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1. INTRODUCTION
This report presents the findings of a small study commissioned by the UK Workforce Hub, to assess the following:
· the extent to which HR software is currently used by voluntary and community sector organisations (VCOs);
· whether the available software meets the needs of the sector;
· the range of costs of the software;
· where VCOs do not use HR software, what alternatives they are using to record employee information;
· what can be learned from the experiences of VCOs who have used HR software.
2. PARTICIPATING ORGANISATIONS

Eleven organisations participated in the study. Eight of the organisations had HR software and three did not. Not surprisingly, the three that did not were the three smallest organisations. Of these three smaller organisations, Hospice at Homes was the largest, with 100 staff, and is in the process of researching possible software. 
	ORGANISATION
	ANNUAL TURNOVER
	STAFF NUMBERS
	VOLUNTEER NUMBERS
	HR SOFTWARE USED?

	Childhood First
	£5m
	150
	0
	Yes

	Charities Aid Foundation
	No info
	437
	0
	Yes

	WWF - UK
	£48m
	360
	4000
	Yes

	Blenheim CDP
	£6.5m
	150
	30
	Yes

	DoE award
	c.£8m
	115
	c.50,000
	Yes

	Kingston and Wimbledon YMCA
	£10.5m
	420
	50
	Yes

	Rethink
	c.£45m
	1373
	602
	Yes

	NCVO
	c.£11.2m
	150
	Not known
	Yes

	Hospice at Home
	£3.2m
	100
	600
	No (but researching possible software currently)

	Roots HR
	£75,000
	5
	0
	No

	Volunteer Centre Edinburgh
	£463,000
	25
	c.30
	No


3. FINDINGS – VCOS THAT USE HR SOFTWARE
3.1. Systems used

A range of HR systems are used. The eight organisations with HR software used, between them, seven different systems. 
	ORGANISATION
	SYSTEM USED
	FOR HOW LONG
	GENERALLY SATISFIED WITH THE HR SOFTWARE USED?

	Childhood First
	Carval HR Unity 
	2.5 years
	Generally satisfied

	Charities Aid Foundation
	Chris 21 from Frontier 
	5-6 years
	No – in the process of getting a new system

	WWF - UK
	HRPro (ASR) 
	6 mths
	Generally very pleased

	Blenheim CDP
	Cascade HR 
	4 years
	Generally yes

	DoE award
	ASR (but moving to Snowdrop) 
	A long time!
	No, in respect of current software. In the process of getting new software.

	Kingston and Wimbledon YMCA
	Personnel Manager (Vizual) 
	3 years
	Good enough and very cheap

	Rethink
	Chris 21 
	7 years
	Yes 

	NCVO
	Simply Personnel 
	In the process of implementing
	Yes, so far


3.2. Features of the system

In addition to personnel record keeping, seven or the eight organisations had training administration modules. Five had recruitment administration modules, two had volunteer records and two had employee self-service, with two more planning to introduce self-service in the future. 
	ORGANISATION
	PERSONNEL RECORDS
	TRAINING ADMIN
	RECRUITMENT ADMIN
	VOLUNTEER RECORDS
	EMPLOYEE SELF-SERVICE

	Childhood First
	Yes
	Yes
	Yes
	No
	Available but not yet used

	Charities Aid Foundation
	Yes
	No
	No
	No
	Yes (limited)

	WWF - UK
	Yes
	Yes
	Yes
	No
	Not as yet but planned for May/June 09

	Blenheim CDP
	Yes
	Yes
	No
	No
	No

	DoE award
	Yes
	Yes
	No
	No
	No

	Kingston and Wimbledon YMCA
	Yes
	Yes
	Yes
	Yes
	No

	Rethink
	Yes
	Yes
	Yes
	Yes
	No

	NCVO
	Yes
	Yes
	Yes
	No
	Yes


3.3. Advantages

The two organisations that are seeking to purchase a new system, Charities Aid Foundation and the DoE Award felt (as one might expect) that there were very few advantages of their systems. 

