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INTRODUCTION

What is the Employee Life Cycle?

The Employee Life Cycle describes the key stages that a person progresses through when engaging with
an organisation as an employee. The cycle starts from a person becoming aware of an organisation,
continues through their employment and ends when they leave the organisation.

The Employee Life Cycle outlines the key stages a person experiences during their working life in an
organisation and typically comprises of 7 stages:

In healthcare systems, like the NHS, the Employee Life Cycle follows the typical 7 stages but with added
sector specifics. Recruitment requires rigorous professional and safeguarding checks, onboarding
includes mandatory, clinical and non-clinical safety training and development focuses greatly on
continuous professional development. Retention seeks to address the potential for burnout, demanding
workloads, and wellbeing - making the cycle safety and compliance driven and wellbeing focused, as it is
well documented that a happy, healthy workforce has better outcomes for patient care.

This handbook aligns to the NHS People Promise as a guiding values-based framework. The purpose of
the handbook is a reference tool for managers and leaders in supporting their staff through the different
stages of employment.
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Throughout this handbook we will refer to Practices and Primary Care Networks (PCNs) as organisations.
You will see helpful resources and links to click onto to support each of the 7 stages.
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The Employee Life Cycle often begins before a person applies for a job. Initial awareness may occur
from a job posting, however, familiarity with the organisation may exist well before applying for a job.

Stage 1 Aims: To optimise the attraction stage and position the
organisation as an employer of choice.

Key Actions:

Promote the organisation’s brand and ethos, the NHS People Promise, Lincolnshire Primary Care and
the People Promise Trailblazers programme accreditation level (if applicable)

Showcase supportive inclusive workplace cultures in all recruitment materials

Advertise benefits such as patient centred, CQC results, pension scheme, flexible working, career
development and values driven work

Promote the close stakeholder relationships e.g. with Lincolnshire Training Hub, Universities,
Colleges etc

Use employee testimonials and the ‘day in a life’ of a nurse, receptionist, practice manager, for
example.

Use the Lincolnshire County Council/2 Aspire link that highlights videos showcasing Lincolnshire
Primary Care staff in their roles

Guidance and
Templates:

2 Aspire Careers Attraction and
in Primary Care Recruitment Pack

Employee Life Cycle Handbook

3

NOILOVYLLV



https://careers.2aspire.org.uk/key-sectors/health-social-care/primary-care/
https://drive.google.com/file/d/1C_DJJPMu9FG2ajDoBqwYALaPDUR2yCeH/view?usp=drive_link

RECRUITMENT

4

STAGE 2
RECRUITMENT
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The recruitment stage extends well beyond
the interview itself. It includes activities
ranging from creating the job advert to guiding
successful candidates after the interview and
ensuring they are prepared for their first few
weeks in their new role.

Stage 2 Aims: To optimise the
recruitment process - attract,
shortlist and appoint the most
suitable candidate for the role.
Recruiting safely and fairly with
a focus on team fit and patient
safety.

Guidance and
Templates:

Key Actions:

Referring to your organisation’s approach to
recruitment, including your recruitment policy
and procedures

Reviewing the need for the post and
considering whether it is required and/or how
the work could be done differently

Creating targeted campaigns that address
skills shortages and crucial clinical roles
Setting in advance and adhering to the
timelines for recruitment, including longlisting,
short- listing and interview arranged offer
Providing an accurate and up- to-date job
description and role profile - ensuring it has
been job evaluated for AFC roles

Creating suitable, value-based interview
questions and identify any other appropriate
selection methods for the role. For example, in-
tray or People Promise values alignment tests
Keeping candidates informed at all stages of
the process

Involving independent recruitment champions
from diverse backgrounds to be part of
shortlisting process and interview panels
Considering any reasonable adjustments
required for the interview and doing the job if
successful

Keeping up to date with key legal requirements
when recruiting, such as, right to work, equality,
data protections, professional registrations
Having awareness of how to avoid
discrimination and unconscious bias within
recruitment processes

oy =i A o
NHS People NHS Constitution LPC People Plan
Promise for England
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https://www.england.nhs.uk/our-nhs-people/online-version/lfaop/our-nhs-people-promise/
https://www.gov.uk/government/publications/the-nhs-constitution-for-england
https://drive.google.com/file/d/1_R61I56c6tmpQb_aPIhRQTYBKaXVK-4G/view?usp=drive_link

STAGE 3
ONBOARDING
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An effective onboarding process is essential to ensuring new employees feel welcomed and supported
from their first day. It provides an opportunity to demonstrate that their wellbeing is a priority and that
the organisation fosters a proactive, supportive and inclusive culture.

