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5AMOC Contributing to the 
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LO1.Be able to plan for the implementation of change processes within an organisation  
 
LO1.1 Establish the need, objectives and potential benefits in relation to a specific change 
requirement.   
 
Joining a new organisation can be a daunting experience.  However, joining an organisation during a 
worldwide pandemic can be an extreme challenge and anxiety levels can be significantly higher.  Joining 
an organisation under these circumstances is a considerable change to these individuals, having never 
started a new post in this way, with the requirement to work from home.  It is also a considerable change 
for line managers and staff already in post due to the need to adapt and change onboarding and induction 
processes to support new employees into the organisation.   No one had joined an organisation in this 
way before and it was recognised that they would need more support than usual to ensure they felt part 
of the team and wider organisation and understood their role and responsibilities and how they 
contribute to the wider organisation objectives.  It would also take more effort from line managers and 
team members to assist with onboarding and induction. 
 
In July 2020, the Workforce & OD Directorate recruited three new employees.  A colleague and I were 
approached by a senior manager and asked to assist with the development of a new onboarding/induction 
process for the directorate as the standard procedure was no longer fit for purpose due to the COVID 
pandemic restrictions in place and the HEIW workforce being required to work predominately from home.  
This meant that face to face contact could only occur on the first day when new employees would collect 
their IT equipment.  All future contact would need to be virtual until restrictions were relaxed, including 
introductory meetings, formal induction and training.     
 
There were clear benefits to this change in process as identified by a SWOT analysis (Ev1), including it 
incorporating the organisation values – Together as a team, ideas that improve and respect for all (HEIW, 
2018).   There was also a clear benefit to ensuring a stronger support network was in place, which would 
lead to an increase in confidence, sense of belonging and improved wellbeing.  The change could be 
supported by the availability of mobile IT equipment enabling all staff to work from home.  However, 
there are negatives to this approach, including an increase in screen time due to all meetings being held 
virtually, the effectiveness of home broadband providers and online induction and training may not be as 
effective as when delivered face to face.  There is also a risk of lines becoming blurred between work and 
home life and the ability to switch off.  Finally, there is also a risk to the human element of work and it is 
important that every effort is made to replicate this in the virtual world. 
 
CIPD (2020) highlights the importance of an employee’s first impression of their new organisation and 
how this can have a significant impact on how they integrate with the team and wider organisation.  
Effective induction will help a new employee feel welcome and ensure they understand their role and 
responsibilities.  It should also include access to the necessary support they may require.  Failing to induct 
a member of staff effectively can have a negative impact on performance, retention, wellbeing and 
employee brand. 
 
A successfully adapted onboarding/induction process to support new starters will aid retention and 
ensure they can perform at their best, despite the need to work from home and interactions being virtual.  
It will also support their wellbeing, ensuring they feel valued, are able to perform as required and feel part 
of the wider HEIW community.   
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L01.2. Analyse who will be affected by the changes and their potential information support needs.  
The most significant stakeholders affected by his change were the new employees.  They required clear 
information regarding how they would be required to work and how they would be supported to do so.  
All new employees were informed at interview that, should they be successful, they would predominately 
be working from home, with access to the building only for business need, i.e. printing, and for their own 
wellbeing if needed.  They were all provided with the new starter handbook (HEIW, 2020) prior to joining 
the organisation along with a COVID risk assessment document, directions to the building and a new 
employee pension questionnaire (Ev2).   Moving forward they would require relevant training on systems, 
access to organisational documents and individualised support that helped them settle into their new 
role.  These key documents were identified and developed into a “First 90 day” checklist (Ev3), which also 
included training requirements and pastoral support provision.  
 
Another key stakeholder is the line manager.  They were responsible for overseeing the process and would 
require to be informed of how the process was progressing.  They were responsible for sharing 
information with the new starters with regard the tasks they were required to perform and set 
expectations as well as offering necessary individualised support.  ACAS (2014) explains how managers 
can create a positive vision for the future and understand and demonstrate how it links with team and 
organisational goals.  They understand the impact a change can have on other projects and activities in 
the organisation and understand how one may affect the other.  
 
I was also a key stakeholder in this change.  It was my responsibility to ensure the new starters received 
their introductory meetings with teams and felt supported in their new roles.  Therefore, it was important 
that I was directed by my line manager as to what introductory meetings to facilitate and what tasks were 
given to the new starters so I could support them if required.   This role is described as a change champion 
by Pickering (2009) and Gordon (2020) and involves engaging with the appropriate people, encouraging 
new and desired behaviours and embedding the change.   Change champions should be well networked 
in the organisation and respected by their peers, want to make a difference, focus on solutions and have 
a wide understanding of the organisation. I had been in HEIW for over 2 years and had gained appropriate 
experience, skills and contacts to fulfil this role.   
 
LO1.3. Identify the resources required for the change process and how these will be made available. 
Gartner (2021) highlights the importance of equipping employees with the technology and equipment 
they require to be successful in their role.  Therefore, one of the most significant resources required was 
access to mobile IT equipment to enable the new starters to work effectively from home.  They were 
issued with a laptop and peripheral hardware and given basic training on its use on their first day by the 
IT Team.  They also required protected time to enable them to attend corporate induction, 1:1 meetings, 
peer support group meetings and access to business related documents including the HEIW Integrated 
Medium Term Plan (HEIW, 2020), The Health and Care Workforce Strategy (HEIW & Social Care Wales, 
2020), both key documents in relation to the areas of the business they would be supporting.  Access to 
the necessary documentation was shared with the new starters (Ev4).  
 
LO1.4. Devise a plan, including objectives, actions and timescales for implementing the change.  
My colleague and I discussed the change in approach to inducting our new starters and developed a 
change plan (Ev5) supported by a communication plan using the ACAS (2014) communication strategy 
template.  We used the ADIE OD model described by Roberts (2016) with the aim to ensure our new 
starters received an effective virtual onboarding/induction experience that was not inferior to that which 
would have been received prior to the pandemic, ensuring they gained the knowledge and skills required 
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to undertake their role and felt supported to do so.  It would involve replicating as much as possible the 
standard induction process in a virtual way and include pre-start date meetings, mandatory training, 
training on technology, pastoral support and provision of key documents.  We clearly assessed what was 
required, designed a process, plotted using a gantt chart (Ev6) and supplemented with a 90 day checklist 
(Ev3).  We ensured time was identified to evaluate and embed the change.   
 
LO1.5. Communicate the change plan and gain agreement for its implementation from decision 
makers. 
Once the change plan, gantt chart and 90 checklist were developed, they were shared with a senior 
manager and verbal approval to proceed was given (Ev7 & Ev8). 
 
LO2. Be able to implement a change plan 
 
LO2.1. Follow the agreed plan to implement change processes  
My responsibility with the implementation plan included arranging virtual introductory meetings with the 
Workforce & OD Directorate and wider teams (Ev9) and attend with them to support and ensure they 
understood the information given and understood how their individual areas linked in with other teams.  
I led, along with a colleague, a newly set up peer support group, which consisted of administrative support 
staff from across the Workforce & OD Directorate and offered a safe space for our new starters to ask any 
questions, talk about how they were getting on and be given hints and tips with carrying out their new 
roles.  It was also an opportunity to build relationships with attendees encouraged to talk about both work 
and non-worked related items.   
 
By December 2020, the new starters had attended 22 introductory meeting, with further meetings 
scheduled for the new year (Ev10) and three peer support group meetings.  They had consistently met 
with their line managers periodically and attended team meetings as required and undergone corporate 
induction and their mandatory training.   
 
LO2.2. Provide information and support to stakeholders in line with their identified requirements.  
LO2.3. Apply techniques for maintaining positive working relationships throughout the change 
processes. 
The interactions and business documentation provided gave a good grounding to the new employees and 
helped them to understand their role and how it contributed to the wider organisation.  Kotter.com (2020) 
discusses the formation of a volunteer army to support change.  This was achieved by inviting already 
established administrative staff from the Workforce & OD Directorate to join the peer support group, to 
offer support and share their expertise with the new starters.  This also helped to broaden their networks 
across the organisation.  The purpose of the group was built on the 10 steps to building positive 
relationships recommended by Morrison (2017), including authenticity, shared goals and values, honesty, 
support, commitment and friendship.  The group provided a safe space for all staff to talk about how they 
were feeling and managing the current situation.  Whilst joining an organisation in a virtual way is a 
significant change for new starters, those already in post were also undergoing a significant change in the 
way they were required to work, and also required support.  
 
This group enabled the sharing of other support resources available, including the health and wellbeing 
resources available on the staff intranet (Ev11) and information relating to various groups across the 
organisation, which all staff are encouraged to be involved with, including the Biodiversity Group, Equality 
Champions and Health and Wellbeing network.  Employees were encouraged to join these groups if they 
had a personal interest as it would help broaden their exposure to other important elements of HEIW 
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business and meet other team members.  They were also signposted to the virtual social channels 
available, which have been implemented to try and replicate the human interactions that occur 
throughout the day in the office (Ev12).  
 
Positive working relationships are essential when managing change and HEIW is driving forward 
compassionate leadership principles as championed by Professor Michael West.  His recommended 
approach takes a sensitive approach to the challenges faced and demonstrates a commitment to help 
individuals and respond to their needs affectively.  The key principles are: 
 

• Listen with fascination  
• A shared understanding of the problems faced 
• Empathy 
• Providing support to action  

 
HEIW and West (2020) 
 
This approach can be applied to managing change and formed the basis of my approach to providing 
necessary support.  The support group also took this approach, with all members demonstrating the key 
principles.  All members were struggling in some way or other with the covid situation and this forum 
allowed us to share how we were feeling, understand each other’s difficulties and offer support and 
guidance.  I was able to take positive action, including improving an individual’s home environment by 
sourcing extra IT equipment and furniture.   
 
Another key component of good working relationships is trust.  The peer support group was promoted as 
a safe space for individuals to discuss their concerns and ask for assistance.  Stanford (2017) emphasises 
how trust should always be evident, not just during change, and I believe this group has set the 
foundations of a trusting culture, which will continue well beyond the pandemic.   
 
Ev13, Ev14 and Ev15 are copies of feedback received from the new starters in relation to the support I 
have provided as well as that from the peer support group.  Ev20 is confirmation from a senior manager 
that the support I provided was effective and met requirements.  
 
LO2.4. Monitor the effectiveness of the implementation, agreeing and making justified adaptations 
where required. 
The change plan (Ev5) and Gantt chart (Ev6) were followed effectively and the necessary actions were 
taken.  However, feedback was received from the new starters that they were feeling a little overwhelmed 
by the number of introductions they were undertaking in one day, particularly as there were occurrences 
where three were scheduled (Ev10).   Therefore, I was able to rearrange upcoming introductory meetings, 
ensuring that only one meeting occurred per day. 
 
My colleague and I discussed with the Deputy Director of Workforce & OD carrying out a pulse survey in 
November 2020 with the 3 new employees to measure their onboarding and induction experience.  
However, it was felt more beneficial to ask all new starters to complete the survey to gain an organisation-
wide understanding of experience.  Therefore, we worked with the People Team to develop a pulse 
survey, which was shared with all new starters who had joined the organisation between 23 March and 
31 August 2020 and the results were presented to the Learning & OD Practitioner (Ev16).  This highlighted 
a positive response, however there were levels of dissatisfaction in relation to line manger relationships, 
induction and network and directorate support.  However, as this was an anonymous, organisational wide 
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survey, it was not possible to identify whether the negative feedback came from within the Workforce 
and OD Directorate.  The People Team noted the negative feedback received regarding induction and 
confirmed that this was supported by other conversations.  They therefore made changes to their 
programme and will repeat this survey in due course to identify whether the changes made have improved 
the experience.   
 
LO2.5. Maintain records of the change process in line with organisational requirements  
Documentation on the various elements of the change process were recorded, including notes from 
introductory meetings taken by the Careers and Widening Access Assistant.  Attendance at induction and 
mandatory training compliance was recorded via the Employee Staff Record (ESR) system by the line 
manager.   
 
The pulse survey was anonymised and developed with the People Team, to ensure it was appropriate for 
distribution and adhered to GDPR regulations.  All respondents were provided with details on how the 
information they provided would be used and agreed to participate in the survey (HEIW, 2021).  
 
LO3. Be able to assess the impact of change processes within an organisation  
 
LO3.1. Measure the effectiveness of the change process in meetings the required objectives.  
LO3.2. Identify further work required to embed the changes or further developments if required 
LO3.3. Communicate the key outcomes and the impact of change to stakeholders. 
 
My colleague and I facilitated a focus group involving the three new starters within the Workforce and OD 
Directorate, to measure their experiences with the changes processes that had been implemented.  
Before attending the meeting, they were issued with a consent form that documented their agreement 
to participate and their understanding of how their comments would be used (Ev17a and Ev17b). 
 
The group were asked a series of questions relating to their onboarding/induction experience including: 
  

• How they felt prior to joining the organisation being aware that they would be required to work 
from home. 

• How they felt about the support they had received from the organisation  
• What worked well  
• What worked not so well 

 
The discussion (Ev18) clearly evidenced that all three new starters had received a positive experience 
throughout their first four months in post, with one individual describing the support as phenomenal.  All 
agreed that the peer support group had been beneficial and requested that they would like it to continue 
for the foreseeable future, having given them the opportunity to meet others in the directorate and 
similar roles.  They also appreciated that this forum offered them a safe space to talk about how they 
were feeling and gain support from their peers.  However, the comments received in the pulse survey 
were reiterated in the discussion, highlighting that the induction process earlier on in the year was not as 
effective as it could be.   
 
There were also extremely positive comments received around the planning of introductory meetings and 
my attendance at them, so they did not feel overwhelmed by the information received and that the 
information remained relevant to them and their departments.  They also commented on how the teams 
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they met gave a great impression of the organisation as they were extremely enthusiastic and passionate 
about their workstreams.   
 
Comments were made on where the process could be improved, including the scheduling of introductory 
meetings to coincide with work programmes rather than starting with the Workforce Directorate and 
moving outwards across the organisation, the provision of an organisation chart to understand where 
individuals sat within the organisation and whether PA support was available to senior managers and that 
the health and wellbeing resources webpage is reviewed to be made to look less overwhelming and user 
friendly.   
 
Finally, mixed comments were received on level of workload, with one individual commenting on how 
they had an extremely high workload, and the other two reporting that there had been times where they 
felt frustrated due to the lack of work.  However, all three recognised that with the introduction of new 
team members and workstreams being brought back online, the situation for all would improve in the not 
too distant future.   
 
A summary of the change process, its effectiveness and recommendations, was presented to the Deputy 
Director of Workforce and OD (Ev19) who has asked that the presentation is presented to the Workforce 
& OD Senior Leadership Team to enable shared learning across the organisation (Ev20). 
 
LO3.4. Evaluate the effectiveness of own performance in contributing to the management of change. 
I was able to play a significant role in the planning, implementation and evaluation of this change plan and 
used a number of best practice techniques to ensure the new starters received a positive experience to 
joining the organisation.  I have used the ADIE OD model suggested by Roberts (2016) to identify the key 
elements of the change plan and supplemented this will a number of recommended elements suggested 
by CDI (2014), including becoming a team champion alongside a colleague and identified clear timeframes 
and good programme management practices.  I was able to communicate clearly and tailor the processes 
to meet the needs of individuals.  I was able to embed the changes by continuing to develop the skills and 
knowledge of those involved and maintain momentum by periodically checking in with individuals and 
their line manager to ensure all milestones were met.  Finally, I was able to evaluate the change and make 
recommendations for improvement and received excellent feedback from the individuals and a senior 
manager regarding the role I played in supporting and facilitating the process.  
 
I appreciated that it would not be possible to achieve the desired outcome alone and, following the 
learning I gained from my previous module, I recognised the importance of bringing others onboard to 
support the process.  Therefore, I and a colleague enlisted what Kotter (2020) refers to as a volunteer 
army and developed a peer support group, inviting all Band 5 and under administrative staff from the 
Workforce & OD Directorate to join.  Whilst this was implemented to aid the new employees, it has 
become much more than that and all members are benefiting greatly from the forum and, in hindsight, 
wish this had been something that had always been available as it would have been beneficial to those 
who had joined the organisation in the normal way.   
 
This was a relatively small change affecting a few people, but it required the support of a number of 
individuals and teams to make it a success and my engagement and communication skills helped me gain 
that support.  I feel this demonstrates how I could be part of a guiding coalition in future (Kotter, 2020), 
in relation to larger, organisational change.  Being able to play a pivotal role in this change plan and 
coordinate the various elements has been extremely rewarding and to have received the feedback from 
those I have supported has highlighted my achievement.   
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https://leadershipportal.heiw.wales/playlists/view/80dce861-358d-4744-a26f-d66cc5711500/en/1?options=NaLssff8YFMeKVw0qls4%252BzuA%252Fn0hfUw01Z2nmeMuDKRY9szmFgV1NJTvDW2DsA0OHVNIGoRFVNgbVg9L6nhWYWHdDE0WVbF9vpTSHBIoI4zpyPm0tIAj4Zac0oqQ78sXsV93Mx75nTeB4e%252FBtySRDoMTLkWfBlCF6Jebk3h7VOzJ%252Bcj8rhQbQGJIh3efzoc2Vn60XNnoWo9%252F2WB5mBD3Zw%253D%253D
https://leadershipportal.heiw.wales/playlists/view/80dce861-358d-4744-a26f-d66cc5711500/en/1?options=NaLssff8YFMeKVw0qls4%252BzuA%252Fn0hfUw01Z2nmeMuDKRY9szmFgV1NJTvDW2DsA0OHVNIGoRFVNgbVg9L6nhWYWHdDE0WVbF9vpTSHBIoI4zpyPm0tIAj4Zac0oqQ78sXsV93Mx75nTeB4e%252FBtySRDoMTLkWfBlCF6Jebk3h7VOzJ%252Bcj8rhQbQGJIh3efzoc2Vn60XNnoWo9%252F2WB5mBD3Zw%253D%253D
https://leadershipportal.heiw.wales/playlists/view/80dce861-358d-4744-a26f-d66cc5711500/en/1?options=NaLssff8YFMeKVw0qls4%252BzuA%252Fn0hfUw01Z2nmeMuDKRY9szmFgV1NJTvDW2DsA0OHVNIGoRFVNgbVg9L6nhWYWHdDE0WVbF9vpTSHBIoI4zpyPm0tIAj4Zac0oqQ78sXsV93Mx75nTeB4e%252FBtySRDoMTLkWfBlCF6Jebk3h7VOzJ%252Bcj8rhQbQGJIh3efzoc2Vn60XNnoWo9%252F2WB5mBD3Zw%253D%253D
https://www.kotterinc.com/8-steps-process-for-leading-change/
https://www.kotterinc.com/8-steps-process-for-leading-change/
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SWOT analysis of Change to onboarding process for new starters 

Strengths Weaknesses 

HEIW has a clear set of values. “Together as a 
team, Respect for all & ideas that improve” 
The organisational values form part of all HEIW 
policies and processes  

Availability of office space at home 
Difficulties with understanding organisational 
structure  
Inability to have face to face conversations with 
colleagues  
Training to be carried out virtually 

Increase staff confidence in their abilities Reliance on home broad band capability 
Flexibility More emphasis on self-directed learning 

regarding the business  
Ability to meeting wider team colleagues Difficulty with putting faces to names 
Improved support networks Inability to experience normal working 

environment  
Line manager & team led  Significant screen time 
Sense of belonging and improved wellbeing 
Access to mobile equipment 
Reduced need for travel 
Opportunities Threats 

Embed organisation values and compassionate 
leadership principles, setting clear expectations. 

Inability to manage work and home life 

Embed an effective support network that 
continues beyond onboarding. 

Working longer hours – not knowing when to stop 

Identify a set of working from home principles, 
supported by the Exec Team, to support health 
and wellbeing when working from home.   

Negative impact on performance, relationships, 
health and wellbeing and engagement.   

