; C.I.T.s for HR Strategy and communications: all managers and staff. 
	Use of Training and Development resources.  Costs of staff newsletter.
	Staff should be saying what a good place to work this is.

Staff Newsletter or other means of communication to be explored.

Culture change programme underway.  
	Improved responses in Staff survey.

Oct 2004
	“Just Imagine completed”

Pride in Hounslow to be emphasised/ encouraged (ref Emp Survey)

	7. 
	Take all opportunities for greater exposure for Council – particularly as an employer (“positive media image”)
	All Senior managers, Corporate Communications Team
	Staff time
	
	At least one high quality external award.

Dec 04
	Some examples – poss. need greater consistency

	8. 
	Place “Taster” adverts in local, Black & Ethnic Minority and other press and community centres.


	Strat HR 
	Approx £15,000
	These would direct those interested in working for the Council to website and phone line.  Would raise Hounslow’s profile as an employer. 
	Adverts placed
from November 03
	HM used.  Further Ads to be considered if needed.

	Financial Incentives
	

	9. 
	Identify jobs where pay is a clear factor.  Introduce Market Supplements. 


	Chief Officers; Head of HR 
	Dependent on uptake
	Must accord with principles of Equal Pay if the council is to avoid risk of claims and considerable expense.

Market Supplements Procedure agreed July 03
	Vacancies and turnover reduced in key posts where pay has been a factor.

Ongoing
	Market supplements policy in place.  Applied in key areas where warranted

	10. 
	Effective tracking of pay trends – eg ALG/Wandsworth survey.
	All HR; 
	Commercial surveys will be at a cost.
	Managers need to be aware of market trends for their areas based on objective information
	Ongoing
	Ongoing

	11. 
	Ensure all Key Worker Housing schemes are effectively publicised and all opportunities for additional eligible job categories are pursued.


	Housing Strategy; Recruitment Team LLLCS and others
	
	Need effective partnership with Housing Associations to ensure marketing strategies are in place.  

Housing Department to have effective marketing strategy to promote in house schemes and opportunities.

Work Underway
	All places allocated through schemes have been taken up.

Evaluate April 04
	Promoted widely.  Take-up to be further encouraged in SS and Planning.

	12. 
	Increase Relocation allowance from £5000 to £8,000.

Increase Rent allowance from £30 to £50 per week (for 6 months)
	Head of HR; Member agreement
	Currently funded from salaries budget – would continue to be so.
	Unlikely to have a major effect but current rate has not been raised for 10 years.  If proviso to move to property in borough would also assist in reducing car use.
	New allowance scheme in place; all reference material updated

Sept 03
	In place

	13. 
	Evaluate Employee benefits Schemes –preferential purchasing of goods, leisure facilities, Adult Education etc.  Tax/NI efficient arrangements for childcare and training.
	Strategic HR; ACE (BT) staff
	Nil cost;
	Arrangement with a number of companies under examination.

Work Underway
	Schemes made known to all staff

March 03
	 Participation agreed July 05.  HCI in place from late 05.

Chilcare Voucher Wk’g Group set up

	14. 
	Emphasise Local Government Pension Scheme membership as a “benefit”
	Head of HR; and Borough Treasurer
	Nil cost
	May be difficult message to get across given current uncertainty around all pensions
	To be considered/evaluated
	Included in Recruitment information.  Sensitivity of changes to be tracked

	Recruitment Processes
	

	15. 
	Identify further appropriate portals for On-line advertising and ensure that there are links between each of these (including to Hounslow web site) teachinhounslow web site and eteach web site


	All HR
	Upwards from £4000+ per year.

May allow fewer/smaller press adverts in due course.
	All jobs are now advertised on the Jobs Go Public Website in addition to the Council’s website.  Further portals would be those targeted at disabled and ethnic minority applicants.  Advertising on-line is not yet a substitute for the Press but is likely to be a growing source of candidates.


	All LBH jobs advertised on appropriate web sites
 Mar 04
	Key sites now in use. 

	16. 
	Develop the On-line recruitment application process to allow for shortlisting by managers.

Actively promote and facilitate on-line recruitment eg through Libraries.
	Strat HR Manager; All HR; Managers
	Licence fees.  Should reduce staff time and use of paper materials.
	Candidates have been able to apply on-line since May 03.  The system needs to be rolled out for use by managers when shortlisting and to ensure maximum benefits for the Council from e-recruitment.

Work Underway
	Target 30% app’s by 12/03; 50% by 12/04.

On line shortlisting facility in use by Feb 2004
	Taregets achieved and exceeded for most posts.

On line shortlisting on hold.