Of the other six organisations, the majority reported the following advantages: improved efficiency/lower admin costs, the potential for greater pro-activity (eg through absence triggers) and better statistics/reports.
	ORGANISATION
	IMPROVED EFFICIENCY/ LOWER ADMIN COSTS
	MORE STRATEGIC TIME
	PRODUCTIVITY INCREASE: EMPLOYEE AND MANAGER
	CAN BE MORE PRO-ACTIVE
	BETTER COMPLIANCE/ERROR REDUCTION
	BETTER STATS/REPORTS

	Childhood First
	Yes – reduced paperwork between remote sites and central office
	No
	Yes
	Yes - provides reports eg absence such as Bradford factor, to prompt action   


	Yes - information input directly at source reduces errors from transposing          


	Yes

	Charities Aid Foundation
	
	
	
	
	
	

	WWF - UK
	Yes – when self-service is introduced
	
	
	Absence recording and management has improved
	
	

	Blenheim CDP
	Yes - automates some tasks, programs reminders etc.  

	No
	Yes - no self service, but through provision of management information, reminders re. probationary 
reviews, appraisals etc.      


	Yes - tracks absences, send emails to managers when certain absence trigger points met. 


	Yes
	Yes – eg easily able to monitor staff turnover rates. 



	DoE award
	No
	No
	No
	No
	No
	No

	Kingston and Wimbledon YMCA
	No - much time inputting; reports not fully utilised


	No
	No
	Yes – sickness reporting useful
	No
	Yes/No - some done easily



	Rethink
	Yes
	Yes
	N/A
	Yes
	Yes
	Yes

	NCVO
	
	
	
	
	
	


The organisations were also asked about any other advantages. Comments were as follows.
	ORGANISATION
	OTHER ADVANTAGES

	Charities Aid Foundation
	All of the above if the system worked properly - it was over-sold and have way under delivered damaging the credibility of the HR team.  We are in the process of tendering for a new system and dropping CHRIS 

	WWF - UK
	Very easy to operate

	NCVO
	Still to determine advantages, but looks good so far. 

It was by far the cheapest system we reviewed and it did all we wanted it to.  We also chose it because it was compatible with our organisation's IT system (SQL). We don’t think that an organisation with 100-200 staff needs an HR system from one of the more expensive providers. 


3.4. Disadvantages

Fewer disadvantages were identified than advantages. Two organisations felt that their system did not meet the needs of the voluntary sector in general, although one of these said that this was however not an issue for their specific organisation. 

	ORGANISATION
	NOT USER-FRIENDLY
	DOESN’T MEET VOLUNTARY SECTOR NEEDS
	LACK OF IN-HOUSE SKILL TO MAINTAIN
	NOT COST-EFFECTIVE, TOO EXPENSIVE
	DIFFICULT TO 
PRODUCE 
REPORTS

	Childhood First
	No
	Yes (though not an issue for us)
	No
	No
	No

	Charities Aid Foundation
	Yes
	
	
	
	Yes

	WWF - UK
	No -disadvantages
	
	
	
	

	Blenheim CDP
	No
	Not straightforward to record volunteer details and separate them from employee records.


	
	Ongoing maintenance costs can be expensive for smaller organisations, although our system relatively low cost to purchase, annual support costs c.£1,700+ p.a.    


	No

	DoE award
	No
	N/A
	No
	No
	Yes

	Kingston and Wimbledon YMCA
	Yes - need to get used to how to format reports - lots of trial and error


	No
	No
	No – although upgrade would be expensive
	No

	Rethink
	No
	No
	No
	No
	No

	NCVO
	
	
	
	
	


The organisations were also asked if there were other disadvantages. Comments were as follows:

	ORGANISATION
	OTHER DISADVANTAGES

	DoE award
	Limited in info it holds, reporting function poor, no flexibility




3.5. Costs

The organisations surveyed gave information on costs in different ways, thus making direct comparisons difficult. However, from the table below it is clear that the cost of software ranges widely, from £500 at the cheapest, to up to £90,000 being considered for a new system. The organisation that has most recently implemented a new HR software system, NCVO, reported that its software provider was by far the cheapest of those reviewed and that the total cost of the system including implementation was about £6,500. 
	ORGANISA-TION
	COST OF SYSTEM
	ANNUAL LICENSING
	PURCHASE OF SERVERS
	COMPUTER UPGRADES
	IMPLEMENTATION LABOUR
	DEVELOPMENT/ CUSTOMISATION
	PROFESSIONAL SERVICES – DATA MIGRATION
	PROFESSIONAL SERVICES - TRAINING

	Childhood First
	I don't have access to precise costs without considerable effort, so estimates are based on my recollections.