Measure employee engagement levels via pulse 
surveys and focus groups  

Manager competence/confidence 
Burnout 

Implementation of initiatives to replicate face to 
face interactions  

Higher stress levels 

Inter-team silos/inter-team conflict – needs trust 
and honesty  

Use learning to develop policies and procedures 
to support virtual working  

Failure to form and maintain strong teams 
leading to: 

• lack of trust
• poor performance
• Inter-team conflict
• Lack of commitment
• Poor communication

Use results of NHS Wales staff survey to inform 
future plans and start conversations.   
Share learning with wider organisation to assist 
onboarding of future new starters  

Presenteeism 
Lack of understanding of job purpose and 
expectations 

Evidence 1



From: Ruth Taylor (HEIW)
To: Siôn Ford
Subject: Induction documents
Date: 06 August 2020 14:52:00
Attachments: 20200528 - All Wales Covid-19 Workforce Risk Assessment Tool - PUBLISHED 28 MAY.pdf

Welcome New Starters 0104191.docx
New employee questionnaire-20180525-(V14).doc
Directions to Tŷ Dysgu.docx

Hi Sion

Lovely to meet you earlier and finally be able to welcome you to the team. 

Attached are the documents we discussed.  I would be grateful if you could look over the COVID risk
assessment and confirm you score and also provide me with your car registration number so I can log
you onto our system.

I have attached the pension questionnaire, which I would be grateful if you could complete and send to
pensions.department@wales.nhs.uk  

You will see that I have sent an invite for next Thursday for us to meet again, along with our other team
member, Rubecca. 

Looking forward to catching up again next week.  If you have any questions in the meantime, please
don’t hesitate to drop me an email.

BW

Ruth

Ruth Taylor

Cynghorydd Gyrfaoedd ag Ehangu
Mynediad

Careers & Widening Access Advisor

Addysg a Gwella Iechyd Cymru
(AaGIC)

Health Education and Improvement Wales
(HEIW)

Ty Dysgu Ty Dysgu
Cefn Coed Cefn Coed
Nantgarw Nantgarw
Cardiff Cardiff
CF15 7QQ CF15 7QQ
Ffôn: 01443 846380 Telephone: 01443 846380 
Ebost: Ruth.taylor@wales.nhs.uk Email: Ruth.taylor@wales.nhs.uk
We: aagic.gig.cymru Web: heiw.nhs.wales
@AaGIC_GIG @HEIW_NHS

NHS Wales welcomes correspondence in Welsh or English. Corresponding in Welsh will not lead to any
delay.

Mae GIG Cymru yn croesawu gohebiaeth yn Gymraeg neu yn Saesneg. Ni fydd gohebu yn Gymraeg yn
creu unrhyw oedi.

Evidence 2 

mailto:Ruth.Taylor@wales.nhs.uk
mailto:sionlikesmusic@googlemail.com
mailto:pensions.department@wales.nhs.uk
mailto:Ruth.taylor@wales.nhs.uk
mailto:Ruth.taylor@wales.nhs.uk
file:////c/aagic.gig.cymru
file:////c/heiw.nhs.wales
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Introduction 


 


This Risk Assessment Tool has been developed to help people working in the NHS and Social Care in 
Wales to see if they are at higher risk of developing more serious symptoms if they come into 
contact with the Covid-19 virus. 


 


We want to help you understand whether you may be at greater risk and to help you and your 
line manager to choose the right actions for you based on your level of risk. 


 


Your employer has a duty of care to protect your health and safety at work and this includes 
understanding if you are at extra risk from COVID-19. This duty of care includes ensuring an 
equitable approach for all staff regardless of ethnicity or any other protected characteristics.  


 


The next page sets out an overview of the risk assessment process. It has links to the latest guidance and 
information on the basic things that everyone can do to reduce their risk of COVID-19 infection, as well 
as the things that employers must do to support people who work for them.  


 


Please use the resources as well as the Risk Assessment Tool to get the best results.  







COVID-19 Understand your risk: Act to stay safe 


 
 


 


What you need to do  Step 1   Check your risk – complete the Risk Assessment 
 


 Step 2   Understand your risk 
 


     
 


  A score of 0-3 Low risk  
 


     
 


Observe  A score of 4-6 High risk  
 


    
 


 


A score of 7 or more Very High-Risk 


 
 


Social   
 


distance 
    


 


    
 


 
 
 
 
 
 
 
 
 
 
 
 
 
 
 


 


Deployment to a 


different area 


 


 
 


 


Practice 
Good Hand 


Hygiene 
 
 
 
 
 
 


Rigorous 
Infection 


prevention  


and control 


  


Step 3 Identify the right actions for you 


 


Your employer has a responsibility to put the actions in place with you 


 


 


Step 4 Act now – Take the right actions 


 
 
 
 
 


 


Focus on your health and wellbeing 
 


Control 
Take Vitamin D Manage your Boost your  


existing health  


supplement weight wellbeing  


conditions  


   
 


 
 
 
 


 


Setting and 
PPE review 


 
 
 
 
 
 


 


Workplace 


adaptation 


or  


Role redesign 



https://gov.wales/taking-all-reasonable-measures-maintain-physical-distancing-workplace

https://gov.wales/taking-all-reasonable-measures-maintain-physical-distancing-workplace

https://gov.wales/taking-all-reasonable-measures-maintain-physical-distancing-workplace

https://www.nhs.uk/live-well/healthy-body/best-way-to-wash-your-hands/

https://www.nhs.uk/live-well/healthy-body/best-way-to-wash-your-hands/

https://www.nhs.uk/live-well/healthy-body/best-way-to-wash-your-hands/

https://phw.nhs.wales/services-and-teams/harp/infection-prevention-and-control/nipcm/

https://phw.nhs.wales/services-and-teams/harp/infection-prevention-and-control/nipcm/

https://phw.nhs.wales/services-and-teams/harp/infection-prevention-and-control/nipcm/

https://phw.nhs.wales/services-and-teams/harp/infection-prevention-and-control/nipcm/

https://leadershipportal.heiw.wales/playlists/view/c0abd55e-92ee-44d2-bcd1-33dd0221d1e3/en/1?options=oHXU%252BPmvHPR07%252FdPJVyiI5sWo5wWqGQ3R4ZWrZU%252B9vn1fRQkuIHkJS3aCF%252F5pPA4NRIUrRdtEhtlc1jVmauiYg%253D%253D

https://addtoyourlife.wales.nhs.uk/

https://gov.wales/vitamin-d-advice-everyone-coronavirus

https://111.wales.nhs.uk/livewell/TenSteps/?tenstepsid=1

https://leadershipportal.heiw.wales/playlists/view/c0abd55e-92ee-44d2-bcd1-33dd0221d1e3/en/1?options=oHXU%252BPmvHPR07%252FdPJVyiI5sWo5wWqGQ3R4ZWrZU%252B9vn1fRQkuIHkJS3aCF%252F5pPA4NRIUrRdtEhtlc1jVmauiYg%253D%253D

https://addtoyourlife.wales.nhs.uk/

https://gov.wales/vitamin-d-advice-everyone-coronavirus

https://111.wales.nhs.uk/livewell/TenSteps/?tenstepsid=1

https://leadershipportal.heiw.wales/playlists/view/c0abd55e-92ee-44d2-bcd1-33dd0221d1e3/en/1?options=oHXU%252BPmvHPR07%252FdPJVyiI5sWo5wWqGQ3R4ZWrZU%252B9vn1fRQkuIHkJS3aCF%252F5pPA4NRIUrRdtEhtlc1jVmauiYg%253D%253D

https://addtoyourlife.wales.nhs.uk/

https://phw.nhs.wales/topics/latest-information-on-novel-coronavirus-covid-19/phw-advisory-note-housing-health-social-care-and-support-settings-examples-to-inform-implementation-of-the-covid-19-infection-prevention-and-control-guidance-including-use-of-personal-protective-equi/

https://phw.nhs.wales/topics/latest-information-on-novel-coronavirus-covid-19/phw-advisory-note-housing-health-social-care-and-support-settings-examples-to-inform-implementation-of-the-covid-19-infection-prevention-and-control-guidance-including-use-of-personal-protective-equi/
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Who needs to use this tool? 


 


There are already well established arrangements and guidance for people who are in a ‘Shielding Group’ who should be staying at home or 
who are considered ‘Vulnerable’ according to Public Health guidance and so should already be maintaining strict social distancing. 
 


This tool does not apply to these individuals as following existing guidance already mitigates the risk they face. 


 
 
 


Shielding groups (Very High Risk) and Vulnerable Groups (High risk) 
 


Everyone who is considered to be extremely vulnerable to Covid-19 infection will have received a ‘shielding ‘ letter from the Chief 
Medical Officer for Wales Dr Frank Atherton, setting out the steps you should take to protect your health. These are known as 
“shielding” measures and advise staying at home until a further announcement is made, so this risk assessment is not necessary. 
 


Vulnerable groups (adults who would normally be offered a flu jab for health reasons) are at higher risk and are advised to maintain 
strict social distancing. Appropriate adjustments to their role, redeployment or medical suspension should already be in place for these 
individuals. 
 


 


Pregnant women may be particularly vulnerable and must not work in direct patient-facing roles beyond 28 weeks. 
 


Important note – if you are of a Black, Asian, Minority or Ethnic (BAME) background and under 28 weeks pregnant 


 


New information about pregnant BAME women indicates that they are at considerably increased risk throughout their pregnancy and so 
should avoid face-to-face contact with COVID-19 cases. This means no front line work where there is sustained community transmission. 



https://gov.wales/guidance-on-shielding-and-protecting-people-defined-on-medical-grounds-as-extremely-vulnerable-from-coronavirus-covid-19-html

https://www.nhs.uk/conditions/coronavirus-covid-19/people-at-higher-risk-from-coronavirus/whos-at-higher-risk-from-coronavirus/

https://gov.wales/cmo-letter-extremely-vulnerable-people-support-explained

https://gov.wales/cmo-letter-extremely-vulnerable-people-support-explained

https://www.rcog.org.uk/en/guidelines-research-services/coronavirus-covid-19-pregnancy-and-womens-health/
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How to use this Tool 


 


The Tool asks a number of questions about you that are designed to identify whether you are at a higher risk from 
Covid-19. It asks some questions about your health, weight and ethnicity which may increase your risk of serious illness 
following an infection with Covid-19. 


 


You may know the answers to the questions yourself, but if not you can discuss this with your line manager, 
workforce team, union representative, Occupational Health or advocate. 


 


You may also want to consult your GP about the health conditions that are listed.  


 


Please complete the questions and add up your score. 


 
 
 
 
 
 
 


 


COVID-19 Understand your risk: Act to stay safe 
 


We will continue to develop and improve the All Wales COVID-19 Workforce Risk Assessment Tool. If you have any comments or queries on 
the use or to improve the tool please email HSS.Covid19.WorkplaceAssessmentSubGroup@gov.wales 



mailto:HSS.Covid19.WorkplaceAssessmentSubGroup@gov.wales
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Step 1 


 


 


Check 
your risk 


 
 
 
 
 
 
 
 
 
 


Consider 
 


each risk 
 


factor 
 


that 
 


applies 
 


to you 
 


and total 
 


your  


score 


 
 
 


Risk factor Score 
 


Age – Covid-19 seems to have a bigger impact on people who are older  
 


   If you are aged between 50-59 1 
 


   If you are aged between 60-69 2 
 


Sex at birth – Covid-19 seems to have a bigger impact on males than females  
 


 Male 1 
 


Ethnicity – Covid-19 seems to have a bigger impact on people from some ethnicities  
 


   Do you identify as one of the BAME or Mixed race groups as set out in this link 1 
 


Existing Health conditions (Comorbidity) – Covid-19 seems to have a bigger impact if you already have other pre-existing health  
 


conditions. You may want to speak to your GP if you are not sure about these questions  
 


         
 


 Cardiovascular disease  
 


Are you on any treatment for Hypertension (high blood pressure), Atrial Fibrillation (Irregular heart rate), Heart Failure, 1 
 


Previous MI (had a heart attack), had a stroke, or Transient Ischemic Attack (mini stroke)   
 


   Diabetes Mellitus Type 1 or 2 1 
 


   Chronic lung disease (including asthma, COPD, interstitial lung disease) 1 
 


   Chronic kidney disease (any stage 1-5) 1 
 


   Sickle cell trait, Thalassaemia trait or other haemoglobinopathy 1 
 


Obesity – Covid-19 seems to have a bigger impact if you are overweight  
 


        
 


This link will help you work out your BMI – if your BMI is more than 30  
 


OR If your waist circumference is:   
1 


 


         


   South Asian Female more than 33 inches (84cm); Other BAME or white Female more than 34.5 inches (88cm)  
 


 
  


 South Asian Male more than 35 inches (89cm); Other BAME or white Male more than 40 inches (102cm) 
Family history – Covid-19 seems to have a family susceptibility for some people, especially twins


 


   Has a member of your immediate family (parent under 70, sibling, child) been in ITU or died with Covid-19 1 
  


Total score 



https://eur01.safelinks.protection.outlook.com/?url=https://gss.civilservice.gov.uk/wp-content/uploads/2016/03/P3-Ethnic-Group-June-16-1.pdf%23page%3D7&data=02%7c01%7cheather.payne%40gov.wales%7cfd95bf2ce1f14543338808d7f6630988%7ca2cc36c592804ae78887d06dab89216b%7c0%7c1%7c637248777529451589&sdata=3fjbr5AySg5iKRySGm9yB/ib21aNA/TYOF/yhntIaT8%3D&reserved=0

https://111.wales.nhs.uk/LiveWell/BMICalculator/

https://www.nhs.uk/common-health-questions/lifestyle/why-is-my-waist-size-important/
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Step 2 Understand your risk – what your score means in your workplace setting 


 


 


 Score   
 


Workplace setting Low Risk 0-3 High Risk 4-6 Very High Risk 7 or more  


 
 


    
 


Community care Continue with Consider modified duties 
Work from home or non patient facing 


 


 
caution and PPE Review* 


 


  
 


    
 


Primary care Continue with Consider modified duties 
Work from home or non patient facing 


 


 
caution and PPE Review* 


 


  
 


Secondary care 


 


Consider modified duties 


 
 


Continue with 


Work from home or non patient facing 
 


Non AGP caution and PPE Review* 
 


 
 


    
 


Secondary care 


PPE Review* 


Redeploy out of Aerosol 


Work from home or non patient facing 


 


with AGP Generating Procedure areas 
 


    
 


 


*PPE Review – This should consider the work setting, review all Transmission Based Precautions and ensure 
the selection and correct use of PPE including training and fit testing. 


 


Now arrange a time to discuss with your line manager to agree a plan and ensure you are 
appropriately protected. This may include a discussion with Occupational Health. 
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Step 3 Identify the right actions for you 


 
 
 
 


Now you have completed yourCOVID-19 Risk Assessment score please discuss with your line manager, occupational 
health, workforce team, union representative or advocate to ensure you are appropriately protected.  


 
 


 


Things I can do myself 


 


Do the important things to maintain your safety in the workplace 


 


• Observe good hand hygiene, with frequent use of soap and water 
or alcohol-containing gel.  


• Maintaining a distance of 2 metres is an important aspect of the 
measures we must all take to minimise the risks of the spread of 
COVID 19. It is something we should aim to do in all aspects of our 
daily lives and anywhere in work where this is possible.  


• Use appropriate personal protective equipment identified for 
your role and know how to use it properly.  


• Observe isolation requirements for known or suspected COVID-
19 cases.  


• Ensure your infection control training is up to date. 


 
 
 
 


Things my employer can help with 


 


• Your line manager or union rep will help you use the tools and 
identify the right actions for you.  


• Making adjustments  
 Can some or all of your duties be undertaken or completed in a 


different way



 Can adjustments be made to enable you to work safely,






 Can face-to-face contact with the public and home visits be 
limited or avoided





 Ensure appropriate physical distancing within the workplace






• Will adjustments allow you to work from home  
• If no adjustments can be made to mitigate your risk then 


temporary Medical Exclusion may be considered. 
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Step 4 Act now – take the right actions 


 


 


Following your discussions with your line manager record the agreed plan and ensure you set a time for review. 


 
 
 
 


 


What reasonable adjustments have been 
identified and taken to mitigate your 
identified risks? 


 
 
 
 
 
 


 


………………………………………………………………………. 


 


 


Date adjustments were introduced* 


 
 
 


 


………………………………………………………………………. 


 
 
 
 
 
 
 
 


 


Date for review 


 
 
 
 
 
 
 


………………………………………………………………….. 


 


 


This may be time based or instigated by an 
event that impacts on your circumstances 


 


 
* This should be signed and dated by both employee and line manager 
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Welsh Government are committed to ensuring that we learn quickly so that we can best protect you from harm due 
to COVID-19. 


 


Your help and support in consenting to us gathering the evidence from your risk assessment is vital to inform further 
analysis so that we can better understand the disproportionate impact that COVID-19 is having on some individuals. 
This information will be used for this sole purpose in relation to COVID-19 and to continue to improve our risk 
assessment. It will only ever be your anonymised information that will be shared. 


 


Information provided in confidence will only be used for the purposes advised and consented to by yourself 


 
 
 
 
 
 
 
 
 
 
 
 


COVID-19 Understand your risk: Act to stay safe 
 


We will continue to develop and improve the All Wales COVID-19 Workforce Risk Assessment Tool. If you have any comments or queries on 
the use or to improve the tool please email HSS.Covid19.WorkplaceAssessmentSubGroup@gov.wales 



mailto:HSS.Covid19.WorkplaceAssessmentSubGroup@gov.wales
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Welcome to all New Starters














 Welcome from our Chair and Chief Executive
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Dear Colleague,



On behalf of the Board and Executive Team, we are delighted to welcome you to Health Education and Improvement Wales (HEIW).  As a special authority, we are unique in comparison to other health boards and trusts.  We have a responsibility across the NHS in Wales to ensure that we can recruit, retain, develop and nurture all staff, as we change the healthcare model from cure to prevention.  



In essence, this will require greater levels of collaboration with external providers.  The NHS prides itself on being an employer of choice.  In terms of induction, we are keen to ensure that all new starters feel comfortable within their new work environment as quickly as possible.  



This will include a number of events with individual colleagues and teams, its statutory functions and responsibilities, as well as what you can expect from working as a member of the NHS.



HEIW has a hugely important role to play in NHS Wales, and the work you do with us here will directly impact upon healthcare services and the lives and wellbeing of the people of Wales.  



We wish you all the best over the coming weeks and years, and hope that you will enjoy an interesting and stimulating career with us.





Best wishes,

[image: ][image: ]                                 

		

		



		Dr Chris Jones OBE

Chair of HEIW

		Alex Howells

Chief Executive
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Trawsnewid y gweithlu ar gyfer Cymru iachach

Transforming the workforce for a healthier Wales
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  About us
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Sitting alongside health boards and trusts in Wales, we are the only Special Health Authority. We have a leading role in the education, training, improvement, development, and shaping of the healthcare workforce in Wales, supporting high-quality care for the people of Wales.



Our Vision is to, “Transform the workforce for a healthier Wales”.  HEIW brought together the skills and expertise of three former organisations.  The Wales Deanery; Workforce Education and Development Services (WEDS); and the Wales Centre for Pharmacy Professional Education (WCPPE).



		Postgraduate, Medical and Dental Education

		Pharmacy Professional Education

		Workforce, Education and Development



		

		

		



		



















		

		







HEIW’s principle role is to strategically develop the Welsh health workforce – both now and for the future. 



		Workforce Intelligence

		HEIW is the central, recognised source for information and intelligence about the Welsh health workforce.



		Workforce Planning

		HEIW provides strategic leadership for workforce planning, working with health boards/trusts and the Welsh Government to produce a forward strategy to transform the workforce to deliver new health and social models of service delivery.



		Education Commissioning

		HEIW utilises its funding to ensure value for money and the provision of a workforce which reflects future healthcare needs.



		Quality Improvement

		HEIW quality manages education and training provision ensuring it meets required standards, and improvements are made where required.