Stage 3 Aims: To optimise the onboarding stage by integrating new
employees smoothly and effectively into the team and organisation and
having an awareness of the local and national healthcare systems and
priorities.

Key Actions:

Providing an onboarding plan for the new team member. For example induction, core skills and
mandatory training, risk and workstation assessments

Ensuring that colleagues have been introduced to the team and key colleagues

Ensuring that new team members have access to technology and are provided with ID and security
access

Setting clear objectives and behaviour expectations (in-line with the organisation’s values and the job
descriptions) and check regularly with the new team member to ensure that these are understood
Discussing with the new team member if they would like a mentor/buddy

Considering any reasonable adjustments required

Guidanceand | x——

Templates: EpseiaE oLick

EI CLICK El‘f' [=] CLICK
2 % B

Enterviews Welcome Handbook Receptionist and Care New Receptionist National Induction
for International Navigator Survey Module
Recruited Staff
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https://drive.google.com/file/d/1MlzcgZ4zFkIv3rVisYwqyPujFDAbpIld/view?usp=drive_link
https://docs.google.com/presentation/d/1QLuVM8Xbq151--ZN9iUlQVuq9NSqzDRW/edit?usp=drive_link&ouid=102260486480947804694&rtpof=true&sd=true
https://drive.google.com/file/d/1CQROAffyiATFBnwlGiBzFyYfC28xlsSo/view?usp=drive_link
https://drive.google.com/file/d/1KLeuuKMTaE5LL05nhiRbnH8-anqZcKTw/view?usp=sharing
https://www.england.nhs.uk/leaders/national-induction-framework/
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E focus should move to engagement. This stage
involves fostering motivation and recognition
for their contributions, while also promoting and
z reinforcing the organisation’s culture. sustaining
= ongoing timely two way engagement is vital for
Z .
E employee growth and development and it plays a
o key role in enhancing wellbeing, job satisfaction
and productivity.
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Key Actions:

Recognising the impact of employee engagement on clinical outcomes
Understanding how your organisation seeks feedback from and listens to
employees and their representatives

Knowing the mechanisms for staff engagement. For example the General
Practice Staff Survey (GPSS), People Promise Trailblazers programme and
enrolment, employee forums, staff health and wellbeing champions community
of practice, staff networks and unions

Motivating and engaging employees and how this can have a positive impact
on patient care

Understanding the value of a positive culture, the principles of a Just and
Learning Culture and the Kindness, Civility and Respect toolkit and the impact
this has on the working environment

Creating a safe space for colleagues to share their feedback and experience
without feeling judged

Leading and supporting the team to complete the GPSS and work as a team
with the results in making continuous service improvements

Working together with your team to agree an action plan to create positive
change - using the People Promise as a framework

Acknowledging and responding promptly to ideas and concerns shared by your
team

Actively recognising and celebrating individual and team successes
Recognising the importance and valuing different perspectives and
contributions

Valuing and respecting everyone, irrespective of their role or seniority
Conducting regular one to ones and team meetings

Encouraging staff involvement in Quality Improvement and compliance
standards and audits

Make the most of opportunistic contacts to check in with staff

1N3INIOVON3

Guidance and Templates:

[ N——

Kindness Civility Just and NHS Culture and NHSE Violence, Aggression,
and Respect Toolk Restorative Culture Leadership Programme Reduction and Prevention
Standard

L S CLICK

4 ME

NHSE Moments Saying Thank You Staff Experience
That Matter Campaign Booklet NHS Futures

Appreciation Cards
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https://www.nhsemployers.org/case-studies/implementing-just-and-learning-culture
https://www.england.nhs.uk/culture/culture-leadership-programme/
https://www.england.nhs.uk/publication/violence-prevention-and-reduction-standard/
https://drive.google.com/file/d/1tOzJh-2H_emW90euYJuQ2yNEMIxhyrob/view?usp=drive_link
https://docs.google.com/presentation/d/1Kufi-sjd2Gwr9M9QFtRROsTcLVhSSvsC/edit?usp=drive_link&ouid=102260486480947804694&rtpof=true&sd=true
https://drive.google.com/file/d/13t_JO2HvjbZF1F8pUGrdzrxzzEzZrxfD/view?usp=drive_link
https://future.nhs.uk/MidlandsStaffExperience/groupHome