	17. 
	Actively manage data base of  potential applicants for key and hard to fill posts eg e-mail re new vacs
	All HR; ICT support
	Technology requirements to be determined; HR resources
	Using marketing techniques to encourage applications from people who have expressed interest in working for us. 
	Data base in use in all dep’ts


	

	18. 
	Promote the Guaranteed interview scheme for disabled applicants by use of publicity and changing recruitment packs.
	All HR; All Managers
	Possibly additional time spent interviewing and in Reasonable Adjustments. 
	Build on existing policy which is under-sold as a recruitment initiative.

Work Underway
	Advice given in all application packs

Dec 03
	In place

	19. 
	Recruitment procedures streamlined, Quicker processes
	All HR.  All changes to be agreed by Head of HR
	Within overall resources
	Will enable processes to be tailored to type of post and therefore remove unnecessary processes that discourage applicants.

Work Underway
	ongoing process
	New policy agreed Dec 04

	Work-Life Balance 
	

	20. 
	Assess opportunities for Flexitime (where not already available)
	Service Managers with HR
	Could require additional staff
	Emphasis should be on improving customer service
	All areas considered

Mar 04
	In place

	21. 
	Extend flexitime bandwidth eg to 7.30 – 8.00
	CMT
	Additional energy costs
	Potential for management difficulties.  Possible savings in shift payments.  Full implications yet to be evaluated.
	Bandwidth changed

Mar 04
	Informally in place. Awaiting review of flexible working 05/06

	22. 
	Introduce ‘9 Day Fortnight’ on a pilot basis in identified areas.
	Head of HR; COs
	Could require additional staff
	Some service disruption and arguably less productivity. Would reduce staff travel.  
	‘9 Day Fortnight’ introduced in identified areas

Mar 04
	In place (little take-up.  To be examined)

	23. 
	Assess opportunities for Remote working (hot-desking) and Home working.
	Service Managers, HR,
	HR Resources;

Communication costs
	Would reduce office and travel costs.  Some management and technology challenges
	Guideline for Remote working (hot-desking) in Emp Handbook

Mar 04
	Homeworking Policy in place.  

	24. 
	Review working hours of all hard to fill posts posts. Consider if work could be undertaken at other times to suit applicants eg early morning or evenings.  
	Service Managers, HR
	HR resources
	Many potential applicants will not want or be able to work 9-5.  Many services no longer require this pattern of work. 

Students and those with families may be seeking to work at these times. 
	Ongoing across service areas
	Changes considered in key areas where feasible.  Further areas to be looked at.

	25. 
	Assess opportunities for Term-time only working and school friendly part time arrangements eg 9.30 – 3.00.
	Service Managers; HR
	HR Resources
	Family friendly, saves salaries at what may be quieter times of year and of working day.
	Guidelines for TTO in Emp Handbook

Mar 04
	awaiting review of flexible working 05/06

	Staff Development & Ownership
	

	26. 
	Introduce staff communication systems that are transparent and understood – particularly in relation to issues relating to change. Introduce formal structure of Team Briefings.


	CITs HR and Communications; All HR; Managers; PR
	Managers time but seen as good investment
	Seen as cause of R&R difficulties in Audit commission Study.  Weakness in CPA.

Essential component of corporate IiP

Work Underway
	Communications systems set out and outlined explicitly for staff.

April 04.
	In place – improvements shown in Emp Survey

	27. 
	Introduce a Staff Recognition Scheme to recognise creativity and innovation as well as performance and Long Service)
	CMT; HR
	Approx £5000 per year from service budgets; time/effort from those organising event
	Arrangements currently exist in LLLCS and SSHP but these recognise different things.

Initial Work Underway
	Criteria for awards agreed and publicised to staff and implemented by mid 2004
	In place

	28. 
	Full use of  SDA by managers – Training and Career aspirations to be moved up the agenda.  Clearer performance targets linked to Council’s objectives.
	All Managers
	Managers’ commitment.

Training for some managers.
	Required for CPA and IiP but if this is to be effective in retaining staff the quality of management must be high.

Work Underway
	100% SDA ; improved response in Employee Survey

2004/5
	Revised (PDA) scheme In place

	29. 
	Other Training and Development initiatives eg better Induction, job offers to include Post-entry training, 
	T&D staff; all Managers
	Increase in Training Budgets required
	The Council spends less than other London Boroughs on staff training and development
	Improved response from staff in 2004 Staff Survey
	Induction reviewed, further review late 05

	A Better Place to Work
	

	30. 
	Reduce bureaucracy
	All Senior Staff
	No overall cost increase (requires proper risk management)
	Seen as cause of R&R difficulties in Audit commission Study.
	Ongoing commitment
	Some progress, greater awareness – more to be done

	31. 
	Monitor, refine Fair Treatment Policy – address recurring themes
	Strat HR
	HR resources;
	Demonstrable commitment to fair treatment required. Monitoring information is reported to HR CIT.
	Policy reviewed accordingly and any changes implemented


	Review undertaken, new policy in place.

