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Welcome 

Kate van der Sluis FREC Managing Partner

Kate has over 20 yearsôexperience in consultancy, Kate has

worked with clients in the manufacturing, tech, engineering and

service sectors, from start-ups to FTSE 250. Kate likes simple,

effective strategies and enjoys working with business owners

and entrepreneurs.

Kate has a degree in English & Psychology from NTU, is a

Fellow of Institute of Recruitment Practitioners (FIRP FREC),

She is a founder member of the HEY LEP Talent Forum and an

advisory board member for Marketing Humber.

Kellie Calvert MCIPD Director of HR Consultancy

Kellie has over 22 years experience in HR, within the UK,

Europe, and the US, including automotive, transportation, tech,

retail, and leisure sectors.

Kellie is energetic, positive, and passionate about making a

difference in each and every business we work with.

Her specialisms are Employee Relations and People Strategy ï

the how behind attracting, developing, and retaining the right

people

Our Mission
Is to create a new type of HR in the region. One that is positive, commercially focused, and proactive. One that brings

measurable bottom-line value to our clients.



Setting Your Team up for Success
For First Time Managers



What we will cover today:

1. The basics of hiring the right people 

2. Engagement ïwhat is it?

3. Employment contracts and documents ïa quick overview 

4. The performance management process approach 

5. Interactive session ïgiving feedback 



The basics of hiring the right people 

Å Letôs talk about how not to hire 

Å What are your experiences as a candidate? 

Å What is the worst experience youôve had when applying for a job? 

Å What is the worst experience in interview? 

Å What are your best and why? 



Hiring the right people

What - Job Description

Å Job title
Å Department
Å Report lines 
Å Aim of the role
Å What the role is accountable/ responsible for

This last point is key: 

Å Why are you hiring? 
Å Does it need to be external? 
Å Have you considered secondments or promotion? 
Å Permanent or Fixed term? 
Å Can you outsource the work?  



When to hire 

Itôs never too soon

Å A fast process would be 4 weeks from start to offer being 
accepted 

4 weeks notice = 8 weeks before start 

12 weeks notice = 16 weeks before start 

Å Thisdoesnôtinclude onboarding and training period
Å Peak months for hiring are January and September
Å Wherever you can, hire ahead of your requirements



How to hire 

Å The latest academic research of what recruitment processes make the most effective hires. 
The most effective by far is a measure of general intelligence combined with a work sample 
test (or tests). 

Å Think about work based assessments and objectively measuring intelligence or emotional 
intelligence.

Å Examples of assessments: 



How to hire  

Complete the 
Pre-Screen and 
keep the notes 
to hand so you 
can re -confirm 
any information 
since last 
conversation .

1 
Ask for a CV or 
written 
document  if 
going to invite 
for interview 

2
Prepare the 
standard óCore 
Questionsô that 
you will ask 
every  
candidate.

3
Book a suitable 
room and 
inform any front 
desk 
colleagues who 
they will be 
expecting. First 
Impressions 
Count ïboth 
ways! 

4



The interview 

ASK THE CANDIDATE 
WHAT THEY KNOW 

ABOUT THE 
COMPANY? 

FILL IN ANY GAPS BY 
GIVING THEM AN 

OVERVIEW OF THE  KEY 
INFORMATION THAT IS 

RELEVANT 

ASK THE CANDIDATE 
TO TALK THROUGH 

THEIR CV. ASK THE PRE-
PREPARED  CV 
QUESTIONS

CHECK IF THE 
CANDIDATE HAS SEEN 
THE JD. ASK IF THEY 

REQUIRE ANY 
ADJUSTMENTS?

ASK THE  CORE 
QUESTIONS. 

ASK IF THEY NEED 
ADJUSTMENTS TO THE 

ROLE

GIVE THE CANDIDATE 
THE OPPORTUNITY TO 

ASK QUESTIONS ς
NOTE THESE DOWN

MAKE SURE YOU ASK 
FOR NOTICE PERIOD 

AND SALARY 
EXPECTATIONS. 

INFORM OF THE NEXT 
STEPS/TIMEFRAMES



Why is engagement important?

Å Boosts productivity

Å Increases customer satisfaction

Å Lower levels of employee turnover, absence and H&S incidents 

Å Helps retain the best people

Å Boosts company culture

Å Is a symptom of success 



For employee engagement to exist, employees must answer 
yes toé 

1. I know what is expected of me

2. I know how Iôm doing

3. I know why my work is important

4. I know whatôs in it for me

5. My manager cares



What frameworks do we use to manage employees?

Å Contract of employment

Å Job description

Å Policies/procedures 

Å COMMUNICATION



Contract of employment: recommended clauses:

Å Job title

Å Start date

Å Probationary period

Å Place of work

Å Working abroad

Å Training entitlements

Å Working hours

Å Overtime

Å Breaks 

Å Pay/benefits/bonus/commission/pension  

Å Holidays/public holidays 

Å Other paid leave (statutory FF)

Å Sickness absence/pay

Å Any other benefits

Å Confidentiality

Å Collective agreements 

Å Changes to terms of employment 

Å Grievance procedures

Å Disciplinary procedures 

Å Deductions from pay

Å Short time working/layoffs

Å Data protection/IP

Å How to terminate employment

Å Return of company property 

Å Governing law/jurisdiction

Å Restrictive covenants 

Å Acknowledgments 

4. I know whatôs in it for me
1. I know what is expected of me



Job Description

Å Job title

Å Department

Å Report lines 

Å Aim of the role

Å What the role is accountable/ 

responsible for

Policies

Å Equal opportunities/equality and diversity 

Å Time off/sickness absence 

Å Disciplinary

Å Grievance

Å Flexible working

Å Family leave 

Å Data protection/personal data

Å H&S

Å IT/communications

Å Expenses 

1. I know what is expected of me



But how do we address points 2, 3 and 5?

Å Induction 

Å Probation 

Å On-going communication 



Induction setting 
an employee up to 
succeed.

Induction is about the integration and 
socialisation of a new employee into the 
organisation 

A positive first experience of an 
organisation will lead to better 
integration, quicker productivity and allow 
an employee to reach their potential 
sooner

Provide structure around their first week, 
month and probation period and a óbuddyô 
system 



What should be covered:


