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Personal Statement — Contributing to the Management of Change

LO 1 - Be able to plan for the implementation of change processes within an

organisation

The NAS Director of Adult Services in conjunction with the Finance Director have
been the senior project sponsors of a digitisation programme which has been
underway across the UK for the past 18 months as outlined in the overview of
the digitisation project (EV1) which aligns to the 2019/20 plan for the charity
which included a mission statement to make it more efficient, effective and
sustainable (EV2). It became apparent during this period that areas across the
organisation were organised differently with finance and business support
functions being delivered inconsistently with no clear segregation of duties. The
resultant reporting hierarchies were complicated which was creating silo
working and a lack of trust which according to Mindtools (2019) is not in keeping
with the change ready culture. Furthermore, failing to establish linkage
between the strategy, structure and processes were identified by the CIPD

(2018) as being one of the key barriers to effective change.

It was as a result of the aforementioned internal drivers (LO 1, 1.1) as identified
in the SWOT analysis | devised for Wales (EV3) that the leadership recognised
that should the organisation fail to align its structures, systems and skills that
the change initiative would fail to succeed (Society for Human Resource
Management, 2019). The senior management group decided that in order for
the organisation to be able to deliver a cohesive and efficient response to our
stakeholders, that there was a need to restructure and appoint a Head of
Commercial Operations who would have two work streams reporting into

him/her (being Business Development and Business Performance) who would



provide a centre of excellence for core business functions across all areas of the

UK (EV4).

The associated benefits of adopting this centralised model would be that
strategic business plans could be made for the entire charity (thereby enabling
informed business decisions for the future) and equipping the organisation to
respond faster to change, whilst supporting streamlined ways of working and
embedding consistency and continuity across the business support functions

(LO1, 1.1).

The primary people impacted by the proposed restructure (LO1, 1.2) are those
within the finance and business support functions. The other stakeholders
included the regional Area Managers for Adult Services, frontline managers
within the services supported by the business function (Stakeholder Mapping
Worksheet refers — EV5) and external stakeholders, for example, Access

(external systems provider).

When engaging the people within scope for the restructure, it was identified
that change sponsors should work from the premise that people would be
engaged from the outset in order for them to feel part of something as opposed
to “having the change done to them” (Stern, 2017). This move away from the
more traditional command and control techniques towards change been a

creative and collaborative process (Forbes, 2019; Deloitte, 2016).

The communications plan (EV6) was formulated on the basis that this group
would require regular communication across a variety of channels — a view held
by Acas (2014) who extol the importance of communication being the key most
important consideration when organisations are tasked with managing change.
Effective communication strategies would provide affected staff with the

assurance that opportunity existed for them in terms of development

2



opportunities and more diverse exposure to the wider business (LO 1, 1.3) with
a view to supporting them through the first zone of the 3 zone Bridges Transition
Model being: Ending, losing and letting go (process.st, 2017). This would require
face-to-face consultation sessions as well as the planned Skype Group
consultations and signposting to web based support — Q&A’s, guidance through
blogs and Sharepoint updates (EV7). Affected staff were invited to one-to-one
sessions with the Area Manager and myself and they could elect to attend the

meeting accompanied if they chose to (EV8).

It was acknowledged that in terms of required resources, there would be a need
for a shared service centre to be set up and any barriers to flexible working be
removed (eg: providing laptops) which was one of the components adopted in
revamping the working practices of Christchurch and East Dorset Councils (CIPD,

2014a).

A change plan (LO1, 1.4 — EV9) and the aforementioned corresponding
communications strategy were devised in consultation with the HR Director and
Area HR Managers, following which, approval was sought from the Area
Managers in each region (attached letter from my line manager refers — EV10).
| mapped the corresponding timeline (Gantt Chart — EV11) to the
implementation schedule. Thereafter, it was the responsibility of the Area & HR
managers to lead on the messaging and their agreed components of the

communication strategy locally.



LO2 - Be able to implement a change plan

As the implementation phase got underway in October, | became more active in
driving the Wales agenda (LO 2, 2.1). | compiled an activities list of the admin
support required locally that needed to be accommodated into the roles within
the proposed structure (EV12) with an accompanying list of considerations for
the project sponsors (EV13). These were fed back as part of the ongoing
meetings between the project sponsors and Area/HR Managers, an example of
the minutes from one such session attached (EV14). Job descriptions were

drafted following input received (EV15).