		Supporting Regulation

		HEIW plays a key role representing Wales in liaison with regulators, working within the policy framework established by the Welsh Government











  About us





HEIW also has a number of specific regulatory support roles :



		Leadership development

		HEIW establishes the strategic direction and delivery of leadership development for staff within NHS Wales at all levels.



		Careers and widening access

		HEIW provides the strategic direction for health careers and the widening access agenda, delivering an ongoing agenda to promote health careers.



		Workforce improvement

		HEIW provides a strategic leadership role for workforce transformation and improvement, and deliver within its functions an ongoing programme to meet that role.



		Professional support for workforce and organisational development (OD) in NHS Wales

		HEIW supports the professional workforce and OD profession within Wales.







The following image represents our approach to supporting all NHS Family organisations in Wales.  Your role will have an impact on one or more of these areas.  We believe it is important to replicate our approach inside and outside HEIW. The workforce strategy will be applied both externally and internally, so that both mirror each other.  Our partnerships are wide and varied, both across health and social care.  The strategy for HEIW is set out in the Government Paper, A Healthier Wales.
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  Our Board 
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Our executive
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  Our people principles and culture

Our purpose is to integrate, and grow expertise and capability in planning, developing, shaping, and supporting the health workforce - ensuring we have the right staff, with the right skills, to deliver world-class health and care to the people of Wales.   We will do this in line with the following PEOPLE principles.  These capture what we, as the workforce that makes HEIW, feel are important, and also reflect what our partners and stakeholders have told us:

		P

		Planning ahead to predict and embrace changes, and to build a sustainable health and social care system; 



		E

		Educating, training, and developing staff to meet the needs of patients and citizens, in line with prudent healthcare principles; 



		O

		Offering opportunities for development to new and existing staff from all professional and occupational groups throughout career pathways;



		P

		Partnership working to increase value for our citizens, patients, learners, and staff;



		L

		Leading the way through continuous learning, improvement, and innovation



		E

		Exciting, Enthusing, Engaging, Enabling, and Empowering staff across all professional and occupational groups.







		

		What I can expect from HEIW

		What HEIW expects of me



		1

		To receive strong and supportive leadership

		To make the best contribution I can at work



		2

		To be supported in achieving my potential

		To offer and be open to new ideas



		3

		To be given the opportunity to develop

		To contribute to service improvements



		4

		To have the opportunity to contribute to change

		To show initiative in doing my job



		5

		To have the opportunity to test out new ideas

		To be keen to develop



		6

		To be supported to learn if things go wrong

		To take shared responsibility for my own learning and development



		7

		To be kept informed on important issues

		To contribute my views and to offer and be open to new ideas



		8

		To be listened to and my views considered

		To make best use of all communication methods



		9

		To have regular contact with my manager

		To keep my manager informed



		10

		To be trusted to get on with my job

		To provide feedback in a constructive manner



		11

		To be given feedback on my performance

		To take responsibility for my own performance



		12

		To be treated with respect

		To value and respect the contribution of others and work with honesty and integrity



		13

		To be managed in a fair, honest and consistent way

		To support team members where I can



		14

		To be clear about what is expected of me

		To be a reliable member of the team



		15

		To work in a safe, supportive and positive environment

		To contribute to a positive workplace



		16

		To be helped through difficulties whilst at work

		To consider and support the health and wellbeing of others



		17

		To be appreciated and recognised for my work

		To take pride in my work



		18

		To be supported to do the best job I can

		To do my best and promote the work of the HEIW and the services we provide



		19

		To understand my contribution to  HEIW

		To be supportive of my colleagues and the

work they do





  Our values & behaviours 



All HEIW employees have at least one thing in common. You too. Our values and behaviours have been developed by us, the 400 plus people who have come together as a team to form HEIW.  They reflect our thoughts, feelings, and beliefs in how we will, and will not behave and treat others.  They reflect how we will carry out our work and support the delivery of Health and Social Care to the people of Wales

		Respect for All

		In every contact we have with others



		Ideas that Improve

		Harnessing creativity and continuously innovating, evaluating and improving



		Together as a team

		We will work with colleagues across NHS Wales and with partner organisations





· Actively listen and respond to everyone’s views



· Seek to understand alternative viewpoints and perspectives



· Challenge constructively and objectively and  maintain people’s dignity



· Respect other people’s expertise



· Take personal responsibility for our actions, admit mistakes and apologise



· Treat people fairly and equitably



· Value all differences, not just professional backgrounds, experience and skills



		Respect for All

		Ideas that Improve

		Together as a Team



		We Will

		We Will

		We Wil



		







































































		· Be creative, curious and future thinking



· Challenge the status quo and suggest constructive solutions



· Take a positive approach to challenges and problems



· Drive informed innovation and improvement for patients, staff and learners



· Empower staff, teams and partners with skills to improve



· Seek out and respond to feedback from patients, learners, staff and partners



· Talk up and celebrate success



· Embrace and learn from mistakes



· Focus on the ‘whys’, the purpose and the outcome



· Create and protect time and space for reflection and evaluation



		· Seek out, recognise and value the knowledge, skills and experience of others



· Openly receive contributions from colleagues and partners



· Work hard for each other, contribute our best whether we are leading or supporting work



· Work collaboratively



· Be open and transparent and work towards shared objectives



· Have Fun















  



Our values & behaviours 



		Respect for All

		Ideas that Improve

		Together as a Team







		We will not:

		We will not:

		We will not:



		
Allow challenges, or differences of opinion, to become personal;

Behave in a way that could be perceived as bullying;

Exclude others;

Behave in a way that could be perceived as prejudicial;

Give preferential treatment;

Dominate discussions or approaches

		
Withhold important, relevant information;

Forget to communicate with each other;

Lack loyalty towards each other and HEIW;

Work rigidly to defined boundaries



		
Behave in a negative or “can’t do” way;

Be defensive when challenging existing ways of working;

Think we know best;

Allow obstacles to stop improvement;

Blame others for mistakes.







  Working within a bilingual organisation



As a national special authority, supporting the largest workforce in Wales, we actively encourage all staff to speak Welsh, if only for a few words.



ATEB Y FFÔN – ANSWERING THE PHONE



		English

		Welsh

		Phonetics



		Good Morning

		Bore Da   

		Bore-rare dah	



		Good Afternoon

		Prynhawn Da

		Prurr – noun d-are



		(HEIW)

		AaGIC

		Ah-Gick



		**Fred** here   (**your name**)

		**Fred** yma

		******* um-ah	



		I’m sorry, I don’t speak Welsh

		Mae’n flin ‘da fi, dwi ddim yn siarad Cymraeg



		Mine vleen d-are vee, doo-ee thim un shah-rard Cum-raee-g





		Thank you, goodbye

		Diolch, hwyl fawr

		dee-ol-ch, hoo-eel va-oor







Brawddegau defnyddiol arall - Other Useful Phrases



		English

		Welsh



		I am a learner

		Dysgwr ydw i



		Would you like to be transferred to a Welsh speaker?



		A hoffech gael eich trosglwyddo i siaradwr Cymraeg?





		There are no Welsh speakers here at the moment



		Does neb sy’n siarad Cymraeg yma ar hyn o bryd



		Can I take your name and number?	

		Gaf i gymryd eich enw a’ch rhif ffôn?
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  Values based appraisal





HEIW’s values based performance appraisal, enables managers and employees to participate in and deliver a meaningful performance appraisal process, and creates an environment for success.

This policy ensures that:

· Employee performance is reviewed against previous objectives 

· Employee performance is assessed against HEIW’s values and behaviours 

· Work related objectives are agreed for the following year and are linked to HEIW objectives

· Talent conversations occur enabling employees to have the opportunity to discuss their future career aspirations and potential development opportunities are identified

· Successors to critical posts are identified and developed

· Employees and managers are given details of opportunities that are available, to ensure they are developed in a way that brings job satisfaction, but also supports HEIW in meeting its objectives  



[image: ]

Three of your objectives will be set with your line manager on Page 22 a part of your first 30 day induction.  These will transfer to HEIW’s values based appraisal scheme for continuous review.  The scheme is not based on tick boxes or ratings.  It is not the form that is important.  It is the conversation.  It is employee led and will allow each of us to reflect and review on what has worked well, what has not, and what we can do differently (if anything) next time.  Training is available from the People Team.













  Your immediate support networks

__________________________________________________________________



One of our values is to ‘work together as one team’.  We are all here to support you and each other. Please see guide below to help you during your first few weeks at HEIW.
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New Employee (You)

		· Attend key induction events as identified by your Line Manager ;

· Understand short and long term expectations, document your learning and development aims ;

· Establish relationships with your Line Manager, Peer Support, Mentor and other colleagues identified by your Line Manager.



		



Line Manager 

		· Discuss expectations and team objectives, provide coaching and guidance ;

· Provide context for significant issues such as strategy, customers, culture, structure and challenges ;

· Ensure that mandatory training courses are completed and that any recommended training courses are discussed ;

· Communicate expectations regarding long and short-term objectives, via initial 90 Day Induction Schedule and values based appraisal scheme, including a review of learning, and review joining progress at 30, 60 and 90-day intervals.





		

IT & Business Support Services 



		· Assist you and your Line Manager through this 90 day process ;

· Secure office space, supplies, technology, and materials (phone, PC, etc) ;

· Support resolution of issues related to physical desk set up and technical set up, equipment and access.





		





Mentor’s



(Optional – available on request)



		· Does not have direct line management responsibility for you

· Provide insights into area of work, the HEIW and how to be successful in the role

· Act as a ‘sounding board’ for the first 12 months of employment as an effective way of helping you settle and develop into your role

· Initiate periodic meetings to review the status of your joining process, discuss observations / issues and provide background / frame of reference as needed



		

Peer Support

		· Facilitate introductions to team, stakeholders and partners 

· A colleague or team member who can provide information and advice for the first 2-3 weeks and who will generally act as a ‘how to’ person





		People & OD Team

		· Provide ongoing support and advice

· For first line support for all initial people queries, policy or procedural issues, please contact the People team via heiw.people@wales.nhs.uk 
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  Your immediate support networks

		

Work with your Line Manager to review a list of contacts within the HEIW and where appropriate arrange meetings during your first 90 days.  Key contacts may include peers, senior Managers and other directorate partners across HEIW /NHS.





		Think and explore how each contact is related to your role at HEIW and how they can assist in your career success.  Where appropriate, set up time with each to learn more about their role and expectations for your working relationship and how you collectively need to work together to ensure success of the team / directorate.







Key Contacts



The following information will help you understand the joining process and who will be involved that can help you.  Your line manager will help you to complete this list within your first week of employment.



		Title

		Name

		Contact Details





		Line Manager

		

		



		Director / Dean

		

		



		Other Directors / Deans

		

		



		Head of People / People team

		

		



		Buddy / Mentor

		

		



		Peer Support

		

		



		Health & Safety Representative

		

		



		Equality & Diversity Representative / People team

		

		



		Information Governance Colleague

		

		



		Equality & Diversity Representative 

		

		



		



		Peers – Meet with colleagues in similar roles with similar responsibilities. You should take advantage of opportunities to meet regularly to exchange ideas, share information and build relationships and networks.  Suggested discussions include:



· Learn more about the business (goals, challenges, needs) ;

· Any specific networks / groups they suggest you to be a part of ;

· Any advice they might have for someone who is new to the HEIW ;

· Qualities/skills required to be successful for someone in your role or at the HEIW in general





























  Corporate Induction / Welcome Programme Itinerary



You will be invited to attend one of our upcoming corporate welcome / induction events.  Please see timetable below for an overview:



		Time

		Who

		What we will cover…



		9:30 - 9:45

		Alex Howells, Chief Executive or

Member of the Executive Team



		Welcome to Health Education & Improvement Wales



Introductory remarks – to include:

-Overview of induction session and expectations of participants

- Explanation of how HEIW induction fits with NHS Wales statutory & mandatory training requirements

- Importance of living our values & behaviours

-Emerging Priorities for our organisation – 6 month plan



		9:45 – 10:45

		Foula Evans,

Head of People & OD



Plus external guests







		People & OD

* Policies & procedures

* Staff Benefits

* Introduction to E Expenses
* Values based performance appraisal

* Health & wellbeing including Occupational Health

* Workforce inclusion

* Employee wellbeing

* ESR 

* NHS statutory and mandatory training



		10:45 – 11:00

		

		Comfort Break



		11:00 – 11:35

		External guests





		Introduction to Finance:

- Procurement led by Christine Thorne 

(11.00am to 11.35am)

- Counter fraud led by Nigel Price 

(11.35am to 12.10pm)

- Finance 

(12.10am to 12.45pm)



		12:45 – 13:15

		Dafydd Bebb,

Board Secretary

		Who we are - Statutory process and Standing Orders

Getting to know HEIW and the statutory basis for the Chief Executive, HEIW’s work and Standing Orders



		13:15 – 13:45

		

		Lunch (please note this is not provided)



		13:45 – 14:15

		Chris Payne

		Planning including Health and Safety



		14:15 – 14:40

		Angharad Price

		Communications update



		14:40 – 15:40

		Representatives from directorates TBC



		Who we are (6 x 15 minutes for each Directorate)

· Medical

· Dental

· Nursing

· Pharmacy

· Careers and Widening Access

· Leadership and Succession



		15:40 – 15:50

		Break

		



		15:50 – 16:20

		Tracy Norris, NWIS

		Information security



		16:20 – 16:50

		Huw Owen TBC

		Cymraeg 

· Basic phrases

· Introduction to Welsh Language

· Update / Next Steps



		16:50 – 17:00

		Panel

		Any questions



		17:00

		

		Close and signposting to other L&D events 
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 Your first 90 Days

		

Our goal is to provide you with a positive experience which helps you settle into your new role and develop your skills and knowledge.  



We want to ensure you feel welcomed and engaged at Health Education and Improvement Wales from the start of your employment.  To achieve this, the joining process will:



· Familiarise you with your colleagues through mentoring, peer support and networking events ;

· Help you understand how your role fits into the wider aims of HEIW, its strategy and initiatives ;

· Identify longer-term development opportunities through regular reviews with your Line Manager. ;

· Provide you with information about working here and help you to understand the expectation of your role.



Your 90-day timeline



		

		5 days

		0-30 days

		30-60 days

		60-90 days



		1. Review objectives of the role

		

		

		

		



		2. Develop an understanding of the HEIW and its aims / objectives

		

		

		

		



		3. Build relationships

		

		

		

		



		4. Attend HEIW Induction 

		

		

		

		



		5. Complete online learning (e.g. HR system, Equality & Diversity, DSE and Information Security)

		

		

		

		



		6. Identify 3 objectives for the first 90 days and review learning and development needs

		

		

		

		



		7. Complete the 90 day induction, and transfer the objectives to the values based appraisal process.

		

		

		

		







The first 90 days has been broken into manageable sections: Day 1, Week 1, 30 days, 60 days and 90 days.  The following tables provide a list of suggested activities.   Please review these activities with your new starter to agree and create the ideal joining experience for them. The list of activities is not exhaustive and there may be additional role or directorate specific elements you may need to agree with your new starter. 











		  The first 90 Days: Day 1



		

Meet with your Line Manager to:



		

		Establish working hours and lunch arrangements ;



		

		Provide you with your network email login and access ;



		

		Explain how your role fits within the team, HEIW, and the wider NHS ; 



		

		Discuss how the team operates and introduce you to team members ;



		

		Explain the local security arrangements (alarms, entrance and exit times),  and provide any keys, if applicable ;

Understand the emergency and evacuation procedures. Do you need a Personal Emergency Evacuation Plan?



		

		Give an overview of your role – discuss expectations and any questions that relate to the requirements of your role  ;



		

		Give you an overview of the sickness absence procedures, annual leave procedures (closure dates) and pay arrangements  ;



		

		Discuss any risks associated with your role and any other Health & Safety requirements (DSE / manual handling / hazardous risks)  ;



		

		Give you a tour of the building you are located in and any other areas you may work in or visit (fire exits, facilities, toilet, washroom, kitchen, rest areas, quiet rooms, and photocopier).







Questions for you:



		

		Have you collected your security pass?



		

		Do you know who your first aid person is?



		

		Do you have a copy of your job description?



		

		Do you know where / who to go to for additional support?



		

		Do you know where you will be working and what to do if you are sick?



		

		Do you know where the assembly point is in the event of an evacuation?



		

		Have you discussed any reasonable adjustments you may require in relation to a disability?



		

		Do you know who the first aider is for your area and know how to report any accidents / incidents at work?









		Notes
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  The first 90 Days: Week 1



		Week 1



		

Meet with your new starter to:



		

		Ensure that they are booked onto the HEIW Welcome / Induction course ;



		

		Discuss and populate their key contact list (page 11), identifying who to meet  ;



		

		Explain the values based appraisal review process and start to discuss your objectives ;



		

		Highlight any relevant key policies and procedures that are specifically applicable to your role;



		

		Introduce the use of the HEIW’s IT network, intranet, Office 365, People and relevant systems;



		

		Give you an overview of the organisation chart / structure of the team, Department and HEIW;



		

		Explain the mandatory training courses that must be completed, details of which are available on the intranet: (to be developed )and can be booked through ESR ;



		

		Identify any training or development needs relevant to your role (such as Health & Safety / Equality & Diversity / Welsh Language Skills training/Health & Safety, Equality & Diversity online modules).







Questions for you:



		

		Do you know how to book your leave?



		

		Have you arranged meetings with key contacts?



		

		Do you know where to look for your online payslip?



		

		Have you completed your DSE online assessment?



		

		Do you know who your Mentor and Peer Support are?



		

		Have you completed your Health & Safety online assessment



		

		Have you set up your email signature accurately and is it bilingual?



		

		Check the ESR system to make sure your details, including bank details, emergency contact details, equality monitoring data, disclosure of interest and other information, are up to date.



		

		Have you read the following policies? If not, please use this week to familiarise yourself with them







		· Email use policy 

· Internet usage policy

· Social Media policy and guidelines

· Dignity at Work

· Procedure for NHS Staff to raise concerns

· Annual Leave & Bank Holiday Policy

		· Drugs and Alcohol Misuse policy

· Welsh Language Scheme 

· Equality & Human Rights

· Health & Safety

· Fire Safety

· Appraisal Policy & procedures

· ? Managing attendance at Work









		





  Your first 90 Days: Month 1



		Within 30 days



		

Meet with your Line Manager to: 



		

		Agree one to one meetings, and milestones ;



		

		Explain methods of communications used within the Department / HEIW / wider NHS  ;



		

		If applicable, review any reasonable adjustments that have been discussed and agreed ;



		

		Meet with your manager to set initial objectives for your first 90 days (please see grid below). 







		

		Individual SMART objectives  Specific, Measurable, Achievable, Relevant & Time-bound



		

		What is expected of you?

Specific, Achievable, Relevant

		Measure of success

Measurable

		When is this to be achieved by?

Time Bound



		1

		

		

		



		2

		

		

		



		3

		

		

		









Questions for you:



		

		Have you met your Mentor?



		

		Have you reviewed the people pages on the intranet?



		

		Have you met the team and those identified in your key contact list?



		

		Have you familiarised yourself with your working environment and location?



		

		Have you attended the HEIW Corporate Welcome / Induction programme?



		

		Have you completed the online Equality & Diversity module and online Health & Safety module?



		

		Have you read the Values based appraisal scheme, General Data Protection Regulations, and other relevant People policies and procedures (including work life balance policies)?







Staff Benefits. If you are interested to find out more on the following, please check the intranet:



		

		Staff discounts?



		

		Child care facilities



		

		How to get an eye test?



		

		Equality & Diversity networks



		

		Welsh language support contacts



		

		Employee wellbeing (i.e. Employee Assistance Programme, Occupational Health)










		  Your first 90 Days: Month 2



Please ensure that you have: 



		

		Reviewed your objectives to ensure you understand and are achieving them



		

		Completed any mandatory training courses discussed with your Manager in week 1







If you are interested to find out more on the following, please check the intranet:



		

		Governance and Compliance ;



		

		Financial Regulations/Procedures ;



		

		Welsh Language Scheme & Courses.