STAGE 5
DEVELOPM

DEVELOPMENT

Investing in employee training and development
not only equips your organisation with valuable
skills for the long term but also enhances the
overall Employee Life Cycle. Providing both

role specific expertise and soft skills such as
communication, leadership and constructive
feedback enables employees to become more
capable and well-rounded team members.
Offering clear goals and opportunities for growth
also strengthens engagement and retention.

Stage 5 Aims: To optimise the
development stage by supporting
continuous learning, personal and
career growth, ensuring quality
care and career satisfaction.

8 Employee Life Cycle Handbook



Key Actions:

Having knowledge and compliance of the statutory and mandatory training
requirements for your team

Having knowledge of where to access information on learning and
development opportunities in your organisation

Having knowledge of career pathway opportunities within the organisation
and the wider NHS

Collaborating in creating a culture where regular one to ones and annual
appraisals take place

Undertaking meaningful career conversations

Nurturing and developing diverse talent

Carrying out annual career conversations with direct reports and
supporting them with their continued professional development and career
plans

Identifying and implementing a range of options to support employee
development. For example ‘on the job’ learning such as, stretch projects,
shadowing and learning from others, as well as formal training

Having a debrief with colleagues who have attended a development
programme to see what they have learned, and how it can be applied to
their role

Coaching and mentoring individuals and teams to develop their skills and
capabilities to be their best at work

Valuing diversity, different perspectives and contributions

Having a genuine interest in employees’ career aspirations to support
them to develop and progress

Encouraging and supporting underrepresented groups to access career
development opportunities to reach their full potential

Identifying development needs through one to ones, appraisals and
training needs analysis

Encouraging multidisciplinary learning sessions

Enabling CPD time and funding where possible

Offering leadership pathways (clinical and non-clinical roles)
Encouraging portfolio working and specialist interest areas

1N3INdOT3A3IA

Guidance and Templates:

[ N——

Bl 28 CLICK
h‘“‘h ME

[EIFEe
[ = M
B e

Annual Annual Appraisal One to One People Promise
Performance Form Template Trailblazers Programme
Appraisal Cycle Information Leaflet

How to have Wellbeing Equality, Diversity
conversations and Inclusion
Improvement Plan
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https://www.england.nhs.uk/supporting-our-nhs-people/support-now/having-safe-and-effective-wellbeing-conversations/
https://www.england.nhs.uk/long-read/nhs-equality-diversity-and-inclusion-improvement-plan/
https://drive.google.com/file/d/1GFBkGNm8Y_tLuAy15DKLZaVQ4DuWEd2q/view?usp=drive_link
https://drive.google.com/file/d/1tlQbBKvHJRF5nCDCBuj48SHlhVGxlTW6/view?usp=drive_link
https://drive.google.com/file/d/1-uPDMfEwiQWRT9PfXGBpB_B3_SQFpXxp/view?usp=drive_link
https://drive.google.com/file/d/1uzLgBzUP7Qve7QqzmofGq56YhER814ht/view?usp=drive_link

RETENTION

STAGE 6
RETENTION

It can be tempting to assume that long standing employees no longer require ongoing support,
however, effective retention strategies are an essential component of the Employee Life Cycle.
Once time and resources have been invested in an employee’s training and development, it is vital to
continue nurturing their engagement and satisfaction. Neglecting this can risk the loss of valuable,
highly skilled team members.

Stage 6 Aims: To optimise the retention stage by retaining skilled and
motivated staff. Maintain wellbeing, engagement and commitment to
Lincolnshire Primary Care and the Practice and PCN.

Key Actions:

Collaborating in creating a culture of inclusion, recognition and belonging

Offering flexible working arrangements where possible

Addressing workload pressures with adequate support and staffing — can anything be done any
differently?