	£2,000


	nil
	nil
	Total implementation cost including data migration and training approx £8,000


	
	
	

	Charities Aid Foundation
	Licensing new system £9k - £30k
	. 
	
	
	New system total implementation £50-£60k


	
	
	

	WWF - UK
	Expensive!
	
	
	
	
	
	
	

	Blenheim CDP
	Cost of system: £1999 basic (discounted) + £2000 training module
	£1715 annual support


	
	n/a
	
	
	£1,600


	£1,850



	DoE award
	
	We were being charged an annual support fee, but no longer supported, so we didn't pay it. So no costs currently

	
	
	
	
	
	

	Kingston and Wimbledon YMCA
	One-off purchase - about £500


	Didn’t renew
	nil
	nil
	nil
	nil
	
	

	Rethink
	
	£8503
	
	£300 each
	£1000 per day
	£850 per day plus VAT
	£850 per day plus VAT
	£1200 per day plus VAT for project management. 



	NCVO
	Total cost £6,500, Most of this was set-up costs. Each module (HR, training, recruitment and self-service) cost about £750 each. 
	Annual support cost is about £600 (Simply Personnel vary the support costs according to the number of staff). 


	
	
	
	
	
	


3.6. What is felt to be missing 
Where organisations felt that their systems lacked what they wanted, the key theme was about a lack of flexibility to achieve what the user wanted the system to do. Whilst one organisation, Blenheim CDP, indicated that the lack of flexibility concerned a situation unique to the voluntary sector (volunteers), the others were simply concerned about the flexibility and ability of their system to deliver in general. 

	ORGANISATION
	NEEDS IDENTIFIED

	Charities Aid Foundation
	Looking to get a new system



	Blenheim CDP
	Ability to record and separate off volunteer records from employee records



	DoE award
	Quite a lot!



	Kingston and Wimbledon YMCA
	Flexibility of screen fields, although just purchased package to do this. 




3.7. Recording volunteer details?

The specific issue of recording volunteer details was considered. 

Blenheim CDP felt that it was not straightforward to record volunteer details and separate them from employee records. 
There issued raised by Blenheim CDP included the following:

· There could be benefits in having volunteers on the HR system, in terms of workflows, automatic reminders and recording training. 

· However, the inclusion of volunteers on the HR system could increase the licence cost, as the cost is based on the number of people recorded on the system.
· Including volunteers on the system makes it more difficult to separate out employees for the purpose of reporting. Blenheim CDP is currently investigating the possibility of customising the system to include volunteers. 

The WWF also has a large number of volunteers, although they are not ‘traditional’ volunteers, but rather activists, to whom email alerts are sent so that they can get involved in a petition or lobby their MP. The details of such activists are already recorded on a contacts database which is mainly used by the Fundraising department and the Communications Department. The HR team does not have a relationship with these activists therefore it is not seen as desirable to record them on the HR system. 

Kingston and Wimbledon YMCA has Vizual, which is a simple Access-based database. The Director of Human Resources has customised the system so that there is a separate section for leavers and a separate directory for volunteers. 

In general, a further issue is that volunteer management and HR management are frequently not in the same functional area, so there may be less desire to incorporate records onto one system. 

3.8. Other comments 

Other comments given are outlined below. 
	ORGANISATION
	OTHER COMMENTS

	Childhood First
	Implementation took longer than anticipated, due to remote users having difficulty accessing the central server. Training was delivered very early in the process, so most of the learning had been forgotten, or staff had changed by the time the database was fully available.

Ongoing support from Carval is helpful and friendly.
We chose this system rather than better known ones because it offered all the functions we needed at a considerably lower price. Sales, implementation and support staff have all listened to and taken on board our needs.