		  Your first 90 Days: Month 3





		Within 90 days



		

Please ensure that you have: 



		

		Attended the HEIW Induction



		

		Completed any mandatory and on-line courses



		

		Met with your Line Manager to establish regular meetings









		



		90 Day Review



		

It is recommended you have a 90 day review meeting with your Line Manager; this will give you the opportunity to ask any further questions you may have.







		What next?



		

		

		· Use our values and behaviours to review your performance



		

		· Complete the Feedback Questionnaire for your first 90 days



		

		· Ensure that you have regular meetings with your Line Manager



		

		· Transfer the objectives you agreed on Page 17 to the HEIW Values Based Appraisal Process
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  Our Intranet



Our intranet contains a lot of information to staff to read, add and share.  This includes full access to policies and procedures.  On the intranet homepage, you will need to click the ‘Corporate Information’ box under ‘Quick Links’; 

[image: ]



You will then need to click ‘Policies’, followed by ‘HEIW/NHS Wales policies’.  The link for this folder is:



https://nhswales365.sharepoint.com/:u:/r/sites/heiw-intranet/SitePages/HEIW-Policies.aspx



Other useful information includes:



		NHS Wales

		

		http://www.wales.nhs.uk/nhswalesaboutus.



		Agenda for Change

		

		https://www.nhsemployers.org/your-workforce/pay-and-reward/agenda-for-change/pay-scales





		NHS Wales Core Principles: 



		

		http://nww.sharedservicespartnership.wales.nhs.uk/opendoc/435694 





		NHS Wales Customer Charter: 



		

		http://nww.sharedservicespartnership.wales.nhs.uk/opendoc/443919







  Ty Dysgu – our headquarters



The majority of our staff, some 200 part-time educators for GPs, dentists, and pharmacists, are based in hospitals, general practices, dental practices and pharmacies throughout Wales.  Our main office is based at Ty Dysgu in Nantgarw.  This is a dedicated building with office space for staff and educational facilities for its trainees
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		Over 200 staff members are based at our headquarters based at Ty Dysgu, including the Chief Executive and the Executive Team, as well as the Deans for medicine, dentistry and pharmacy. 



It is ultimately hoped that Ty Dysgu will become a national focal point for healthcare education and training for use across the NHS in Wales.  Ty Dysgu’s full address is:



Health Education and Improvement Wales

Tŷ Dysgu, Cefn Coed, Nantgarw, CF15 7QQ

Telephone (Reception): 014








We have our own car park, but when this is full there is ample free parking both on street, and also within the nearby retail and leisure car parks. 
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Please refer to the back for an Index









  Frequently asked questions - data





		

		Data
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		[bookmark: q1]Q1

		What is the freedom of information act?                                            or   Back to Index



		

		All public bodies are legally required to make available the information it holds (unless an exemption applies).  This also applies to us at HEIW as well, by maintaining a publication scheme.  This outlines the information it will routinely and freely publish into the public domain.  We are obliged to respond to individual’s written requests for information not covered by the publication scheme.  The required response time is within 20 working days (unless an exemption applies).
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		What are the General Data Protection Regulations (GDPR)?              or   Back to Index



		

		Under the general data protection regulation, we are required to understand and be able to demonstrate why we have collected, used, and retained data.    Further information on this will be covered as part of the corporate welcome induction event. You have a responsibility to ensure that any personal data relating to staff or stakeholders held in your department falls under one of the following categories: 







		· It is in the public interest ;



		· We are legally obliged to have it ;



		· It is necessary to fulfil our contract with the employee ;



		· We have specific and explicit consent from the employee ;



		· It is necessary to protect an individual’s vital interests.







If it doesn’t fit one of these categories, you shouldn’t have the data.



  Frequently asked questions - data



There is no definitive list of data that should be kept, but appropriate contents include : 



		· Details of termination of employment. ;



		· Details of accidents connected to work ;



		· Disciplinary action (including dismissals) and grievances ;



		· Training and career development (including values based appraisal records) ;



		· Employment history (e.g. application form, references, assignment changes form);



		· Personal details (e.g. application form, enrolment form, personal details changes form) ;



		· Role specific requirements (e.g. DBS clearance, professional registration, driving licence) ;



		· Absence details on lateness, sickness, other authorised, or unauthorised absences (e.g. annual leave, maternity/adoption/paternity, special leave) ;



		· Terms and Conditions (e.g. job description, contract, correspondence showing amendments to the contract, Working Times Regulations Opt-Out Form, flexible working agreements)/







We suggest the following guidelines in relation to data :



		· The contents of the personal file must be kept up to date ;



		· All personal files must be kept in a lockable cabinet, which is kept locked at all times when not in use  ;



		· Information from a personal file must not be disclosed to a third party without permission of the individual unless required by law ;



		· Access must be restricted to managers only, unless there is a named individual (e.g. assistant, secretary, who needs access to do their job).









		b)

		Employment contract
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		What are my contractual rights?                                                         or   Back to Index



		

		All information is available within your contract of employment, which is issued by NHS Shared Services Partnership.  





  Frequently asked questions – employee engagement





		c)

		Employee engagement
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		Are there staff engagement networks available for me to participate in?   



		

		Yes, HEIW hosts a number of staff networks, including an operational group and culture group.  HEIW recognises that the promotion of equality and human rights is central to its work both as an employer and a provider of healthcare.   We recognise and value the diversity of our workforce, and we aim to provide a safe environment where all employees are treated fairly and equally, with dignity and respect.   Please contact the People Team HEIW.People@wales.nhs.uk or  HEIW.Organisational_Development@wales.nhs.uk  for more information.
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		What does dignity at work mean?                                                          or   Back to Index



		

		We are committed to providing a working environment free from harassment and bullying and ensuring all staff are treated and treat others with dignity and respect. We will not tolerate any form of bullying and harassment, whether they occur at work or out of the workplace (e.g. at work-related events, or on social media).  We will take all practicable steps to avoid and eliminate this. The NHS in Wales has a dignity at work process for managing complaints of bullying and harassment in the workplace (found in the ‘HEIW/NHS Wales Policies’ folder).  This document describes the steps that should be taken if a staff member has an issue affecting their dignity at work.    For further advice around a dignity at work issue, please contact the People Team: HEIW.People@wales.nhs.uk or HEIW.Organisational_Development@wales.nhs.uk  for more information.







		[bookmark: q6]Q6

		Is there a social committee at HEIW?                                                   or   Back to Index



		

		Yes, staff are encouraged to have fun.  This forms part of our values and behaviours framework.  The social committee are empowered to organise many of HEIW’s get-togethers, including seasonal events, fundraising opportunities and staff conferences and away days.  If you wish to join the Committee, please contact Jimmy Man: Jimmy.Man@wales.nhs.uk. 











  Frequently asked questions – equipment & facilities



		d)

		Equipment and facilities
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		[bookmark: dq7]Q7

		I am not sure if my seat, desk and equipment are right for me?  



		

		We will undertake a workspace / display screen equipment (DSE) assessment with you, before and after any significant changes to your working environment or activities. As part of our legal obligations, HEIW must provide ‘reasonable adjustments’ for its disabled staff, trainees, and visitors.  Reasonable adjustments for disabled people may include providing equipment or materials, removing physical barriers, or changing a policy or procedure to remove disadvantage, by providing the same or closest possible level of service/employment opportunities for people.  Health and safety legislation requires that all of our staff receive a DSE (display screen equipment) assessment. It should take place as soon as practically possible after you start.  This is a brief one-to-one assessment of the working environment and other physical aspects of the workstation. It lasts about 30 minutes, and may result in recommendations for improving working practices or your workstation; the short reports of all assessments will be treated in confidence.  To arrange an assessment, you will need to contact one of the following DSE assessors.







		Name

		Location



		Facilities & Compliance Manager

		Ground Floor



		Receptionist

		Ground Floor



		Nicki Lloyd

		1st Floor



		Kealey Seldon

		1st Floor



		Karen Bowen

		CHECK



















Frequently asked questions – equipment & facilities



		[bookmark: q8]Q8

		What can I do to help the environment?                                             or   Back to Index



		

		· Use the recycling bins in each office and kitchen ;

· Print documents off back-to-back and in draft when appropriate ;

· Switch off computers, monitors, and printers before leaving the office ;

· Use public transport or share lifts when traveling for business on behalf of HEIW ;

· When appropriate, use digital communication channels (e.g. videoconferencing, teleconferencing, Skype) instead of making long journeys to meetings.
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		How do I book a room?                                                                         or   Back to Index



		

		HEIW has a number of meeting rooms that can be booked.  Information on booking is currently under review and will be published as soon as possible.  For a fee that must come from a team’s own budget, staff can also book rooms at Coleg y Cymoedd by completing a Booking Form and sending it to natalie.goodger@cymoedd.ac.uk.



For more information on how to book a room at Coleg y Cymoedd, please see: https://nhswales365.sharepoint.com/sites/heiw-intranet/SitePages/Room-Booking--Coleg-y-Cymoedd.aspx.







		[bookmark: q10]Q10

		How do I obtain support from information technology?                   or   Back to Index



		

		HEIW has its own IT / Digital Team to offer staff support with the following issues: 



· Networking and VPN access ;

· Software: Microsoft Outlook, Microsoft Office, SharePoint ;

· Hardware: printers, telephones, audio visual equipment, laptops;



You can contact them via the HEIW Service Desk, https://servicedesk.heiw.net, selecting the ‘IT’ option.  If you have any queries or difficulty accessing the HEIW Service Desk or raising tickets, please contact Renée West: Renee.West@wales.nhs.uk.



For password resets and any other queries, please contact the NWIS Local Service Desk by telephoning 02920 502525 (opening hours: Monday to Friday, 7:30am-6:00pm).  Staff based off-site will continue to utilise local arrangements (i.e. raising tickets with NWIS when required or through their own Health Board IT Team).







		[bookmark: q11]Q11

		How do I dispose of materials that are confidential?                         or   Back to Index



		

		Office floors are supplied with large bins for confidential waste, which are emptied on a regular basis.







		[bookmark: q12]Q12

		Are there recycling facilities available at HEIW?                                 or   Back to Index



		

		Recycling bins have been added to each of the kitchen areas; there are also bins on each office floor for confidential waste, which will be regularly recycled.







		[bookmark: q13]Q13

		I have found some lost property, what do I do?                                    or   Back to Index



		

		Any lost property that is found should be handed into reception at Ty Dysgu.  Therefore, if you lose any personal belongings, please check at reception in the first instance. 







		[bookmark: q14]Q14

		Where is post collected and sent to?                                                     or   Back to Index



		

		Received post is put into pigeon holes at reception at Ty Dysgu, and a nominated member of staff from each team should collect the post each morning to distribute amongst their colleagues.  Any outgoing post can be a left at Reception, where it will be franked, and passed on to the postal services.  Please note that all outgoing post must be given to Reception as soon as possible.  Please note that the nearest postbox for personal and private correspondence is on the far side of the roundabout at the front of the office.









Frequently asked questions – equipment and facilities



		[bookmark: q15]Q15

		How do I use the telephone?                                                                   or   Back to Index



		

		· For internal calls within Ty Dysgu, you will need to ***.



· To obtain a line outside of Ty Dysgu, dial ‘9’, followed by the number required.



· Personal calls should be made from your mobile phone wherever possible.







		[bookmark: q15a]Q15a

		Is there a restaurant on site?                                                                             or   Back to Index



		

		No, however Ty Dysgu is surrounded by a number of restaurants and take-away outlets.







		[bookmark: eq16]e)

		Induction and Welcome
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		Q16

		What should I wear on my first day?                                                 or   Back to Index



		

		Staff are required to wear smart-formal business attire, unless there are designated dress down days to raise money for charity.  These usually occur on pay days (i.e. 21st of each month).  information will be displayed via posters before the event, i.e. pay days).







		[bookmark: q16a]Q17

		Will I be given access to security passes or keys?                             or   Back to Index



		

		A photo ID card will be taken and provided on your first day.  Please note that your photo ID cards must be worn at all times, and are needed to access the front door and all internal doors at each level.







		[bookmark: q16b]Q16b

		Does HEIW run corporate induction events?                                    or   Back to Index



		

		Yes.  Alongside a more informal induction from your line manager, HEIW’s corporate welcome / induction programme aims to help all new staff members to integrate into their roles and become familiar with their work environment as smoothly and quickly as possible.   The corporate welcome programme will provide you with a good overview. 



Corporate Welcome / Induction meetings take place monthly.  Dates for upcoming welcome sessions can be found here.  For further information, HEIW.Organisational_Development@wales.nhs.uk  for more information.  









Frequently asked questions – equipment & facilities

Details of forthcoming corporate induction meetings include.



		Monday 11th March 2019

		Conference Room, Ty Dysgu, Nantgarw



		Tuesday 23rd April 2019

		Conference Room, Ty Dysgu, Nantgarw



		Monday 13th May 2019

		Conference Room, Ty Dysgu, Nantgarw



		Thursday 20th June 2019

		Conference Room, Ty Dysgu, Nantgarw



		Thursday 18th July 2019

		Conference Room, Ty Dysgu, Nantgarw



		Tuesday 6th August 2019

		Conference Room, Ty Dysgu, Nantgarw







If you are based predominately off-site, please contact HEIW.Organisational_Development@wales.nhs.uk, who will make alternative arrangements for you.  





		[bookmark: q17]Q17

		Where can I find guidance on using the logo, email signatures and our corporate identity?                                                                                              or   Back to Index



		

		Logos, templates, and guidance on our in-house style (including email signatures) are available on HEIW’s intranet: https://nhswales365.sharepoint.com/sites/heiw-intranet/SitePages/Corporate-Templates.aspx 







		f)

		maaw
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		[bookmark: fq18]Q18

		What do I do if I feel sick?                                                                     or   Back to Index



		

		Please call your line manager or designated deputy by 10:00am on the first day of absence that you will be unable to attend work due to sickness absence.  
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		Further information, particularly regarding long-term absence, can also be found in the NHS Wales Managing Absence and Attendance at Work policy.



		

		



		[bookmark: q19]Q19

		Can I claim time for doctor, dental and hospital appointments?       or   Back to Index



		

		We advise that essential prearranged appointments (e.g. doctor, dentist, or hospital), should be taken as early in the morning or late in the afternoon as possible.  They should also take into account your team’s workflow wherever possible.  You should also notify your line manager of such appointments in advance.











Frequently asked questions – absence and attendance



		[bookmark: q20]Q20

		I have heard a lot about ESR.  What is it?                                              or   Back to Index



		

		ESR stands for Electronic Staff Record.  Essentially, it is an online People portal that allows you to book leave and training interventions.  It will also contain a number of learning and development interventions, including statutory and mandatory training for all NHS staff.  Further information will be shared as part of our welcome programme.  Usernames and passwords will be provided to all new starters as soon as possible from the Workforce Information team.  Links to additional information are as follows:



· ESR User Guide: 

http://nww.sharedservicespartnership.wales.nhs.uk/opendoc/443920

· Online training on how to use ESR:

http://www.roadmapeducation.online/Roadmap_Guides/Employee_SS/ESS29

· Staff guide to turning on Notifications on ESR: 

http://nww.sharedservicespartnership.wales.nhs.uk/opendoc/434607

· ESR Employee Self Service: 

http://nww.sharedservicespartnership.wales.nhs.uk/opendoc/443936









		[bookmark: q21]Q21

		How do I book and request annual leave?                                           or   Back to Index



		

		We encourage all employees to have a healthy work/life balance.  This is necessary to ensure that everyone has a healthy physical, social, and psychological wellbeing.  The leave year runs from 1 April to 31 March, and time off must be agreed in advance with your line manager. Entitlements to annual leave are set out in your contract of employment, as determined by the NHS Terms and Conditions of Service.  If you work full-time (i.e. 37.5 hours), the leave entitlement per leave year is as follows.







Part-time staff are entitled to a pro-rata entitlement based on their contracted hours. This will be reviewed following the introduction of the Electronic Staff Record (ESR) system where further information will be provided to managers.



		 

		Days

		Hours



		Length of service

		AL

		PH

		Total

		AL

		PH

		Total



		On appointment

		27

		8

		35

		202.5

		60

		262.5



		After 5 years' service

		29

		8

		37

		217.5

		60

		277.5



		After 10 years' service

		33

		8

		41

		247.5

		60

		307.5







Please find link to an online annual leave calculator below. Annual leave forms are available from the People team.



https://nhswales365.sharepoint.com/:x:/r/sites/heiw-intranet/_layouts/15/Doc.aspx?sourcedoc=%7BD1ABBC6A-807D-49C8-A58D-E9E63291F325%7D&file=NHS%20annual%20leave%20calculator.xlsx&action=default&mobileredirect=true

























  Frequently asked questions – my personal details
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		[bookmark: gq22]Q22

		I have recently changed my personal details?  Who do I need to notify?  



		

		It is possible to change your personal details (e.g. address or bank details) by logging into your account on the Electronic Staff Record (ESR): https://my.esr.nhs.uk.   









		h)

		Pay







[image: Image result for pay]



		[bookmark: hq23]Q23

		On what date will I be paid?                                                                  or   Back to Index



		

		Salaries are paid directly into an individual’s bank account on the 21st day of each month (or the Friday before, should the 21st fall on a weekend).  Staff will be notified in advance of any changes to this system by NHS Shared Services (e.g. due to the Christmas period).







		[bookmark: q24]Q24

		I am not sure if my salary is correct?  Is there anyone that I can speak to?  



		

		Yes, to discuss or find out more information on any aspect of your current NHS salary or pension, please contact the Payroll Team in NHS Wales Shared Services Partnership on 02920 903908.  For payroll or e-expenses queries, please contact Christine Richards, Payroll Services Manager (NHS Shared Services).  For any queries related to pensions, salary sacrifice and excess fares, please contact the NHS Shared Services Partnership.







		i)

		health safety and wellbeing
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		[bookmark: IQ25]Q25

		Where can I get access to health and safety policies?                    or   Back to Index



		

		· Health & safety DSE poster factsheet August 2016:

http://nww.sharedservicespartnership.wales.nhs.uk/opendoc/443926

· Health & safety induction handbook: 

http://nww.sharedservicespartnership.wales.nhs.uk/opendoc/443921 

· Health & safety environmental Leaflet:

http://nww.sharedservicespartnership.wales.nhs.uk/opendoc/451389 

· Health & safety ISO 14001 presentation: 

http://nww.sharedservicespartnership.wales.nhs.uk/opendoc/443929 

· Health & safety datix leaflet: 

http://nww.sharedservicespartnership.wales.nhs.uk/opendoc/443922 



The planning, performance and corporate services team are supporting health and safety matters in HEIW.   Arrangements are being made by the team to take professional advice and to introduce health and safety arrangements for the organisation. 



Our buildings manager is responsible for managing the facilities, service contracts, and health and safety, and who will also undertake DSE assessments.  If there are any immediate matters of concern, please report them to David







		[bookmark: q26]Q26

		What are the Fire Safety and Evacuation procedures?                     or   Back to Index



		

		Fire safety basics include: 



· keeping all fire doors shut ; 

· not overloading electrical sockets ; 

· not leaving a microwave unattended while cooking ;

· not smoking or vaping on the premises or grounds. 



When the fire alarm sounds, evacuate the building quickly and quietly via the main stairs or the fire exits located at the east and west ends of each floor. Do not use the lifts.  Assemble in the car park at the front of Ty Dysgu, and follow instructions from the fire wardens.  The fire evacuation procedure is displayed on every floor inside the main doors.  If you have a disability, ensure that you have a Personal Evacuation Plan (PEEP), and that the fire wardens are familiar with it; this can be done by contacting David Price: David.Price6@wales.nhs.uk.  If you cause or discover a fire. Locate the ‘Break Glass’ boxes in your work area, break the glass immediately, and then dial ‘999’ from any phone.  Fire extinguishers are located alongside the break glass boxes, but should only be used if safe to do so.  Care should be taken not to hold the horn or base of the CO2 extinguisher due to ice burning.