Conducting regular wellbeing and stay conversations

Recognising the impact of the work environment on employees’ health and wellbeing, as well as the
impact of health and wellbeing on employees’ performance

Having knowledge of processes and procedures in signposting and promoting the range of health and
wellbeing support options available in your organisation

Ensuring your team plan their leave regularly and proportionately

Ensuring all your team have undertaken a workstation assessment if they regularly work at a desk
Monitoring turnover rates — are there any themes and trends?

Guidance and O [ X [ X

Templates: cK [E%57:40E CLICK [E [¥¢[E] CLICK
& ME A . ME e » ME

S e 55 Eii!i@ =
Flexible Working NHSE Health and Retention Hub
Wellbeing Framework NHS Futures
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https://www.england.nhs.uk/long-read/national-flexible-working-people-policy-framework/
https://www.england.nhs.uk/publication/nhs-health-and-wellbeing-framework/
https://future.nhs.uk/retention

Factoring retirement options into the retention stage demonstrates commitment to supporting
employees throughout their entire career journey. It is important to recognise that retirement
isn't a one size fits all - everyone's circumstances, goals and timelines will be different.
Promoting flexible retirement options benefits both employees and the organisation. It can
help employees understand the choices available to them and plan a confident, well-supported
transition into the next stage of their lives.

Key Actions:

Promote flexible working and retirement options. For example information leaflets, resources
and guidance

Promote training and awareness opportunities. For example financial planning, retirement
options, NHS or organisation pensions

Understand employees’ goals and aspirations through regular one to ones and annual appraisals

>

Guidance and B s D v O .

Templates:

Flexible Retirement,  Retirement Guidance, NHS England Midlands,
NHS Employers Acas Ways to Stay
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https://www.acas.org.uk/retirement
https://www.nhsemployers.org/articles/flexible-retirement
https://www.waystostay.co.uk/pension-flexible-retirement/

STAGE 7
SEPARATION /

OFFBOARDING

= -

An employee’s departure does not necessarily mark the end of the working relationship with the
organisation. For some, career progression naturally involves moving on to new roles or organisations,
which can be viewed as a positive and healthy step in their career journey. Ending the employment on
positive terms enables them to serve as an advocate for the organisation, sharing positive experiences
with potential future candidates. Preserving a constructive relationship also keeps the possibility open
for the employee to rejoin the organisation in the future.

Stage 7 Aims: To conduct respectful and informative exit processes for
employee’s leaving the organisation.

Key Actions:

Undertaking the processes in your organisation for managing employees who are leaving your team
Undertaking the exit interview processes to understand the employee’s experience of working in your
organisation

Identifying which HR and Payroll forms need completing to avoid over or underpayment of wages
Completing HR and Payroll forms promptly to prevent any overpayment

Undertaking a face to face exit interview, or ask another manager if appropriate, to understand the
employee’s experience of working in your organisation

Informing other colleagues that someone is leaving, and what happens next

Considering skills gaps and risks of someone leaving

Having conversations with the leaver to ensure a handover of processes, tasks etc

Managing the leavers annual leave, taking outstanding leave before their departure date where ever possible
Celebrating the employee’s contributions

SEPARATION /
OFFBOARDING

Guidance and
Templates:

Exit interview Guidance Exit Interview Guidance
and Template 1 and Template 2
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https://drive.google.com/file/d/1DjuT9Har6WXsZgmG2awBwF2RhSrO_Dp-/view?usp=drive_link
https://drive.google.com/file/d/1B-ih244cZERXh4O6jMPV3OgXlCst563j/view?usp=drive_link
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THE NHS ENGLAND PRIMARY
CARE BULLETIN

The NHS England primary care bulletin is a weekly email update that provides
healthcare professionals with the latest news, guidance, policy updates, and
resources relating to health policy and practice.

It is designed for teams across:

General practice (GPs, practice managers, nurses)
Dentistry

Community pharmacy

Optometry

LINCOLNSHIRE lincolnshire INHS| 7, m
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https://www.peoplehr.com/en-gb/resources/blog/what-is-the-employee-lifecycle/
https://www.acas.org.uk/discrimination-and-the-law
https://www.england.nhs.uk/long-read/the-expectations-of-line-managers-in-relation-to-people-management/
https://www.england.nhs.uk/long-read/the-expectations-of-line-managers-in-relation-to-people-management/
https://www.england.nhs.uk/email-bulletins/primary-care-bulletin/
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