	Charities Aid Foundation
	Make sure the system will do what you require, don't over customise it and ensure there is a very good helpdesk/support network with people that are well trained.

	WWF - UK
	We will be adding other features such as a payroll link. Generally very pleased with the system. 

	DoE award
	The Snowdrop system that we are in the process of purchasing will give us much more flexibility, enhanced reporting, flags and automated reminders, ability to mail merge directly from the system, opportunity to record recruitment campaign details, opportunity to record learning and development etc.



	Kingston and Wimbledon YMCA
	All the systems are essentially information databases, but most are prohibitively expensive, particularly if linked to payroll system. 



	NCVO
	Transfer of data has been relatively easy. The input of the Head of IT was useful - you don’t necessarily need an IT specialist, but someone in the know, who can ask the right questions, such as whether the HR system is compatible with existing IT systems in the organisation. 
We started the project with brainstorming what we might want an HR system to do. This helped us build up a big specification and was a useful process to go through.  


4. FINDINGS – VCOS THAT DO NOT USE HR SOFTWARE

4.1. How staff records are kept
All of the three organisations use a spreadsheet or electronic files to keep staff records, with one using a combination of paper and spreadsheet. 
	ORGANISATION
	HOW STAFF RECORDS ARE KEPT

	Hospice at home
	Spreadsheet 

	Roots HR
	Spreadsheet/electronic files


	Volunteer Centre Edinburgh
	Combination of paper and spreadsheet


4.2. If buying HR software, the features that they would wish to have
Of note is that all three organisations would want the facility to keep volunteer records, although this was not a feature that appears to be readily available from ‘off the shelf’ HR software.  

	ORGANISATION
	PERSONNEL RECORDS
	TRAINING ADMIN
	RECRUITMENT ADMIN
	VOLUNTEER RECORDS
	EMPLOYEE SELF-SERVICE

	Hospice at Home
	Yes
	Possibly (depends on costs)
	Yes 
	Yes
	Possibly (depends on costs)

	Roots HR
	Yes
	Yes
	Yes
	Yes
	No

	Volunteer Centre Edinburgh
	Yes
	Yes
	No
	Yes
	No


4.3. Interest in buying HR software in the next 5 years

	ORGANISATION
	Y/N

	Hospice at home
	Yes

	Roots HR
	Yes


	Volunteer Centre Edinburgh
	No 


	REASON IF NO
	Volunteer Centre Edinburgh

	Feel organisation too small to benefit
	Yes

	No funds
	No

	Insufficient IT expertise
	No

	Good system already - meets needs
	Yes

	Available software doesn't meet voluntary sector needs
	No


4.4. Other comments
	ORGANISATION
	OTHER COMMENTS

	Hospice at home
	Would like to introduce HR software and have had a number of demonstrations in the last few months. But now looking at budgets.    



	Roots HR
	As an HR professional I have seen so much time and money wasted on HR software. I would like to see pro-active support for implementation included in any software package, provided by the developer or re-seller.


5. KEY POINTS ARISING FROM THE STUDY
5.1. For what size of voluntary and community organisation is HR software useful?

The software provider Simply Personnel indicated that its smallest client has around 25 staff and HR software may well be useful for this size of organisation, depending on what the organisation needs the software to do. 
The other lower cost HR software provider, Vizual, has two products for smaller organisations. One is called Personnel Assistant and is specifically targeted at organisations with up to 20 staff. Its other product is called Personnel Manager and is targeted at organisations with 20-200 staff. 

From the survey and discussions with participant voluntary organisations, it seems that when an organisation reaches about 100 staff, it becomes more important to have HR software. At this stage, there are advantages in terms of greater administrative efficiency and the ability to be more pro-active, for example in responding to absence triggers. However, each organisation is different. An organisation with a fairly stable staff workforce of 100, for example, may find it easier to continue with a paper-based system than an organisation which has higher staff turnover. 

5.2. What systems are in place where VCOs are not using HR software?

Where HR software is not in place, VCOs are using spreadsheets/electronic files or a combination of a spreadsheet/electronic files and a paper-based system.
The system used by Roots HR is described at Appendix 1.  