Our fire wardens are: 



		Name

		Location



		Receptionist

		Ground Floor



		Facilities & Compliance Manager

		Ground Floor



		Marcus Staff

		1st Floor



		Kealey Seldon

		1st Floor



		Cheryl Moore

		2nd Floor



		Jane Powell

		2nd Floor



		Natalie Cox

		2nd Floor







		[bookmark: q27]Q27

		What do I do in the event of an incident or emergency?                  or   Back to Index



		

		In an emergency, shout for help, dial ‘999’, and then find a first aider. Do not use the first aid kits without going to a first aider.  







Our nominated first aiders are: 



		Name

		Location



		Receptionist

		Ground Floor



		Facilities & Compliance Manager

		Second Floor



		Joanne Small

		1st Floor



		Kealey Seldon

		1st Floor



		Julie Nallon

		1st Floor



		Kaye Walters

		1st Floor



		Marcus Staff

		1st Floor



		Jo Hendry (Monday/ Wednesday/ Friday)

		2nd Floor



		Natalie Cox

		2nd Floor



		Ryan Cunningham

		2nd Floor







All accidents and incidents, however minor, must be reported to David Price: David.Price6@wales.nhs.uk.



		[bookmark: q28]Q28

		Will I be required to undertake manual handling?                              or   Back to Index



		

		Wherever possible, all staff are advised to avoid heavy lifting, pushing, or pulling. If deemed unavoidable, you should consider breaking the load into more manageable proportions, as well as using a trolley. 







		[bookmark: q29]Q29

		Can I smoke or vape at HEIW?                                                              or   Back to Index



		

		Smoking and vaping is not permitted within Ty Dysgu, nor on its grounds.  















  Frequently asked questions – special leave
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		[bookmark: jq30]Q30

		Where do I find additional information on maternity, paternity, adoption and special leave?                                                                                                   or   Back to Index



		

		All policies and procedures are available on our intranet system.  Links to this will be made available as part of the Corporate Induction programme, and are available from a member of the People Team. 







		k)

		Support from your new HEIW colleagues
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		[bookmark: kq31]Q31

		What support can HEIW provide me with?                                           or   Back to Index



		

		New starters have told us how welcome they feel at HEIW.  Colleagues refer to it as a culture, a feeling and an exciting place to be.  We work hard to maintain this, because we believe that it is fundamentally important.



Your line manager



Your relationship with your line manager would have begun at the recruitment and selection stage.  This relationship will continue and grow.  Your line manager will do everything that they can to help you to find your feet as soon as possible.   



Your relationship with the People team



The People team want you to perform at your best.  You would have met one of our colleagues at the recent recruitment and selection event or interview.  The people team fully understand the importance of trust, respect, and engagement from day 1.  Like all departments, we demonstrate our values and behaviours across everything that we do, respecting everyone’s contribution, seeking new improvement ideas and working ‘together as one team’. 



Access to coaching and mentoring



The organisation is keen to support develop its coaching and mentoring networks for staff.  This helps us to tailor bespoke individual learning and improvement to colleagues across HEIW.  For further information, please contact HEIW.Organisational_Development@wales.nhs.uk   For information on the terms and conditions of your role, training opportunities, and well-being, you should contact HEIW’s People Team: heiw.people@wales.nhs.uk.  The Planning, Performance and Corporate Services Team can also be contacted to discuss issues around health and safety: David.Price6@wales.nhs.uk.









		[bookmark: q32]Q32

		Does HEIW have an employee assistance programme or scheme?  Are there counsellors available that I can speak with?                                        or   Back to Index



		

		

Yes, the employee wellbeing service (EWS) is for you and all HEIW staff, and covers pre-employment screening (where appropriate), management, and self-referrals to occupational health (including physiotherapy).  The service is free, confidential, and independent, meaning your manager will not be informed of your visit, and is available over a number of sites for convenience.   Counsellors can help with a variety of emotional problems you may be facing, and may offer additional sessions, or alternative forms of help, depending on your needs.



The Service accepts self-referrals only; please speak to the People team prior to submitting a self-referral.  For more information, please see:  https://nhswales365.sharepoint.com/sites/heiw-intranet/SitePages/Occupational-Health.aspx









		[bookmark: q33]Q33

		Are there any childcare facilities nearby?                                           or   Back to Index



		

		

Acorns Nursery is based at the Coleg y Cymoedd site, which is situated opposite Ty Dysgu, and is open between 7:30am and 6:00pm. More details can be found at www.acornsnurseries.co.uk.









		[bookmark: q34]Q34

		What is the Welsh language scheme?                                                  or   Back to Index



		

		

HEIW is a public body within NHS Wales, which has been provided with its own set of Welsh language standards by the Welsh Government.   This means that HEIW is obliged to provide bilingual communications to its stakeholders, unless one language of preference has been indicated by a given stakeholder.



Nonetheless, to meet these standards, staff are advised to ensure that all materials designed for trainees are translated beforehand. Please note that if the content you wish to provide will only be used internally by colleagues, then you do not need to have your content translated.



Staff are encourages to learn Welsh with free classes being run within the working day.  Should you be interested In ways to help promote use of the Welsh language within the office, please get in touch with Huw Owen, Welsh Language Manager.























  Frequently asked questions – values based appraisal
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		[bookmark: LQ35]Q35

		I understand that our values based appraisal system is unique and different to other schemes?                                                                                               or   Back to Index



		

		Learning with others at work provides the ideal environment to practice your new skills on a regular and informal basis.



We take pride and care about our staff.  Our motto is to encourage staff “to be the best that you can be”.  HEIW has enormous potential.  The opportunities to effect change are endless.  However, it is important that you have clarity regarding your goals and objectives, particularly during your first 90 days and beyond.  



Our values help us to maintain a culture that is innovative and inspiring.  We are all different, and we each bring something different to our roles and the organisation as a whole.  Our appraisal allows us to recognise the contribution we are making to HEIW’s annual plan, and Wales as a whole.  It also supports personal reflection time, to ensure that we have the skills and knowledge that is required to meet our goals.  



Nonetheless, good practice indicates that the review is not a once-a-year event, but rather, an ongoing development feedback process between the reviewee and reviewer as part of regular one to one meetings.  For more information, please see our policy / intranet site.



The 90 day induction guide allows you to set and agree initial objectives (Page 35).  These will feed into your Personal Values Based Appraisal (Page 17). 









		m)

		Working hours
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		[bookmark: mq36]Q36

		How many hours should I work each week?                                         or   Back to Index



		

		The number of hours per week you are employed to work is shown in your contract, and should be sufficient to perform your role. Issues with workload should be raised with your line manager as early as possible and action plans agreed. 









  Frequently asked questions – working hours





		[bookmark: q37]Q37

		I am full time.  How many hours am I expected to work per week?    or   Back to Index



		

		The standard hours for all full-time NHS staff are 37.5 hours, excluding meal breaks. The offices at Ty Dysgu are open Monday to Friday between 7:00am and 7:00pm.  Working time will be calculated excluding of meal breaks, except where individuals are required to work during meal breaks, in which case such time should be counted as working time.









		[bookmark: q38]Q38

		What time do I start work?                                                                      or   Back to Index



		

		Core hours are considered to be 9:00am to 5:00pm for most staff. However, the nature of HEIW’s work means that staff are sometimes asked to work outside of usual office hours. 







		[bookmark: q39]Q39

		Is there a flexitime scheme that I can use?                                             or   Back to Index



		

		HEIW does not have a flexi-time scheme, but some flexibility is granted and expected under local arrangements with your line manager.







		[bookmark: q40]Q40

		What happens, if I am asked to work additional time?                           or   Back to Index



		

		If you are asked to work above your contracted hours, the additional time must be reasonable and agreed in advance between the line manager and the staff member, and will generally be repaid with time off in lieu.









		[bookmark: q42]Q41

		What time does Ty Dysgu open?                                                         or   Back to Index



		

		Ty Dysgu is open between 7:00am and 7:00pm from Monday to Friday (excluding bank holidays). You will not be able to access the building beyond these times.  







		n)

		Travel
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		[bookmark: nq43]Q42

		Bike Parking – find out, secure number shed   or   Back to Index



		

		A select number of bicycle racks are available for staff and trainees at Ty Dysgu. 







		[bookmark: q44]Q43

		I like to ride my bike, is there anywhere that you can recommend?    or   Back to Index



		

		Recognised as a scenic and safe route to HEIW’s new headquarters, the Taff Trail is a 16.5 mile pathway that runs between Cardiff Bay and Pontypridd, stopping at Nantgarw along the way.   This route is mainly off-road, but does joins quieter roads at Tongwynlais. More information about the route can be found via the Visit Wales website.







  Frequently asked questions – travel



		[bookmark: q45]Q44

		Can I park at Ty Dysgu?                                                                        or   Back to Index



		

		Yes, free parking is available at Ty Dysgu on a first come first served basis including spaces for electric charging points and disabled parking.  Should the car park be full, staff can also use the nearby retail/leisure car parks, as well as street parking; the walk from these areas is around 5 minutes.  Please be aware that the Security Team lock the barrier to the car park at 7:00pm each day, and it is therefore not advisable to leave your car there past this time.   If you do need to leave your car overnight, please inform Jane Powell, and provide her with your registration number.







		[bookmark: q46]Q45

		I am based at Ty Dysgu and am new to Nantgarw, what local facilities are available? 



		

		The area around Ty Dysgu offers a wide range of facilities, including:



· A post office.

· Banks: NatWest and Barclays.

· Restaurants: Nando’s, Frankie and Benny’s, McDonalds, KFC, Greggs, Costa Coffee.

· Leisure: Showcase Cinema, Tenpin Bowling.

· Fitness: 121 Gym, Aspire (based at Coleg y Cymoedd) – please note that the first session is free.  Further information is available on their website, www.onetoonegym.co.uk  







		[bookmark: q47]Q46

		How do I get to Nantgarw via bus?                                                      or   Back to Index



		

		The bus services in Nantgarw are frequent, with two companies providing transport to and from the Cardiff area: 



· Stagecoach South Wales: www.stagecoachbus.com; 

· Edwards Coaches: www.edwardscoaches.co.uk. 



There are three relevant stops in Nantgarw (all within close proximity of Ty Dysgu): 



· Nantgarw Castle Bingo; 

· Nantgarw Cross Keys Inn; 

· Parc Nantgarw (McDonalds). 



For information on timetables and prices, please either use the Traveline website (www.traveline.info) or those of Stagecoach South Wales and Edwards Coaches.



Important note: Cardiff Bus “all day” passes cannot be used when travelling with the above service providers as they are not affiliated with Cardiff Bus. 



As such, if you need to use Cardiff Bus services as part of your commute, you will need to purchase a secondary ticket from the relevant other service provider.









The following routes between Cardiff city centre and Nantgarw are possible: 



		Number

		Journey

		Operator



		26

		Cardiff – Blackwood

		Stagecoach South Wales









· Disclaimer  right at time of publishing 









  Frequently asked questions – travel



		[bookmark: q48]Q47

		How do I get to Nantgarw via train?                                                   or   Back to Index



		

		Trains to and from Treforest Estate are frequent, and more information on timetables and prices can be found either through the Traveline website (www.traveline.info) or the Trainline website (www.thetrainline.com).



The train station at Nantgarw is called Treforest Estate, and is serviced by two railway routes: the Merthyr Line; and the Rhondda Line.  The table below shows the stops between Cardiff city centre and Nantgarw.









		Merthyr Line / Rhondda Line



		Cardiff Central



		Cardiff Queen St.



		Cathays



		Llandaff



		Radyr



		Taffs Well



		Treforest Estate







		[bookmark: q49]Q48

		How do I claim travel expenses?                                                          or   Back to Index



		

		For staff with clinical commitments, expense claim forms can be found here: 



https://nhswales365.sharepoint.com/sites/heiw-intranet/SitePages/Expense-Claim-Forms.aspx.









  Any other Questions
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		[bookmark: q50]Q49

		My question is not listed here, where can I get further support?      or   Back to Index



		

		Please send an email or message via Skype for Business to the People team : HEIW.People@wales.nhs.uk or HEIW.Organisational_Development@wales.nhs.uk  for more information.
















  Frequently Asked Questions Index



a) Data 

		

		Q1

		What is the freedom of Information Act?

		20



		

		Q2

		What are the General Data Protection Regulations (GDPR)?

		20







b) Employment contract

		

		Q3

		What are my contractual rights?

		21







c) Employee engagement

		

		Q4

		Are there staff engagement networks available for me to participate in? 

		22



		

		Q5

		What does dignity at work mean?

		22



		

		Q6

		Is there a social committee at HEIW?

		22







d) Equipment and facilities 

		

		Q7

		I am not sure if my seat, desk and equipment is right for me.  Is there any way that I can obtain some advice on how I can change this?

		23



		

		Q8

		What can I do to help the environment?

		24



		

		Q9

		How do I book a room?

		24



		

		Q10

		How do I obtain support from information technology?

		24



		

		Q11

		How do I dispose of materials that are confidential? 

		24



		

		Q12

		Are there recycling facilities available at HEIW?

		24



		

		Q13

		I have found some lost property, what do I do?

		24



		

		Q14

		Where is post collected and sent to?

		25



		

		Q15

		How do I use the telephone?

		25



		

		Q15a

		Is there a café on site?

		25







e) Induction and welcome

		

		Q16

		Does HEIW run corporate induction events?

		25



		

		Q16a

		What should I wear on my first day?

		25



		

		Q16b

		Will I be given access to security passes or keys?

		25



		

		Q17

		Is there guidance available on using the logo, email signatures and guidance available on maintaining and promoting our corporate identity?

		26






f) Management of absence and attendance

		

		Q18

		What do I do if I feel sick?

		26



		

		Q19

		Can I claim time for doctor, dental and hospital appointments?

		26



		

		Q20

		I have heard a lot about ESR.  What is it?

		27



		

		Q21

		How do I book and request Annual Leave?

		27







g) My personal details 

		

		Q22

		I have recently changed my personal details?  Who do I need to notify?

		28







h) Pay 

		

		Q23

		On what date will I be paid?

		28



		

		Q24

		I am not sure if my salary is correct?  Is there anyone that I can speak to?

		28











  Frequently Asked Questions Index



i) Safety, health and wellbeing 

		

		Q25

		Where can I get access to health and safety policies?

		29



		

		Q26

		What are the fire safety and evacuation procedures?

		29



		

		Q27

		What do I do in the event of an incident or emergency?

		30



		

		Q28

		Will I be required to undertake manual handling?

		30



		

		Q29

		Can I smoke or vape at HEIW?

		30







j) Special leave

		

		Q30

		Where do I find additional information on Maternity, Paternity, Adoption and Special Leave?

		31







k) Support from your new HEIW colleagues

		

		Q31

		What support can HEIW provide me with?

		31



		

		Q32

		Does HEIW have an employee assistance programme or scheme?  Are there counsellors available that I can speak with?

		32



		

		Q33

		Are there any childcare facilities nearby?

		32



		

		Q34

		What is the welsh language scheme?

		32







l) Values based appraisal

		

		Q35

		I understand that our values based appraisal system is unique and different to other schemes?

		33







m) Working hours

		

		Q36

		How many hours should I work each week?

		33



		

		Q37

		I am full time.  How many hours am I expected to work per week?

		34



		

		Q38

		What time do I start work?

		34



		

		Q39

		Is there a flexitime scheme that I can use?

		34



		

		Q40

		What happens, if I am asked to work additional time?

		34



		

		Q41

		What time does Ty Dysgu open?

		34







n) Travel

		

		Q42

		Can I park my bike at work?

		34



		

		Q43

		I like to ride my bike, is there anywhere that you can recommend?

		34



		

		Q44

		Can I park at Ty Dysgu?

		35



		

		Q45

		I am based at Ty Dysgu and am new to Nantgarw, what local facilities are available?

		35



		

		Q46

		How do I get to Nantgarw via bus?

		35



		

		Q47

		How do I get to Nantgarw via train?

		36



		

		Q48

		How do I claim travel expenses

		36







		

		Q49

		My question is not listed here.  Where can I get other support?

		36







































© HEIW People and OD Team

1 April, 2019

Trawsnewid y gweithlu ar gyfer Cymru iachach

Transforming the workforce for a healthier Wales
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NHS Pensions - New employee questionnaire


As part of the recruitment process, all new employees, staff transferring in from another NHS employer and existing NHS employees must complete this questionnaire as fully as possible. 

The NHS Pension Scheme legislation requires employers to contractually enrol all new eligible employees into the NHS Pension Scheme on commencement of their employment. The Pensions Act 2008 requires those employees who cannot join the NHS Pension Scheme to be automatically enrolled into an alternative pension scheme.  In order to ensure that you are correctly enrolled your employer needs to establish your current NHS pension status.  

Please note that the information provided will only be used for local and central pensions/payroll administration purposes to determine your eligibility criteria to join the NHS Pension Scheme.

Please use the completion notes whilst completing the form.

		Employer name

		     



		

		



		Your full name

		     



		

		



		Previous surname(s)

		     



		

		



		National Insurance number

		 

		 

		 

		 

		 

		 

		 

		 

		 



		

		



		Date of birth

		 

		 

		/

		 

		 

		/

		 

		 

		 

		 



		

		



		Email address

		     



		

		



		What is your new job role / title

		     



		

		



		Date new role will start 

		 

		 

		/

		 

		 

		/

		 

		 

		 

		 





		Q1

		Have you ever had employment which is covered by the NHS Pension Scheme (agency work is not applicable)?

		Yes 

Go to Q2

		No 

Go to Q10





		Q2

		Is this an employment that will continue at the same time as your new role?

		Yes 

Go to Q4

		No 

Go to Q3





		Q3

		What date did you leave your last employment with the NHS?

		     

		Go to Q4





		Q4

		Please indicate contract type of this other employment(s)

		Full time




Go to Q5

		Part time



Go to Q5

		Bank




Go to Q5

		Self employed 

Go to Q5





Important: If you change your hours or leave your other employment(s) it is your responsibility to advise the Payroll team as this may affect your eligibility to a pension scheme.

		Q5

		Please provide the name and contact details of your other employer(s) along with how many hours you are (or were) contracted to work. If necessary please continue on a separate sheet. 



		

		Name

		Contact details

		Contracted hours



		

		     

		     

		     



		

		     

		     

		     



		

		     

		     

		     



		

		Go to Q6





		Q6

		When you were previously a member of the NHS Pension Scheme did you claim any retirement pension benefits (other than on redundancy or interest of efficiency grounds)? 

		Yes 

See below

		No 

Go to Q7



		

		Please indicate which NHS retirement benefit you are in receipt of:

 Ill health              Retirement (Early or Age)         Drawdown (partial retirement)

Please indicate which Section or Scheme you were a member of: 

 1995 Section        2008 Section     2015 Scheme       Not Known

Go to Q7



		

		

		

		



		Q7

		Have you previously been made redundant from an NHS employment?

		Yes 

See below

		No 

Go to Q8



		

		

		



		

		Date of redundancy 

		 

		 

		/

		 

		 

		/

		 

		 

		 

		 



		

		



		

		Did you take an NHS Pension?

		Yes 

See below

		No  

Go to Q8



		

		



		

		Which NHS Pension Scheme did you take your benefits from?

		 1995 Section

		 2008 Section

		 2015 Scheme

		 Not known



		

		



		

		Name of NHS employer made redundant from

		     



		

		

		Go to Q8



		



		Q8

		Do, or did you, have any NHS Money Purchase Additional Voluntary Contribution (NHS MPAVC) arrangements in place through the NHS Pension Scheme with Equitable Life, Prudential or Standard Life?

		Yes 

See below

		No 

Go to Q9



		

		Please contact your NHS MPAVC provider if you wish to continue to pay your additional contributions. You will need to advise them of your new employer so they can provide details for payroll deductions to continue. (Go to Q9)



		



		Q9

		Do you have an Added Years contract, Additional Pension purchase or Early Retirement Reduction Buy Out (ERRBO) in place? 