	32. 
	Address Stress and perceived stress issues – Stress Strategy
	All Managers
	No net cost
	Stress is major push factor resulting in people leaving public sector jobs. Would also reduce sickness absence levels (25% days lost due to stress)

Strategy in place. Further Work Underway
	Reduction from 25% of days absence due to stress to 20%

Dec 04
	19.6% (2004)

	33. 
	Improve the working environment through a range of actions (eg carpets, canteen, appearance of workplace etc) 
	Facilities Management Staff; All Managers
	Significant but improved procurement will help
	A staff consultation on ‘desired environment’ would have a positive impact on morale as well as being a useful planning tool.  Results must be publicised and action plan implemented otherwise impact on staff will be more negative than not consulting at all.
	An agreed long term vision for the working environments is in place and has been interpreted
	CC recarpeted, Access Hounslow work due to commence summer 05.  Accomm. Strategy being developed

	34. 
	Establish mechanisms for greater involvement of staff in improvements in service delivery and in setting and monitoring performance standards
	All Managers
	Managers’ commitment
	Required for CPA and IiP.

Work Underway
	System of Team Briefings in place across the Council

See notes

Mar 04
	In place.  New arrs to facilitate upward communication now in place.

	Monitoring and Improvement
	

	35. 
	All staff leaving the Council to be asked to complete an Exit questionnaire and offered the opportunity for an Exit Interview.  Results to be analysed.
	All Managers; HR
	 HR resources; Managers’ commitment
	Key to ongoing analysis of retention difficulties.  Should be mandatory.

Work Underway
	All leavers given Exit Questionnaire; analysis reported on

and action planned.

Dec 03
	In place – some under use – more to be done on monitoring.  Process to reviewed again.

	36. 
	Improve CPA, BV and other inspection scores
	All Staff
	
	Seen as cause of R&R difficulties in Audit commission Study.

Work Underway
	Good CPA, 2 star services or better.

Level 3 or better in Equality Standards
	Improvements in CPA and SS inspections

	37. 
	Collaborate with local businesses, Education Business Partnership and other west London boroughs to address common R&R issues
	Head of HR; Chief Officers
	 HR resources
	Work Underway
	Shared responses to common R&R problems in place.

To be ongoing
	Links with EBP established and with neighbours through WLA 

	Recruiting for the Future  (the following actions are closely aligned and meeting targets in all areas may not be possible) 
	

	38. 
	Each department to identify and fill posts of Graduate or School Leaver Trainee at ratio of 1 trainee to 100 posts. Gives 20 in Council
	Chief Officers; HR; line managers and teams working with Schools/Univ’s, Connexions
	From existing salaries and training budgets.
	Requires firm commitment and enthusiasm from managers.

Work Underway
	20 Trainees in post

Starting from Sept 04
	Grad schemes now in place in all depts. Look at school leaver options

	39. 
	Introduce corporate Modern Apprenticeship scheme
	All HR; certain Managers – working with LSC
	Within Staffing budgets.  Attracts external funding.
	Currently under-exploited by the Council

Work Underway
	Fifty M.App’s appointed over the life of the project (4 years)
	Not completed SHRM to pick up when appointed

	40. 
	Actively participate in New Deal by introducing training programme for identified work areas. (likely to be Care and or Catering jobs)
	All HR; certain Managers working with Job Centre Plus
	Some hidden and direct costs to start but would attract some funding
	Some work underway with Job Centre Plus – will be developed further

Work Underway
	Options evaluated Dec 03
	Some success

	41. 
	Targeted outreach work eg with schools, colleges, Univ’s, community groups,
	Certain Managers; All HR working with Schools, Connexions
	 HR resources
	Long term investment but seen as essential if we are to compete with other sectors
	Links established with 4 schools, WTC and TVU or another University

April 04
	Achieved for key areas – other areas to be examined

	42. 
	Evaluate the Employers’ Organisation Graduate Recruitment Scheme
	CMT; 
	Approx £26,000
	This would require a pooling of budgets.  
	Graduate in post

Sept 2004

at earliest
	Local approach preferred – aimed at specific professions

	43. 
	Produce options for Succession Planning ie growing our own staff.
	Head of HR;  All HR
	HR Resources
	It is essential that any arrangements introduced are fair, do not discriminate and ensure that appointments are “on merit”.  Careful consideration will be required.

Initial Work Underway
	To be Determined
	Positive Action programme completed, Development activity in SS.  Extensive use of secondments.

Corporate Guidance to be developed

	44. 
	Proactively pursue opportunities to engage Students on Industrial placements and temporary or part time contracts.
	HR; Managers
	No additional costs.  May save on agency & advertising costs.
	Links with local universities have been established and a number of placements commenced in September 2003.  Supervision time likely to be a factor.

Work Underway
	Students in place

From Sept 03
	In place – launched 2004