5.3. Does the software meet the needs of the voluntary sector?

There is no strong evidence that HR software does not meet most needs of the voluntary sector. It is true that HR software is not generally set up to record volunteer details, but this does not seem to be an over-riding consideration for many of the voluntary organisations which participated in the survey. Further, volunteer management may be in a separate part of the organisation from HR management and this fact, as much as any limitations on software, may be a reason why there is not more integration of employee and volunteer records on one system. 

However, this report covers a relatively small number of VCOs. Further research could provide a fuller picture. 

5.4. What is the range of costs?
A wide range of costs was reported, from £500 at the cheapest, to up to £90,000 being considered for a new system. The adage of ‘you pay for what you get’ must be true to some extent, but it does appear that VCOs wishing to purchase HR software would do well to ‘shop around’ for the best prices for their requirements. 

5.5. What can be learned from the experiences of VCOs who have used HR software?
The following tips can be taken from the VCOs who participated in the survey. 

· Check and check again what you will be getting: one voluntary organisation felt that the system they received was way over-sold and failed to deliver what they anticipated. 

· Be aware that implementation may take longer than anticipated. 

· Don’t deliver training too early – training needs to be given just before the system is due to go live, or it may be forgotten.

· Consider carefully what you need – does the system deliver what you require? Perhaps have a half day meeting with key stakeholders to have an ‘ideas storm’ of all the features of an HR system that you would like – and then prioritise them into ‘have to have’, ‘would like to have’ and ‘could do without’!

· Once you know exactly what you need, shop around for costs – costs vary considerably!
· Check out ongoing support – are helpdesk staff helpful and well trained? Consider getting references from existing customers. 

· Don’t over-customise the system – it will cost you more money to pay for the customisation and it may make the system unwieldy. 

· Use the expertise of in-house IT people if you have them – they can help you to ask the right questions of HR systems providers. 

Wendy Blake Ranken

Workforce Hub report
April 2009

APPENDIX 1

Roots HR – use of an electronic system for HR record keeping
Roots HR cic is a newly formed social enterprise, providing HR support to voluntary and community organisations. Roots HR currently has four employees, plus a number of consultants who work on an as required basis on a contract for services. Jan Golding, founder and director of Roots HR, says that Roots has established a very simple system to keep HR records. She has an electronic folder for each employee, as well as some paper-based files. In the electronic folder, Jan keeps information such as application forms, equal opportunities information, references and information concerning work each individual has undertaken. Mindful of the Data Protection Act, this is all held within a password controlled storage area that only she can access, thus ensuring that staff do not access each other’s personal or sensitive data, even by accident.

Jan has an ordered protocol for the manual files, which are kept in a locked filing cabinet and contain a limited number of paper-based personnel documents such as contracts of employment. One other person can access these in Jan’s absence for emergency information such as next of kin details. These are placed at the front of each file so that there is no need to hunt through other information to find these. A separate file to record staff sickness is maintained away from this, ensuring that this information cannot be inadvertently accessed. Because of the nature of the work done by the organisation, a Data Protection policy is already in place and both electronic and paper-based documents are retained in line with document retention protocols set out in this.

Each month, Jan sends an email to her outsourced payroll provider, for salaries to be processed.

In the future, as Roots HR grows, Jan says she will probably set up a simple database for staff records, either using Access or a specialist HR package. At the point the organisation acquires a scanner, the paper-based files will all be scanned and become part of the electronic filing system. 

For recruitment exercises, Jan has set up a straightforward monitoring spreadsheet, a copy of which is attached. 

	Name
	Source
	Jobpack sent
	Application rec'd
	Interview?
	Accepted?
	ID
	Right to work
	Certificates
	Payroll details

	Person A
	Network
	16/02/2009
	03/03/2009
	Yes
	Yes
	Yes
	Yes
	Yes
	

	Person B
	Charityjobs
	16/02/2009
	04/03/2009
	No, declined
	
	
	
	
	

	Person C
	Job Centre
	17/02/2009
	03/04/2009
	Yes
	No, declined
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