		Yes   

See below    

		No 

Go to Q10



		         If your answer is ‘yes’ please provide us with a copy of your contract.  Go to Q10





		Q10

		In your new post will you be applying for Mental Health Officer status (MHO)?

		Yes 

See below

		No  

Go to Q11



		



		

		If you had previous MHO status please provide the date the role ended 

		 

		 

		/

		 

		 

		/

		 

		 

		 

		 



		

		

		



		

		If you have never held MHO status your new post will not qualify for this status.  (Go to Q11)





		Q11

		Do you have any previous pension rights that you might be interested in transferring into the NHS Pension Scheme?

		Yes 

See below

		No  


Go to Part 2





If your answer is ‘Yes’, you should download the Transfer In Guide and application pack from our website at: www.nhsbsa.nhs.uk/nhs-pensions. However, it is important to note that this can only be done in the first 12 months of joining the Scheme for members of the 1995 Section, or within the first 12 months of becoming eligible to join the 2008 Section or 2015 Scheme.  (Go to Part 2)

Part 2 Declaration


I confirm I will inform my employer (or Employing Authority) if my employment position with other NHS organisations changes.


		Signature

		

		Date 

		





Please make sure this form is provided by the commencement of your employment to enable the correct assessment of your pension position.

		Employer stamp



		





The form should be returned to:


How we use your information

The NHS Business Services Authority – NHS Pensions will use the information provided for administering your NHS Pension Scheme membership and processing payment of your NHS pension benefits. We may share your information to administer and pay your NHS pension, enable us to prevent and detect fraud and mistakes, for debt collection purposes, or as required by law.  For more information about who we share your information with and how long we keep your personal data and your rights, please visit our website at www.nhsbsa.nhs.uk/yourinformation

Completion notes


These completion notes are provided to assist you in completing the new joiner questionnaire. 


Please complete the questionnaire as fully as possible so that the correct assessment can be made.

Q1 – This question is to establish if you have any previous NHS Pension Scheme membership at the date of starting this new employment.

Q2 – This is to establish whether you will have any other NHS employments at the same time as your new role.  


Q3 – This is to ensure you do not have an overlapping employment.


Q4 – You can only be pensionable in this Scheme up to whole time, therefore it is important that your employer knows how many hours you work in your other employment(s).  Please make sure that you keep your employer/payroll informed if the situation changes.


Q5 – If you are continuing to work in another NHS post we need to know who your other NHS employment is with. This is important as there are reasons why you may not be eligible for the NHS Pension Scheme in two employments. The name of your other employer may be the same as the one you are starting with. Please note that if you are working for an NHS organisation through an employment agency, this does not count as NHS employment.


Q6 – If you are in receipt of any NHS pension benefits then you may not be eligible to rejoin the NHS Pension Scheme. However, by providing the information requested we will be able to make the correct assessment. We ask you to identify which Section or Scheme you were in (1995 Section, 2008 Section or 2015 Scheme) but if you are unsure then please tick the ‘Not known’.


Q7 – NHS service that has been counted in the calculation of a redundancy payment needs to be declared to ensure the correct assessment of your service. If you are in receipt of an NHS Pension as the result of redundancy, this will impact the assessment.


Q8 – If you have Additional Voluntary Contribution (AVC) arrangements with either Equitable life, Prudential or Standard Life through the NHS Pension Scheme then you need to inform the AVC provider that you are changing employer to ensure continuity can be considered.


Q9 – If you have either Added Years, Additional Pension purchase or Early Retirement Reduction Buy Out (ERRBO) through the NHS Pension Scheme it is essential that you confirm the details and provide a copy of the contract that was provided to you when you commenced the arrangement to ensure continuity of the arrangement.


Q10 – Please note that Mental Health Officer (MHO) status no longer applies to any post commenced after 6 March 1995. However, if you have previously held a post (in the last five years) that attracted MHO status and you believe the new post also qualifies for MHO status then you need to indicate this by ticking ‘Yes’ and completing the details of the previous employment. 

Q11 – You may be able to transfer other pensions into the NHS Pension Scheme, however it is important to note that this can only be done:


· in the first 12 months of joining the Scheme if you are member of the 1995 Section

·  within the first 12 months of becoming eligible to join the 2008 Section

· within the first 12 months of becoming eligible to join the 2015 Scheme. 

If you would like to consider your option to transfer benefits, please tick the ‘Yes’ box and download the Transfer In Guide and application pack. If you say no but decide at a later date that you wish to consider a transfer (within the 12 month deadline) then you can obtain the Transfer In Guide and application pack from your employer or the NHS Pensions website (www.nhsbsa.nhs.uk/nhs-pensions). If you have previous NHS pension membership within England and Wales this will be automatically added to any new membership in the NHS Pension Scheme. If you have previous membership of the NHS Pension Scheme in Scotland or Northern Ireland, this will not be automatically linked.  You must apply to transfer these benefits if you would like your membership to be added to your new membership in the NHS Pension Scheme (England and Wales).

If you wish to transfer from a scheme that participates in the Public Sector Transfer Club, please note that you must 'elect to proceed' with this transfer within 12 months of becoming eligible to join the NHS Pension Scheme (an election to proceed is not a request for an estimate, it is the signed option form requesting payment of the transfer value).

Once the assessment has been made, you will be notified by your employer by the first pay day which Scheme you have been enrolled in, what the Scheme features are, the contribution rates and your options.

Assessment is not possible until your first payment is made.

New employee questionnaire-20180525-(V14)      1




Directions to Tŷ Dysgu   

[bookmark: _GoBack]Health Education and Improvement Wales (HEIW) is located at Tŷ Dysgu in Nantgarw, South East Wales, CF15 7QQ.

Tŷ Dysgu is a short drive north from Junction 32 on the M4 and has convenient links into the South Wales valleys and beyond via the A470.

By Car

Travelling on the M4 from the East/West

· Follow the M4 and take exit 32 (Tongwynlais) onto the A470.

· Continue on the A470 until you reach the exit for Cefn Coed (Trefforest Industrial Estate).

· At the roundabout, take the 1st exit onto Caerphilly Rd/A4054.

· At the next roundabout, take the 4th exit onto Cefn Coed Rd.

· Tŷ Dysgu is on your left.

Travelling on the A470 from the North

· Follow the A470 south to Nantgarw.

· Take the exit for A468/A4054 for Caerphilly/Taffs Well.

· At the roundabout, take the 3rd exit onto Caerphilly Rd/A4054.

· At the next roundabout, take the 4th exit onto Cefn Coed Rd.

· Tŷ Dysgu is on your left.

Travelling on the A470 from the South (Cardiff)

· Follow the A470/North Road out of Cardiff city centre.

· Continue to follow the A470 until you reach the exit for Cefn Coed (Trefforest Industrial Estate).

· At the roundabout, take the 1st exit onto Caerphilly Rd/A4054.

· At the next roundabout, take the 4th exit onto Cefn Coed Rd.

· Tŷ Dysgu is on your left.

By Train

The nearest train station to Tŷ Dysgu is Trefforest Estate, which is serviced by two railway routes: the Merthyr Line and the Rhondda Line.

Please note there is an approximate 40 minute walk from the train station to Tŷ Dysgu via Willowford Road > Gwaelod Y Garth Road > Main Avenue.







By Bus

Nantgarw’s bus services are frequent, with two companies providing transport to and from the Cardiff area:

		Number

		Journey

		Operator



		26

		Cardiff – Blackwood

		Stagecoach South Wales



		132

		Cardiff – Maerdy

		Stagecoach South Wales



		400

		Cardiff – Gwaunmiskin

		Edwards Coaches







There are three stops in Nantgarw (all within close proximity of Tŷ Dysgu) – Nantgarw Castle Bingo, Nantgarw Cross Keys Inn and Parc Nantgarw.

For timetable and ticket enquiries, please visit the Traveline website. Please check local travel providers for the most up to date timetables and information.

By Bicycle

 

The Taff Trail is recognised as a scenic and safe route to Tŷ Dysgu. It is a 16.5 mile pathway that runs between Cardiff Bay and Pontypridd, stopping at Nantgarw along the way. This route is mainly off-road, but does join quieter roads at Tongwynlais.





HEIW New Starters Checklist – First 90 days 

Day 1 Week 1  Month 1 Month 2 Month 3  
Meet the team 
Team/HEIW overview 
Tour of the building 
ID badge 
IT setup/collection 
Printer setup 
Sickness process 
DSE/Risk assessments 
Mandatory 
Corporate Induction 
Mandatory training 
Objective setting 
Personal details on ESR 
Technology 
Using ESR 
Using Teams/Skype 
Using Expenses 
Using Service Desk 
Room bookings 
Intranet 
Using Oracle 
Using Y Ty Dysgu 
Pastoral 
WOD Peer support group 
H&WB web pages 
Social teams channels 
Organisational groups 
Meet other teams 
Regular team catch ups 
Key documents 
IMTP 
A Healthier Wales 
Future Generations 
Workforce Strategy for H&SC 
Key HEIW policies 
Other 
Tasks to increase understanding 
of team and HEIW  

*Timescales are subject to change due to COVID-19

Evidence 3



From: Ruth Taylor (HEIW) 
To: Sion Ford (HEIW);Beckie Chandler (HEIW);Rubecca Williams (HEIW) 
Subject: Useful Documents  
Date: 11 September 2020 10:59:00 
Attachments: Our Workforce Strategy for Health and Social Care.pdf 

HEIW IMTP.pdf 

Hi All 

Please see attached HEIW’s integrated medium term plan (IMTP) along with the health and social care 
workforce strategy document.  Both of these will help broaden your understanding of the organisation 
and how your areas link in. 

BW 

Ruth 

Ruth Taylor 

Cynghorydd Gyrfaoedd ag Ehangu 
Mynediad 

Addysg a Gwella Iechyd Cymru 
(AaGIC) 

Careers & Widening Access Advisor 

Health Education and Improvement Wales 
(HEIW) 

Evidence 4

mailto:Ruth.Taylor@wales.nhs.uk
mailto:bracegirdlesue@gmail.com


Created by Emma Carrington & Ruth Taylor 
Date 1 August 2020 
Version 1 

Vision and Objectives 
To enable HEIW to continue to recruit to vacant and new posts during the COVID-19 pandemic and 
associated restrictions, the onboarding process for new starters needs to be adapted to ensure new 
starters feel supported, capable of carrying out their duties effectively and are able to perform at 
the necessary level, whilst feeling part of the HEIW wider family and are able to contribute in a way 
that adds value.  A successfully adapted onboarding process to support new starters will aid 
retention and ensure they can perform at the same level should they have progressed through the 
original onboarding process, involving full attendance at the office.  The process will need to be 
predominately virtual, with attendance at the office if restrictions allow.  
Activities to achieve objectives (attach Gantt chart) 

• Pre-start date introductions to immediate team
• Sharing of key organisation documents – values, induction handbook
• Face to face immediate team introductions
• Provision of IT equipment and training on use
• Set up of peer support group and regular meetings diarised
• Directorate team introductions
• Corporate induction
• Wider organisation introductions
• Pulse survey
• Recommendations and amendments

Business case (evidence-based - include data, benefits of change, gap analysis – difference 
between current and future states, issues and risks) 
Benefits  
Demonstration of HEIW values – together as a team, respect for all, ideas that improve 
Develop sense of belonging and improved wellbeing  
Flexibility  
Ability to meet wider organisation colleagues  
Improved support network, offering a safe space to talk about how they are feeling, performance 
and ask for assistance from their peers.    

Issues/risks 
Feeling of isolation  
Not understanding role purpose 
Lack of confidence  
Burnout  
Presenteesim  
Significant screen time  

People affected (stakeholders – employees, particular employees, customers, shareholders) 
New starters 
Line managers  
Change champions 

Evidence 5



Scope of change (eg one site, one product group) 
Workforce & OD Directorate only with the intention to share experiences and learning with the 
People Team, allowing wider sharing with the organisation.   
 
Roles (project manager, sponsor, team members) 
Lead – Line Managers   
Change champions – Emma Carrington and Ruth Taylor 
IT department 
People Team  
Wider teams  
Communication strategy (attach communication plan, list of change champions) 
See attached 
 
 
Support to be offered (advice, counselling, coaching, mentoring, representation, training - attach, 
for example, a training plan) 
Directorate peer support and regular 1:1 meetings with line manager and immediate team  
 
 
Timings and milestones (see Gantt chart) 
As above  
Onboarding starts prior to start date and runs over the first three months in post, with continued 
support offered thereafter as required.   
 
 
Resources required, including cost (equipment, time, people, materials, guidance) 
IT equipment and support  
Protected time to attend peer support group 
Allowance of time to attend induction, training etc 
Access to business related documents (as appropriate)  
 
 
Monitoring activities 
Pulse surveys  
Focus group 
 
Success Measures 
A positive response to pulse surveys in relation to the first three months in post.  New starters feel 
included, feel they are adding value and are confident that support is available to them if 
required.   
 
 

 

 

 

 

 



Change Communication Plan  

 

 

Company profile  HEIW is a Special Health Authority and is the 11th member of the NHS Wales family.  
It has a leading role in the education, training, development and shaping of the 
healthcare workforce in Wales, supporting the healthcare needs of the Welsh 
population. It employs 450 staff, the majority of which work from their main offices 
in Cardiff with the remainder working remotely across Wales.    

Issue  The COVID-19 pandemic and associated restrictions lead to all recruitment in HEIW 
being stopped due to the inability for candidates to undergo face to face interviews 
and the inability to provide an effective induction process to new starters.  With the 
roll out of technology including Microsoft Teams, HEIW were able to restart 
recruitment.  However, it was quickly realised that the onboarding process would 
need to be adapted to ensure new starters felt welcomed to the organisation, 
understood their role and responsibilities and had the necessary support in place to 
ensure a smooth transition into both the workplace and a new way of working.   
  

Research  According to Glassdoor a strong onboarding process improve new hire retention by 
82 percent and productivity by over 70 percent (Laurano, 2015) 
 
CIPD 2020 Resourcing and talent planning survey, discovered 42% of organisations 
are improving their induction process to enhance retention (CIPD, 2020). 
 
This highlights the importance of HEIW developing an effective virtual 
onboarding/induction process for their staff. 
 

Communication 
objectives  

• Ensure new starters understand how they will be required to work  
• Ensure new starters understand what impact the restrictions will have on 

the way they work  
• How appropriate support will be in place to introduce them to the 

organisation  
Audiences  New starters in the Workforce & OD Directorate  

  
Key messages • This is a significant change for everyone 

• The adaptations are intended to lead to a positive induction experience 
• All necessary support will be available and continue to be so  

Tactics/channels • Line managers via 1:1s and team meetings  
• Team members  
• Change champions via peer support group  

Risks New starters feel isolated and do not undergo satisfactory onboarding/induction, 
leading to a negative impact on wellbeing, causing demotivation, decreased 
performance and feeling undervalued.  This could ultimately lead in new starters 
leaving the organisation.  

Measurement Frequent staff engagement to measure effectiveness of change and the impact it is 
having on individuals and their teams.  Make use qualitative measures, including 
pulse surveys and focus groups.  

Review Ongoing review and reflection to measure success and impact, make adjustments 
and recommendations to be shared with the wider organisation.     

https://www.cipd.co.uk/knowledge/strategy/resourcing/surveys/


Onboarding plan 
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Individual Pre-start date introductions Responsibility 
Team pre-start date introductions Line Manager 
Start date Ruth Taylor
Face to face team introductions Ruth Taylor & Emma Carrington
Provision of IT equipment & training on use Other (IT, People Team etc)
Bi-weekly 1:1 meetings with line manager 
Bi-weekly team meetings
Peer support group meetings 
Directorate team introductions
Corporate inductions 
Wider organisation introductions 
Pulse survey
Pulse survey analysis 
Focus Group 
Recommendations for improvement 
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From: Sharon Evans (HEIW)
To: Ruth Taylor (HEIW)
Cc: Emma Carrington (HEIW)
Subject: RE: CIPD - Contributing to the Management of Change
Date: 08 January 2021 16:13:31
Attachments: Gantt Chart - onboarding.xlsx

HEIW New starters Checklist - First 90 days.docx
Change Plan - onboarding.docx
image002.png

Hi both,

Thank you for your email.

As outlined in the below information, I approached Ruth and Emma to design a blended (but
predominately virtual) induction process to welcome new starters to the Workforce and OD Directorate
– two of which would be joining my team. Whilst HEIW has a robust induction programme, due to
Covid-19 we needed to ensure new starters felt as welcomed and had access to all necessary resources
via a virtual process as they would have done through the existing in-person approach. Both Ruth and
Emma approached this methodically, taking the time to review and assess the existing process and
translating this into a virtual process. The process they devised ensured our new starters felt
welcomed, by arranging pre-start date introductory meetings with the team, arranging IT equipment to
be ready on their start date and explaining what to expect in the first three months of joining the
organisation.

Starting a new role and joining a new organisation is both an exciting and nerve racking experience.
This was further perpetuated by the current situation and there was the potential for our new starters
to feel isolated by having to work virtually. Ruth and Emma addressed this issue by setting up an
informal peer support group, which supplemented 1:1 meetings with their respective line managers. It
also allowed our new starters to connect with others in the same position and have a place where they
could access hints, tips and support from Ruth and Emma.  

I look forward to reviewing the results from the pulse survey and focus group with Ruth and Emma.
Initial feedback through my 1:1 meetings with new team members has confirmed that this process has
been a success.

Cofion caredig Kind regards

Sharon

Sharon Evans
Pennaeth Gyrfaoedd ac Ehangu Mynediad  Head of Careers and Widening Access
Addysg a Gwella Iechyd Cymru (AaGIC) Health Education and Improvement Wales (HEIW)
Telephone: 01443 846388
aagic.gig.cymru      heiw.nhs.wales

 @AaGIC_GIG @HEIW_NHS        @NHSWalesCareers      

  NHSWalesCareers

P Helpwch arbed papur – oes angen i chi printio’r e-bost yma? 
 Help save paper - do you need to print this e mail?

From: Ruth Taylor (HEIW) <Ruth.Taylor@wales.nhs.uk> 
Sent: 07 January 2021 08:38
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HEIW New Starters Checklist – First 90 days 













		

		Day 1

		Week 1  

		Month 1 

		Month 2

		Month 3  



		Meet the team 

		

		

		

		

		



		Team/HEIW overview

		

		

		

		

		



		Tour of the building 

		

		

		

		

		



		ID badge

		

		

		

		

		



		IT setup/collection

		

		

		

		

		



		Printer setup

		

		

		

		

		



		Sickness process 

		

		

		

		

		



		DSE/Risk assessments

		

		

		

		

		



		Mandatory 



		Corporate Induction 

		

		

		

		

		



		Mandatory training

		

		

		

		

		



		Objective setting

		

		

		

		

		



		Personal details on ESR 

		

		

		

		

		



		Technology



		Using ESR

		

		

		

		

		



		Using Teams/Skype

		

		

		

		

		



		Using Expenses 

		

		

		

		

		



		Using Service Desk 

		

		

		

		

		



		Room bookings

		

		

		

		

		



		Intranet

		

		

		

		

		



		Using Oracle

		

		

		

		

		



		Using Y Ty Dysgu

		

		

		

		

		



		Pastoral 



		WOD Peer support group

		

		

		

		

		



		H&WB web pages

		

		

		

		

		



		Social teams channels

		

		

		

		

		



		Organisational groups

		

		

		

		

		



		Meet other teams

		

		

		

		

		



		Regular team catch ups

		

		

		

		

		



		Key documents 



		IMTP

		

		

		

		

		



		A Healthier Wales 

		

		

		

		

		



		Future Generations 

		

		

		

		

		



		Workforce Strategy for H&SC

		

		

		

		

		



		Key HEIW policies 

		

		

		

		

		



		Other 



		Tasks to increase understanding of team and HEIW 

		

		

		

		

		







*Timescales are subject to change due to COVID-19
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		Created by

		Emma Carrington & Ruth Taylor



		Date

		1 August 2020



		Version

		1







		Vision and Objectives



		To enable HEIW to continue to recruit to vacant and new posts during the COVID-19 pandemic and associated restrictions, the onboarding process for new starters needs to be adapted to ensure new starters feel supported, capable of carrying out their duties effectively and are able to perform at the necessary level, whilst feeling part of the HEIW wider family and are able to contribute in a way that adds value.  A successfully adapted onboarding process to support new starters will aid retention and ensure they can perform at the same level should they have progressed through the original onboarding process, involving full attendance at the office.  The process will need to be predominately virtual, with attendance at the office if restrictions allow. 



