Formal Report: formal reports are longer and have more sections than informal letter and memo reports, containing a title page, letter or memo of transmittal, table of contents, body, references and appendices. 
This short and simplified sample shows a title page, memo of transmittal, table of contents, a brief version of the body, and references.
You are a member of a nurse recruitment and retention committee for a northern area. A recent survey has been conducted among hired nurses to evaluate which recruitment strategies are the most effective and which are the least effective. 
You are writing a report to the assistant deputy minister of health to present and analyze the survey’s findings and offer recommendations.
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This report evaluates the effectiveness of nurse recruitment strategies in use by the Nurse Recruitment and Retention Committee, based on the results of a survey conducted by the Registered Nurses Association of the Northwest Territories and Nunavut.

Due to the on-going nursing shortage in northern areas, the importance of an effective nurse recruitment strategy cannot be underestimated, especially as the population continues to grow and many current nurses are due to retire within the next decade. 

The goal of the survey was to learn which recruitment strategies are most effective and should be continued or enhanced, and which recruitment strategies are not providing satisfactory results for the funds being spent. The best use of available funds is a significant consideration. Resources need to be spent where they deliver the best results.
The survey results show that, as expected, some recruitment strategies are underperforming and can be eliminated, such as placing ads in newspapers and magazines, and sending recruitment teams to job fairs. Employee referrals were the most effective strategy, as well as recruitment packages. 
The Nurse Recruitment and Retention Committee recommends developing an updated recruitment plan with fewer but more effective recruitment strategies. Funds currently used on ineffective strategies need to be redirected to strategies that bring in better results.
The Registered Nurses Association of the Northwest Territories and Nunavut generously took on the time-consuming task of surveying their Nunavut members. Eva Kublu, a member of the Nurse Recruitment and Retention Committee and a former nurse, acted as a liaison between the committee and the nurses association. Her contributions and efforts were invaluable.
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An Evaluation of Nurse Recruitment Strategies 

Used by the Nunavut 

Department of Health and Social Services
Introduction and Background
Like many northern areas, Nunavut struggles with a shortage of health care providers, particularly nurses. While Nunavut’s population continues to grow, the number of nurses is not keeping pace. With the majority of nurses aged over 40, upcoming retirements will only add to the nursing shortage.
There are numerous consequences of a nursing shortage for Nunavut’s population as well as for the nurses currently working in Nunavut. 
Clearly, the most pressing issue is that the people of Nunavut do not receive adequate health care when needed, in particular those most vulnerable, such as elders and children. 
The nursing shortage is also creating extremely difficult working conditions for nurses trying to meet the needs of Nunavut’s population. The workload of Nunavut nurses is estimated to have increased by 70% over the last twenty years.

Recruiting more nurses to meet Nunavut’s health care needs has been identified as a priority for the Department of Health and Social Services. The Nurse Recruitment and Retention Committee has been working diligently on nurse recruitment in co-operation with the Registered Nurses Association of the Northwest Territories and Nunavut. 
Purpose

The purpose of this report is to determine which nurse recruitment strategies are the most effective and which are the least effective. The strategies currently in use have been studied and correlated to their success rates, based on a survey of nurses who accepted nursing positions in Nunavut as a result of recruitment efforts between 2003 and 2007.
Obviously, the effectiveness of future recruitment campaigns could be increased by focusing on the most successful recruitment strategies.

Knowing which recruitment strategies are the most effective will also help the Department of Health and Social Services budget public funds more wisely. Funds being spent on less effective strategies could be redirected to more effective strategies.
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Scope and Limitations
This report focuses on recruitment strategies alone and does not include an evaluation of retention issues.

The Registered Nurses Association of the Northwest Territories and Nunavut has gathered the information for this report. However, this report evaluates only Nunavut’s nurse recruitment strategies as outlined in the Nurses Recruitment and Retention Committee Strategic Plan 2003-2007.
Recruitment Strategies and Tools in Use
The following recruitment strategies and tools are in use by the recruitment committee:
· Recruitment packages with DVDs;
· Signing bonuses;
· Recruitment teams at job fairs;
· Employee referrals;
· Newspaper and magazine ads;
· Northern allowance;
· Internet job postings.
Survey Results and Analysis
The survey conducted by the Registered Nurses Association asked hired nurses to rank which single recruitment strategy or tool had the most influence on their decision to accept a nursing position in Nunavut. 
The results can be briefly summarized as follows:


Strategy/Tool





   Effectiveness

Recruitment packages with DVDs



16%


Signing bonuses





13%


Recruitment teams at job fairs



  6%


Employee referrals    




20%


Newspaper/magazine ads




  7%


Ads in nursing journals/publications


15%


Northern allowance





10%


Internet job posting sites




10%
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According to these results, the single most effective recruitment tool is employee referrals, followed by recruitment packages, then ads placed in nursing journals or publications.

Recruitment teams attending job fairs and placing ads in newspapers and magazines were the two least effective strategies.

Conclusions
When the Nurse Recruitment and Retention Committee was formed, it made the assumption that a broad and varied recruitment strategy would reach the most number of potential hires and deliver the best results. However, this survey shows that fewer but more productive strategies bring in the greatest number of hires. 
Recommendations
Nurse recruitment strategies and tools need to be adjusted to be more effective. In particular, a more focused but effective recruitment strategy needs to be developed and implemented. 

The Nurse Recruitment and Retention Committee recommends that expensive newspaper and magazine ads be discontinued as a recruitment strategy, as well as sending recruitment teams to job fairs. 
Funds can be redirected into more effective ads in nursing journals and publications, and into producing and distributing more recruitment packages. 
With employee referrals as the most successful recruiting strategy, the committee also recommends a closer look at how this strategy can be developed even further.
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