		Activities to achieve objectives (attach Gantt chart)



		· Pre-start date introductions to immediate team 

· Sharing of key organisation documents – values, induction handbook

· Face to face immediate team introductions

· Provision of IT equipment and training on use 

· Set up of peer support group and regular meetings diarised

· Directorate team introductions

· Corporate induction 

· Wider organisation introductions

· Pulse survey

· [bookmark: _GoBack]Recommendations and amendments 





		Business case (evidence-based - include data, benefits of change, gap analysis – difference between current and future states, issues and risks)



		Benefits 

Demonstration of HEIW values – together as a team, respect for all, ideas that improve

Develop sense of belonging and improved wellbeing 

Flexibility 

Ability to meet wider organisation colleagues 

Improved support network, offering a safe space to talk about how they are feeling, performance and ask for assistance from their peers.   



Issues/risks

Feeling of isolation 

Not understanding role purpose 

Lack of confidence 

Burnout 

Presenteesim 

Significant screen time 





		People affected (stakeholders – employees, particular employees, customers, shareholders)



		New starters

Line managers 

Change champions 





		Scope of change (eg one site, one product group)



		Workforce & OD Directorate only with the intention to share experiences and learning with the People Team, allowing wider sharing with the organisation.  





		Roles (project manager, sponsor, team members)



		Lead – Line Managers  

Change champions – Emma Carrington and Ruth Taylor

IT department

People Team 

Wider teams 



		Communication strategy (attach communication plan, list of change champions)



		See attached







		Support to be offered (advice, counselling, coaching, mentoring, representation, training - attach, for example, a training plan)



		Directorate peer support and regular 1:1 meetings with line manager and immediate team 







		Timings and milestones (see Gantt chart)



		As above 

Onboarding starts prior to start date and runs over the first three months in post, with continued support offered thereafter as required.  







		Resources required, including cost (equipment, time, people, materials, guidance)



		IT equipment and support 

Protected time to attend peer support group

Allowance of time to attend induction, training etc

Access to business related documents (as appropriate) 







		Monitoring activities



		Pulse surveys 

Focus group





		Success Measures



		A positive response to pulse surveys in relation to the first three months in post.  New starters feel included, feel they are adding value and are confident that support is available to them if required.  












f





To: Sharon Evans (HEIW) <Sharon.Evans25@wales.nhs.uk>
Cc: Emma Carrington (HEIW) <Emma.Carrington@wales.nhs.uk>
Subject: CIPD - Contributing to the Management of Change
 
Morning Sharon
 
I am just writing to confirm the discussions and agreement that occurred with yourself, Emma and I
back in August regarding the onboarding/induction for the three new starters in the Workforce & OD
Directorate.  Below is a summary of our initial conversation along with attachments outlining the
change plan, first 90 day induction checklist and gantt chart highlighting the key milestones of the
project.
 
I would be grateful if you could review and confirm that this is an accurate record and the documents
reflect what was agreed. 
 
Emma and I were approached by Sharon Evans, Head of Careers and Widening Access to ask for
assistance to support our CIPD studies with developing an adjusted onboarding/induction process for
the three new starters due to join the Workforce and OD Directorate in mid August .  The process would
need to be tailored to take account for the covid-19 restrictions and the inability for normal processes to
be followed due to the requirement for all staff to work from home, with limited access to the building. 
We recognised that joining an organisation in a predominately virtual way would be a significant
change for both the new starters and us as a directorate and more effort would be required to ensure
that they felt welcomed to HEIW, understood their role and responsibilities and how they fit within the
wider context of the organisation.  It would important that broader support mechanisms were in place
and it was suggested that a peer support group was set up, including the new starters and current
W&OD administrative staff to enable a safe place to talk about how they were feeling, ask for support
with tasks and allow a safe space to discuss concerns and worries that may not feel they wished to
bother their line manager with.  It was agreed that approval to set up this group would be gained from
Angie Oliver, Deputy Director of Workforce & OD as it affected administrative staff from outside the
team the new starters were joining. 
 
It was agreed that Emma and I would develop a check list for new starters to ensure that key milestones
relating to their induction were not missed covering mandatory elements such as induction, mandatory
training, objective setting along with identification of IT systems they would require training on, pastoral
support mechanisms and key documents to aid understanding of the organisation.  This would be
supported by a Gantt chart that highlighted the key milestones in the project and whose responsibility
the task was assigned to and allow monitoring of the change project.
 
It was agreed that informal monitoring of the project would be undertaken via the peer support group,
with Emma and I checking in on the new starters to see how they were doing and settling in and if there
was any support that was required, alongside line manager led 1:1 meetings with individuals.  A pulse
survey will be undertaken in October/November time followed by a focus group at the beginning of
January to assess the effectiveness of the changes and make any amendments that could be applied to
future new employees. 
 
Many thanks
 
Ruth & Emma
 
 
 
Ruth Taylor



 
Cynghorydd Gyrfaoedd ag Ehangu
Mynediad
 

Careers & Widening Access Advisor
 

Addysg a Gwella Iechyd Cymru
(AaGIC)

Health Education and Improvement Wales
(HEIW)
 

Ty Dysgu Ty Dysgu
Cefn Coed Cefn Coed
Nantgarw Nantgarw
Cardiff Cardiff
CF15 7QQ CF15 7QQ
Ffôn: 01443 846380 Telephone: 01443 846380 
We: aagic.gig.cymru Web: heiw.nhs.wales
@AaGIC_GIG @HEIW_NHS

 
NHS Wales welcomes correspondence in Welsh or English. Corresponding in Welsh will not lead to any
delay.
 
Mae GIG Cymru yn croesawu gohebiaeth yn Gymraeg neu yn Saesneg. Ni fydd gohebu yn Gymraeg yn
creu unrhyw oedi.
 

file:////c/aagic.gig.cymru
file:////c/heiw.nhs.wales


From: Angie Oliver (HEIW)
To: Ruth Taylor (HEIW)
Subject: RE: idea for new starters in W&OD
Date: 16 July 2020 10:20:13
Attachments: image002.gif
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I think this is an excellent idea – thank you

Cofion cynnes

Mrs Angie Oliver  Mrs Angie Oliver
Deputy Director of Workforce & Organisational Development  Dirprwy Gyfarwyddwr Gweithlu a Datblygiad Sefydliadol
Health Education and Improvement Wales (HEIW)  Addysg a Gwella Iechyd Cymru (AaGIC)
Tŷ Dysgu  Tŷ Dysgu
Cefn Coed  Cefn Coed
Nantgarw      CF15 7QQ  Nantgarw      CF15 7QQ

(Ext: 4175 ( Est: 4175
(External: 01443 824175 / 07583 097014  ( Allanol: 01443 824175 / 07583 097014

Email:Angie.oliver@wales.nhs.uk E-bost: Angie.oliver@wales.nhs.uk
heiw.nhs.wales   

See our NHS Wales Staff Wellbeing Covid -19 Resource

 aagic.gig.cymru

@HEIW_NHS @AaGIC_GIG

From: Ruth Taylor (HEIW) <Ruth.Taylor@wales.nhs.uk> 
Sent: 16 July 2020 09:24
To: Angie Oliver (HEIW) <Angie.Oliver@wales.nhs.uk>
Subject: idea for new starters in W&OD

Hi Angie

Emma and I have been having a think about how we welcome the new team members in the worforce
and careers teams and and thought it would be nice to set up an informal group with myself, Emma
and Laura so the new members would have people they could ask for help with tasks etc.  This would
remove the necessity for them to go straight to their line managers.  Also thought it would help them
feel part of the wider team and supported.  My thoughts were that we could meet weekly/fortnightly
and talk a little bit about what we are working on, any challenges and also a bit of friendly chat.

Was concerned that with the current situation, they would feel a little isolated and they may be more
confident to ask us for help rather than escalate small issues. 

What do you think?  I mentioned it to Clem and she thought it was a good idea.  Would just need to
speak to Claire and Sharon.
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Thanks
 
Ruth & Emma
 
Ruth Taylor
 
Cynghorydd Gyrfaoedd ag Ehangu
Mynediad
 

Careers & Widening Access Advisor
 

Addysg a Gwella Iechyd Cymru
(AaGIC)

Health Education and Improvement Wales
(HEIW)
 

Ty Dysgu Ty Dysgu
Cefn Coed Cefn Coed
Nantgarw Nantgarw
Cardiff Cardiff
CF15 7QQ CF15 7QQ
Ffôn: 01443 846380 Telephone: 01443 846380 
Ebost: Ruth.taylor@wales.nhs.uk Email: Ruth.taylor@wales.nhs.uk
We: aagic.gig.cymru Web: heiw.nhs.wales
@AaGIC_GIG @HEIW_NHS

 
NHS Wales welcomes correspondence in Welsh or English. Corresponding in Welsh will not lead to any
delay.
 
Mae GIG Cymru yn croesawu gohebiaeth yn Gymraeg neu yn Saesneg. Ni fydd gohebu yn Gymraeg yn
creu unrhyw oedi.
 

mailto:Ruth.taylor@wales.nhs.uk
mailto:Ruth.taylor@wales.nhs.uk
file:////c/aagic.gig.cymru
file:////c/heiw.nhs.wales


From: Ruth Taylor (HEIW)
To: Wendy Wilkinson (HEIW)
Subject: RE: Introductory meeting with Careers & Widening Access/Workforce Planning new starters
Date: 28 September 2020 11:12:00
Attachments: image001.jpg

image003.jpg

From: Ruth Taylor (HEIW) <Ruth.Taylor@wales.nhs.uk> 
Sent: 17 September 2020 13:38
To: Kerri Eilertsen-Feeney (HEIW) <Kerri.Eilertsen-Feeney2@wales.nhs.uk>; Wendy Wilkinson (HEIW)
<Wendy.Wilkinson2@wales.nhs.uk>; Krysia Groves (HEIW) <Krysia.Groves@wales.nhs.uk>; Gail Harries-
Huntley (HEIW) <Gail.Harries-Huntley@wales.nhs.uk>; Denise Parish (HEIW)
<Denise.Parish@wales.nhs.uk>; Christine Love (HEIW) <Christine.Love@wales.nhs.uk>; Jackie Parsons
(HEIW) <Jackie.Parsons@wales.nhs.uk>
Subject: Introductory meeting with Careers & Widening Access/Workforce Planning new starters

Hi All

I hope you are well.  I wonder if it would be possible to schedule some brief introductory sessions with
you all to introduce you to our new team members in the W&OD Directorate.  It would be great if you
were able to provide an overview of your role/area within HEIW and how it may link in with Careers
and workforce planning. 

If agreeable, please could you provide me with some dates for mid to late October (30 minutes should
be plenty).

Many thanks

Ruth

Ruth Taylor

Cynghorydd Gyrfaoedd ag Ehangu
Mynediad

Careers & Widening Access Advisor

Addysg a Gwella Iechyd Cymru
(AaGIC)

Health Education and Improvement Wales
(HEIW)

Ty Dysgu Ty Dysgu
Cefn Coed Cefn Coed
Nantgarw Nantgarw
Cardiff Cardiff
CF15 7QQ CF15 7QQ
Ffôn: 01443 846380 Telephone: 01443 846380 
Ebost: Ruth.taylor@wales.nhs.uk Email: Ruth.taylor@wales.nhs.uk
We: aagic.gig.cymru Web: heiw.nhs.wales
@AaGIC_GIG @HEIW_NHS

NHS Wales welcomes correspondence in Welsh or English. Corresponding in Welsh will not lead to any
delay.

Mae GIG Cymru yn croesawu gohebiaeth yn Gymraeg neu yn Saesneg. Ni fydd gohebu yn Gymraeg yn
creu unrhyw oedi.
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Workforce & OD New starter introductory meetings 

Area Lead Date 
Apprenticeships Liz Hargest 3 September 2020 
Communications Helen Cade 3 September 2020 
Health & Wellbeing Emma Carrington 3 September 2020 
Nursing  Dawn Baker-Lari 8 September 2020 
Digital, E-learning & content 
development  

Jay Bevan & Tim Nicholls 8 September 2020 

Equality, Diversity & Inclusion Emma Kwaya-James 9 September 2020 
People Team James Coglan 10 September 2020 
Data & Analytics Leigh Butler 

Julie Trebble 
10 September 2020 

Welsh Language Huw Owen 10 September 2020 
Healthy Working Relationships James Moore 17 September 2020 
Graduate Programme Emma Barnes-Lewis 17 September 2020 
Compassionate Leadership Emily Millar 17 September 2020 
Learning & Development Jeremy Ashdown 7 October 2020 
Workforce Transformation Gail Harries-Huntley 

Krysia Groves  
19 October 2020 

Workforce Planning Clem Price 
Dee Udeze 

19 October 2020 

Allied Health Professionals Wendy Wilkinson 20 October 2020 
Education Contracting Denise Parish 26 October 2020 
Pharmacy Bethan Broad 28 October 2020 
Commissioning & Quality Chrissy Love 29 October 2020 
Social Care Wales Andrew Bell 29 October 2020 
Talent & Succession Planning Jackie Parsons 26 November 2020 
Train.Work.Live Hilary Hopkins 5 January 2021 
Welsh Health Student Forum Carly Powell 14 January 2021 
Widening Access Sharon Evans 18 January 2021 
Medicine  Tom Lawson TBC 
Dentistry Kirsty Moons TBC 
Midwifery Kerri Eilertsen-Feeney TBC 
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From: Rubecca Williams (HEIW)
To: Ruth Taylor (HEIW)
Subject: RE: Meeting
Date: 07 January 2021 12:26:36
Attachments: image001.jpg
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Support from Ruth:
Although it may seem over the top, I’ve genuinely found Ruth to be an amazing beacon of
support for me within HEIW!

Ruth kindly organised and led a series of introductory meetings with a number of teams within
HEIW and I’ve found these to be really useful, particularly from the perspective of developing an
understanding of where our teams connect.

Having someone to speak to has been really important to me, and Ruth has been outstanding in
regard to this. Constantly at the end of Teams chats or calls, or an email, whatever I need Ruth
goes out of her way to help and support me, whether that’s answering my overload of questions,
giving me advice, to useful information on upcoming conferences and documents – nothing is
too much for Ruth and I really appreciate that.

Conscientious, motivated and a self-starter, Ruth helps to give me direction and I thoroughly
enjoy working with her.

Thank you.

Rubecca

Rubecca Williams
Cynorthwy-ydd Gyrfaoedd ac Ehangu Mynediad | Careers and Widening Access Assistant
Addysg a Gwella Iechyd Cymru (AaGIC) | Health Education and Improvement Wales (HEIW)
aagic.gig.cymru | heiw.nhs.wales

 @AaGIC_GIG @HEIW_NHS        @NHSWalesCareers      
  NHSWalesCareers

P Helpwch arbed papur – oes angen i chi printio’r e-bost yma? 
 Help save paper - do you need to print this e mail?
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From: Sion Ford (HEIW)
To: Ruth Taylor (HEIW)
Subject: RE: Meeting
Date: 07 January 2021 13:14:58
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Hi Ruth,

Joining a new organisation at any time can be a bit daunting, so throw a pandemic into the mix
and that could have exacerbated things. Fortunately for me, though, I’ve had a lot of support
from Ruth and Emma – they put together the peer support group, which helped to introduce me
to other new starters, and I’ve been able to access some fantastic training opportunities. On a
personal note, Ruth’s been great at helping me and other colleagues to settle in; compared to
other places I’ve worked, I think she’s gone above and beyond. Where there have been
frustrations, Ruth’s offered a safe space for myself and my team mate to be open and
productively discuss how we’re feeling and what we can do to support each other.

Diolch

Sion

Cofion Regards

Siôn Ford (He/Him)
Swyddog Gyrfaoedd ac Ehangu Mynediad Careers and Widening Access Officer
Addysg a Gwella Iechyd Cymru (AaGIC) Health Education and Improvement Wales (HEIW)
aagic.gig.cymru      heiw.nhs.wales

 @AaGIC_GIG @HEIW_NHS        @NHSWalesCareers      
  NHSWalesCareers

P Helpwch arbed papur – oes angen i chi printio’r e-bost yma? 
 Help save paper - do you need to print this e mail?
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From: Rubecca Williams (HEIW)
To: Ruth Taylor (HEIW); Emma Carrington (HEIW)
Subject: RE: Meeting
Date: 07 January 2021 12:25:53
Attachments: image004.png
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Hi both,

My experience within HEIW has been fantastic. From the positive experience at my interview
and the communication prior to my start date to the great welcome and continued support I
receive, including my 1:2:1 and team meetings.

Although the nature of operation is different to other environments I have worked in, I’ve
actually really enjoyed being able to work virtually. The introduction of the peer support group,
newcomers network, having introductory meetings with other teams and the opportunity to be
part of networks such as the health & wellbeing group has meant that I feel part of the
organisation, connected and supported.

The peer support group in particular, which is run by Emma and Ruth has been of real value to
me from both a work and personal point of view with giving me an informal, safe space to talk
which I find really beneficial and I very much hope the group is able to continue.

Thank you.

Rubecca Williams
Cynorthwy-ydd Gyrfaoedd ac Ehangu Mynediad | Careers and Widening Access Assistant
Addysg a Gwella Iechyd Cymru (AaGIC) | Health Education and Improvement Wales (HEIW)
aagic.gig.cymru | heiw.nhs.wales

 @AaGIC_GIG @HEIW_NHS        @NHSWalesCareers      
  NHSWalesCareers

P Helpwch arbed papur – oes angen i chi printio’r e-bost yma? 
 Help save paper - do you need to print this e mail?
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HEIW New Starter Employee Engagement  
November 2020

Emma Carrington & Ruth Taylor 
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Introduction 

• Since 23rd March 2020, (HEIW) has employed over 40 new staff.  

• All have joined the organisation in a very different way to previous staff: 
• limited face to face interaction with their line manager and colleagues 

• few visits to the main office building

• Adapt to an almost 100% working from home model. 

• Organisation has needed to adapt recruitment, onboarding and induction processes  

Are we getting this right?
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Method 
Definition of a “new starter”
Someone who has joined the organisation between 23rd March and 31st August 2020
• Sample size = 34 

Measurement tool 
• Pulse survey consisting of 8 questions relating to new starter experience:

• Recruitment
• Onboarding
• Workplace relationships
• Equipment
• Induction 
• Ambassadorship

• Survey open for 1 week
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Results 

0 2 4 6 8 10 12 14

The recruitment process

The information and support I received in my first week

The services and functions HEIW provides

My office laptop and email account

My support networks

Help and support from my line manager

Advice and support from team colleagues

Peer support within the Directorate

The HEIW induction

The HEIW Newcomes Network

I am satisified with...

Strongly disagree Slightly disagree Neither Slightly Agree Strongly agree

Respondents = 13 (38%)
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Results 

12

1

Would you recommend HEIW as a place to work?

Yes No Not Sure
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Free text comments 
• 3 respondents stated that their experience could have been improved if it weren’t for COVID

• 3 respondents stated that they would have liked more information available to them:
• Whose who
• Where to find information 
• Single individual to ask questions

• 1 respondent stated that they felt expectations were too high

• 4 responses highlighted good support and excellent communication

• 2 respondents stated that they did not feel supported by their line manager (slightly disagree)

• 3 respondents were neither satisfied or dissatisfied with the induction process 

• 2 respondents stated that they did not feel supported by their networks (slightly disagree) with 
1 stating they did not agree or disagree. 
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Conclusions  

Engagement levels within the New Starter Group are high, with an overall engagement score of 80%

• 10 (77%) respondents strongly agreed or slightly agreed with all 10 multiple choice questions
• 12 (92%) respondents would recommend HEIW as a place to work to colleagues 

• There are pockets of dissatisfaction with regard induction, line manager relationships and network 
and directorate support 
= 2 respondents 
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Recommendations 
• Repeat survey in three months’ time with next cohort of new starters

• Extend survey time to 2 weeks (not over holiday period) to increase uptake

• 4 respondents provided their details – People Team to make contact to discuss their answers to identify 
areas of good practice and concern 

• Share identified good practice from follow up interviews and survey with line managers

• Identity ways in which information could be more readily available
• Whose who
• Identify individual in team as single point of contact for questions
• Signposting to where to find information 

• Review induction and the new comers network to identify opportunities for improvement



From: Emma Carrington (HEIW) 
To: Ruth Taylor (HEIW);Sion Ford (HEIW);Beckie Chandler (HEIW);Rubecca Williams (HEIW) 
Subject: Focus group 
Date: 04 January 2021 16:03:01 
Attachments: Focus Group Consent Form_.doc 

Dear Colleague, 
Thank you for your willingness to participate in our focus group, led by myself and Ruth Taylor. 
The aim of the focus group is to assess the effectiveness of your onboarding, induction and 
support experience to date. 

You will be in a group with 4 other employees of HEIW. The focus group will not be recorded, and 
your responses will be shared with the W&OD directors, to ensure your views and opinions 
improve the future onboarding process. However, no names will be mentioned in the report. All 
the data collated will be in strict adherence to data regulations. 
The date, time and place are listed below and if you will not be able to attend the session please 
email Emma Carrington at emma.carrington@wales.nhs.uk or Ruth Taylor at 
Ruth.Taylor@wales.nhs.uk otherwise we look forward to seeing you. 

Date: Thursday 7th January at 09:00

Time: 09:00 – 10:00 

Venue: Via TEAMS 

We would be grateful if you could please print and sign the attached consent form and forward it to 
either Emma or Ruth before attending the focus group.  

We look forward to meeting with you, 

Kind regards 

Emma and Ruth 
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• Chairman/Cadeirydd:  Dr Chris Jones
• Chief Executive/Prif Weithredwr:  Alex Howells
HEIW Headquarters/ Pencadlys HEIW, Ty Dysgu, Cefn Coed, Nantgarw, Cardiff, CF15 7QQ.
Telephone/Ffôn:   03300 585 005

 

 

Dear Colleague, 

You have been asked to participate in a focus group involving employees of HEIW.  The 
purpose of the group is to assess the effectiveness of your onboarding, induction and 
support experience to date.   

You can choose whether or not to participate in the focus group and stop at any time. The 
focus group will not be recorded, and your responses will be shared with the W&OD 
directors, to ensure your views and opinions improve the future onboarding process 
however, no names will be mentioned in the report.  

I understand this information and agree to participate fully under the conditions stated 
above:  

Name: 

Signed: 

Date: 

Yours sincerely 

Emma Carrington 

Ruth Taylor  

Health Education and Improvement Wales 
Ty Dysgu 
Cefn Coed 
Nantgarw 
Cardiff 
CF15 7QQ 

03300 585 005 
HEIW@wales.nhs.uk 

Our Ref: HNACON100719 

Date:      7th January 2021 
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Onboarding/Induction Focus Group 
Thursday 7th January 2021 

Present: 
Emma Carrington 
Ruth Taylor 
Member 1 (M1) 
Member 2 (M2) 
Member 3 (M3) 

Three new members of staff from the Workforce & OD Directorate were invited to attend a focus 
group to discuss and measure their experience of the onboarding/induction process for their new 
roles over the preceding four months. This would help to measure the effectiveness of the processes 
that had been implemented to ensure they felt welcome and part of the organisation, understood 
their roles and responsibilities and had the appropriate support in place. 

Q1. How did you feel before you joined the organisation, knowing that you would be required to 
work virtually from home? 

M1: They had had some considerable time off from work due to illness prior to applying for this post.  
Their prior working environment was a negative experience, but they felt extremely excited as they 
had received a positive interview experience within HEIW. They did not anticipate working from home 
for this length of time, but the need to work virtually did not concern them and they enjoy working 
this way and find it works well.   

M2: Prior to joining HEIW, they were required to work in an office environment during the pandemic 
with no flexibility.  The HEIW website helped inform their decision to apply for the new position as it 
informed them that the organisation was working virtually due to the pandemic.   After I applied for 
the post, I received an e-mail informing that interviews within HEIW will be held virtually due to the 
pandemic.  I liked the sound of the agility that came with working virtually.  Their experiences of 
working virtually within HEIW have been positive.   

M3:  Was excited to be starting a new role and relieved that they had been able to gain a job quickly 
after graduating from university.  Understood that the role would be predominately virtual and was 
not concerned about the need to work virtually as they had spent the final part of their degree course 
working this way.  They felt that this helped them prepare for the world of virtual work.  They have 
enjoyed working from home and appreciate the flexibility offered.  They feel that virtual working does 
not detract from their role and responsibilities.   

Q2. How do you feel about the support you have received from the organisation? 

M1: They have very much enjoyed their time in post and feel their wellbeing has been supported, both 
in a work and personal capacity.  They believe working this way has helped with teamwork and they 
have benefited considerably from the 1:1 meetings with their line manager and team meetings.  They 
highlighted how any queries they had were answered promptly, which helped considerably with the 
tasks they had been set.   

They have accessed the health and wellbeing resources available on the website, but have found the 
volume of information a little overwhelming.  However, they recognise how having this information is 
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extremely useful, but could be condensed to make it clearer as to what resources are available 
depending on individual need and the website could be more user friendly.  
 
M2: Everyone is so approachable and helpful within HEIW and the whole HEIW experience has been 
phenomenal!  The peer support group is a safe platform to meet other HEIW staff. Working virtually 
has been good for my wellbeing as I’ve been able to get to know people in relation to work and 
personally. 1:1 meetings and team meetings are also really helpful, and I feel confident I can e-mail on 
Teams if I need support. I feel that I have met more people on specific groups that are now running 
virtually, such as Biodiversity, than I may have within the organisation.  
 
I have accessed the health and wellbeing resources.  I have also requested a resource that was 
available from my previous employer, but not within HEIW. HEIW are now in the process of 
implementing this resource. I’m pleased with this outcome and feel my thoughts and opinions have 
been listened too.  

M3: Being able to join different groups within the organisation has given them an opportunity to meet 
people from across the organisation who have similar interests (Biodiversity Group, equality 
champions) and who they may not have come across in a work capacity.  They have made use of the 
mindfulness course offered to HEIW staff, which has had a positive impact on their wellbeing.   
 
The group acknowledged it is evident HEIW remote workers now feel they are on a level playing field 
to those who are now working virtually, as they are experiencing the same obstacles etc.  

Q3. What has worked well? 
M1, 2 & 3:  The virtual introductions with other teams have been extremely useful and the 
engagement from other teams at these meetings has given a great impression of the organisation.  
They also benefited from attending these meetings together along with Ruth as she was able to 
highlight where the crossovers between teams were and able to steer the conversation to ensure it 
remained relevant to us  

M1: Attending introductory meetings as a team has helped and I felt more confident to ask questions.   
 
M2:  The difference between attending these meetings as a group compared with attending some on 
their own has been considerably different.  They find the individual meetings different and awkward 
and not as beneficial as those where they are supported by colleagues.  They also highlighted how 
some of the introductions were set up after they had already met teams due to work need and so 
recommended that introductions were set up depending on the teams they were likely to work with 
first rather than starting with the directorate and working outwards.   
 
All agreed the joint meetings were extremely beneficial and a more positive experience when 
compared to attending introductory meetings alone.   

The peer support group has been excellent and offered an opportunity for them to meet other 
members of the directorate who are in similar roles.  The appreciated that this forum was a safe space 
for them talk about how they were feeling and ask for help and they would like the group to continue 
for the foreseeable future.  They also appreciated the dedicated teams channel that had been set up 
and had begun to use this to ask questions to the group. 
 
Q4: What has worked not so well? 
M2: It would have been helpful to know on their first day that they were able to take office equipment 
home, ie a chair.  They worked from home for some considerable time before realising that they could 
take a chair home from the office.   



 
M1, 2 & 3:  All agreed that an organisation chart broken down by directorate would be useful to help 
them understand the roles of others and if individuals had PA support who they could approach rather 
than contacting senior managers directly.   
 
M1,2 & 3: All agreed that their corporate induction experience had not been well received due to the 
length of time of the session.  Initially sessions were for 6 hours across one day and this covered all 
the necessary topics.  However, following feedback, the corporate induction was split into two 3 hour 
sessions.  It would appear that they fell between the change of format and underwent a 6 hour session 
followed by a three hour session.  They all felt that the sessions had some good points and some not 
so good and when they attended the second session they had to listen to topics they had already 
covered.  They are not clear whether they have now covered all induction topics or not as they did not 
receive documentation outlining this.  The People Team have been making amendments to the 
corporate induction programme to reflect these comments and the group were pleased to hear their 
comments were taken onboard and a change has been made to make the session shorter and more 
interactive.  

Q5: Do you have any further comments  
One member felt they were struggling a little with the high volume of work within their team and the 
fact that they still had a lot to learn.  As stress levels are high in the team, they do not feel they can 
approach their manager.  However, they recognise that recruitment is underway to expand the team 
and that more support will become available and workload will be distributed more widely.   
 
Ruth and Emma highlighted how it was important that they did speak with their manager, but 
appreciated how they did not want to add further pressure to them.  They were reminded that the 
People Team are available should they wish to discuss their concerns with them.  It was emphasised 
that they should not let the situation run for too long and support should be requested. 
 
Two members felt the opposite, in that they sometimes felt frustrated that they did not have enough 
work to do and would have liked to have been able to support wider teams during these times.  
However, they recognised that the reduced workload was related to the covid pandemic and the need 
for the work stream to be scaled down for a period of time and was also affected by line manager 
sickness.  Both felt the situation would improve going forward.   
 
Summary 
It would appear from comments received that all new starters have received an extremely positive 
experience during their first four months in post.  They feel that they have benefited from the range 
of support mechanisms in place, including the peer support group, health and wellbeing resources 
and introductory meetings, supported by colleagues.  All commented on the positive experience they 
have received during introductory meetings and the enthusiasm from other staff in the organisation 
has been clear.   
 
The corporate induction process has been not so good, but changes have been made recently so that 
the session is now spread over three sessions, with the People Team working on making the sessions 
more interactive and engaging.   
 
There was also comment that whilst the amount of health and wellbeing resources available was seen 
as a positive, the way they are presented is a little overwhelming. 
 



There was a difference in workload levels amongst the three new starters, with one extremely busy, 
with little inter-team peer support, compared with another who felt they had a significantly reduced 
workload, but had inter-team support to help identify pieces of work that could be undertaken. 
 
Recommendations 
 

• The peer support group continues 
 

• Future new starters continue to be “buddied” up if possible and attend introductory meetings 
together 

 
• Introductory meetings are scheduled according to work timelines rather than starting with 

the directorate and moving outwards across the organisation. 
 

• Provision of an organisation chart split into directorates  
 

• That the health and wellbeing resource webpage is reviewed. 
 
 
 



Assessment of Change to New 
Starter Onboarding/Induction 

Process

Emma Carrington & Ruth Taylor
January 2021 
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Aim
The development of an affective virtual onboarding/induction process to support new starters within the 
Workforce & OD Directorate during the COVID-19 pandemic 

Benefits 
• Demonstration and reinforcement of the organisation’s values and behaviours 
• Improved sense of belonging and wellbeing
• Flexibility
• Improved support network
• Understanding of role and job purpose 

Risks
• Feelings of isolation 
• Not understanding role purpose
• Lack of confidence 
• Significant screen time
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SMART Objectives 
Provision of an effective onboarding/induction process for new starters within the Workforce & OD 
Directorate 

Specific – Provision of an effective onboarding/induction process that is not inferior to previous 
processes.
Measurable – New starters will have undertaken all elements of their 90 day induction plan by Jan 2021
Achievable – All involved are committed to engaging with the process (employees, line managers and 
support staff) 
Relevant – Contribute to high levels of organisational engagement, improved wellbeing, sense of 
belonging and understanding role and responsibilities and impact on wider organisation.  
Time – Effectiveness can be measured during implementation and at the end of the first four months in 
post.
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Project timeline
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Management information Progress Report 
• Line manager met with new starters prior to start date (5th & 6th August 2020)
• Line manager and wider team met with new starters prior to start date (13th August 2020)
• Team face to face introductions and provision of IT equipment and training (start date 24th August 2020) 

• Bi-weekly line manager 1:1 meetings set up and continued throughout
• Bi-weekly team meetings set up and continued throughout
• Provision of 4 peer support group meetings with full attendance 
• Attendance at corporate induction and completion of mandatory training
• 22 x team introductory meetings attended with full attendance 
• Pulse survey on HEIW new starter experience distributed and analysed 
• W&OD Directorate New Starter focus group facilitated – positive feedback received 
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Methods of Evaluation

• Informal discussions with line manager

• Informal discussions with team members

• Information discussions at peer support group

• HEIW-wide new starter pulse survey

• W&OD new starter focus group
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New Starter Employee Pulse Survey (Nov 2020)

• Since 23rd March 2020, (HEIW) has employed over 40 new staff.  

• All have joined the organisation in a very different way to previous staff: 
• limited face to face interaction with their line manager and colleagues 

• few visits to the main office building

• Adapt to an almost 100% working from home model. 

• Organisation has needed to adapt recruitment, onboarding and induction processes  

Are we getting this right?
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Method 
Definition of a “new starter”
Someone who has joined the organisation between 23rd March and 31st August 2020
• Sample size = 34 

Measurement tool 
• Pulse survey consisting of 8 questions relating to new starter experience:

• Recruitment
• Onboarding
• Workplace relationships
• Equipment
• Induction 
• Ambassadorship

• Survey open for 1 week
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Results 

0 2 4 6 8 10 12 14

The recruitment process

The information and support I received in my first week

The services and functions HEIW provides

My office laptop and email account

My support networks

Help and support from my line manager

Advice and support from team colleagues

Peer support within the Directorate

The HEIW induction

The HEIW Newcomes Network

I am satisified with...

Strongly disagree Slightly disagree Neither Slightly Agree Strongly agree

Respondents = 13 (38%)
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Conclusions  

Engagement levels within the New Starter Group are high, with an overall engagement score of 80%

• 10 (77%) respondents strongly agreed or slightly agreed with all 10 multiple choice questions
• 12 (92%) respondents would recommend HEIW as a place to work to colleagues 

• There are pockets of dissatisfaction with regard line manager, induction, network and directorate 
support 
= 2 respondents 



Focus Group Feedback

Emma Carrington & Ruth Taylor
January 2021 
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New Starter Experience 
“Everyone is so approachable and helpful within HEIW and the whole HEIW experience has been 
phenomenal!” 

“My experience within HEIW has been fantastic. From the positive experience at my interview and the 
communication prior to my start date to the great welcome and continued support I receive, including 
my 1:2:1 and team meetings”

“Although the nature of operation is different to other environments I have worked in, I’ve actually 
really enjoyed being able to work virtually. The introduction of the peer support group, newcomers 
network, having introductory meetings with other teams and the opportunity to be part of networks 
such as the health & wellbeing group has meant that I feel part of the organisation, connected and 
supported”. 

Clear difference in workload volume across teams
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Introductory meeting feedback
“The virtual introductions with other teams have been extremely useful and the engagement from 
other teams at these meetings has given a great impression of the organisation.  They also benefited 
from attending these meetings together along with Ruth as she was able to highlight where the 
crossovers between teams were and able to steer the conversation to ensure it remained relevant to 
us” 

“Attending introductory meetings as a team has helped and I felt more confident to ask questions”.  

“Joint meetings were extremely beneficial and a more positive experience when compared to 
attending introductory meetings alone”.  

“Some of my introductions were set up after I had already met teams due to work need.  It would be 
good if  introductions were set up depending on the teams we are likely to work with first rather than 
starting with the directorate and working outwards”.  
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Peer Support Group Feedback

“Joining a new organisation at any time can be a bit daunting, so throw a pandemic into the mix and 
that could have exacerbated things. Fortunately for me, though, I’ve had a lot of support from Ruth 
and Emma – they put together the peer support group, which helped to introduce me to other new 
starters.  I would be keen that this continued”

“The peer support group in particular, which is run by Emma and Ruth has been of real value to me 
from both a work and personal point of view with giving me an informal, safe space to talk which I find 
really beneficial and I very much hope the group is able to continue”.

“The peer support group is a safe platform to meet other HEIW staff and I would like it continue”. 
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Health & Wellbeing Resources 

“I have accessed the health and wellbeing resources.  I have also requested a resource that was 
available from my previous employer, but not within HEIW. HEIW are now in the process of 
implementing this resource. I’m pleased with this outcome and feel my thoughts and opinions have 
been listened too”. 

“I have made use of the mindfulness course offered to HEIW staff, which has had a positive impact on 
my wellbeing”. 

“I have accessed the health and wellbeing resources available on the website, but have found the 
volume of information a little overwhelming.  However, I recognise how having this information is 
extremely useful, but it could be condensed to make it clearer as to what resources are available 
depending on individual need and the website could be more user friendly”. 
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What could we do differently?

“It would have been helpful to know I could take a chair home on my first day”

“Provide an organisation chart broken down by directorate would be useful to help us understand the 
roles of others and if individuals had PA support who we could approach rather than contacting senior 
managers directly“

“Change corporate induction”
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Summary
•All three new starters have received an extremely positive onboarding/induction experience during their first four months in post 

•They have all benefited from the various support mechanisms in place, including peer support group, health and wellbeing 
resources, introductory meetings and line manager support. 

•Introductory meetings have demonstrated a positive impression of the organisation and clear enthusiasm from staff relating to their 
area of work/expertise 

•The corporate induction process has been not so good, but changes have been made recently so that the session is now spread 
over three sessions, with the People Team working on making the sessions more interactive and engaging.  

•Overwhelming amount of health and wellbeing resources available

•Significant difference in workload levels across teams 
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Recommendations 
• The peer support group continues

• Future new starters continue to be “buddied” up if possible and attend introductory meetings 
together

• Introductory meetings are scheduled according to work timelines rather than starting with the 
directorate and moving outwards across the organisation.

• Provision of an organisation chart split into directorates 

• That the health and wellbeing resource webpage is reviewed.

• Staff are made aware that they can take supportive IT equipment and furniture to use at home



From: Angie Oliver (HEIW)
To: Ruth Taylor (HEIW)
Subject: testimonial
Date: 18 January 2021 09:51:16
Attachments: image003.jpg

To whom it may concern

Ruth has played a pivotal role in the implementation and delivery a new onboarding/induction
process for our newly appointed staff in the Workforce & OD Directorate.  This was critical at a
time when introducing additional measures to support our new starters in commencing work
with us was key during in a period where remote working was and continues to be the our
modus operandi.

This involved
welcoming them to the organisation, to
ensure they have understood their role and responsibilities and
have felt supported with the process of joining an organisation virtually

To do this, Ruth has built strong relationships with the new members of the team, supporting
them at introductory meetings and outlining how teams can work together.  She, along with a
colleague, set up a monthly peer support group to provide a network of support for both the
new starters and the wider Workforce administrative team.  This has proved extremely
successful and will continue for the foreseeable future.

Ruth has demonstrated excellent relationship skills, which have been supported by extremely
positive feedback from her colleagues. 

She presented her and Emma’s summary of their change project to me, which clearly
demonstrates how successful the project has been.  They have also identified areas for
improvement, which will help to improve the process further for future new starters. 

Ruth and Emma have been asked to present their findings to the Workforce and OD Senior
Leadership team, so the learning can be shared and help improve the onboarding/induction
process across the organisation. 
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See our NHS Wales Staff Wellbeing Covid -19 Resource
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