Face-to-face meetings with myself and the Area Manager were conducted (LO
2, 2.2). Protecting the emotional wellbeing of these individuals was paramount
and formal referrals to the Employee Assistance Programme for face time
counselling sessions were offered (EV16) and individuals were signposted to the
grievance policy (EV17) in the event that they felt aggrieved at any point during

the process.

Albeit that this project has only been live for a matter of months, the
organisation has made use of its digital platforms (through the weekly updates
and blogs) to keep the workforce engaged in the digitisation process through
regular opportunities to engage in 2 way dialogue which is supporting people
acclimatising the change (LO 2, 2.3 — EV18), which is an approach that Marris
(2017) states as being useful in guiding and supporting people through the
change process whilst continuing to clarify the vision for the future. As the
project unfolds, success stories will be uploaded onto Yammer and NASnet in
order to instil a sense of control and competence amongst this group.(McKinsey

& Company, 2016b).



A number of key challenges were identified during these meetings which would
significantly impact the achievement of the milestones. These were reflected in
a compilation document summarising feedback from local Area Managers
during the consultation Meetings (LO 2, 2.4 — EV19). The primary concerns
related to the feasibility of a wholesale change impacting 65 people across the
UK and the associated risks that this would pose to the business during the
transition phase. Given the fact that practically every major back office function
would be impacted in some way, the reputational risks, potential logistical issues
in delivering core services at a local level and the looming threat of key staff
leaving the organisation without transferring the knowledge they had
accumulated over the 18 months since digitisation commenced, posed a real

concern.

A revised timeline was then devised (LO 2, 2.4 — EV20) and the formal
restructure was paused in favour of an “engagement” process, wherein staff
were encouraged to “own the effort” (Harvard Business Review, 2019) and have
a hand in shaping the future of the business and support function. This has
seeing the process evolve from a more traditional top-down mandated change
to one akin to the Nudge Model (where clarity, reciprocal communication,
transparency and collaboration are the techniques being utilised to foster staff
buy-in) (McKinsey, 2019) (LO 2, 2.3). During a meeting with affected staff, |
proposed that each staff member consider volunteering for the focus groups
that were being formed as the Wales team were at the forefront of the change
as a number of them had been instrumental in piloting various parts of the
digitisation project across the UK (2 staff subsequently volunteered their

services — EV21).



A letter from my line manager is attached indicating that he is of the view that |
have fulfilled his expectations in terms of my contribution to the

implementation of this change (LO 2, 2.5 - EV22).

LO3 - Be able to assess the impact of change processes within an organisation

According to APM (2017), relating measures to the agreed vision and benefits at
the outset of a change programme is key, however, given that this project is in
the early stages of its implementation and is currently operating to a fluid
timeline in order that the focus groups have the time and space to scenario plan
and brainstorm ideas to guide this transition, it is not at the point at which
measures of success can be evaluated (LO 3, 3.1) and the change team is
accepting of the fact that as be measured over time and assembling a completed
set of measures may extend beyond the end of the change programme itself
(NHS, 2018) and facilitate a greater understanding of the trends in performance
(Better Care Fund (NHS), 2015). This is largely as a result of the complexity of
this project and the factors inherent to both the new roles within the structure
and the infrastructure of the systems themselves (which in most cases still
require reporting functionality to be inbuilt in order to track progress against
KPI’s). For example, when referring back to responses from Area/HR Managers

contained within the Summary Feedback (EV19), the following points are made:

e The go live date of February 2020 is dependent upon integration between
the HR reporting system and the rota planning system but due to ongoing
issues with the developer, this has already been put back twice and
linkage is integral to being able to provide the data to assess the impact

of the change.



o The targets for mitigating future issues before they occur will be built
based on the real-time business intelligence that these systems will
provide (with people in the new business support roles being responsible

for the evaluation and dissemination of this data).

In terms of further work required to embed the changes that have occurred thus
far (LO 3, 3.2), there remain unanswered questions as to how the new roles will
be designed to accommodate conflicting priorities, disparities in service
offerings and headcount within areas amongst others (EV23). This will be
addressed through the focus groups and in future consultation meetings with

Area/HR Managers.

We have been advised that the DTP Programme will measure success in areas
of engagement and how successfully the organisation adapts and transitions
into digital working. A jump-off point for this will be understanding the drivers
of the results of the engagement survey which is the tool that the (CIPD, 2014b)
recommends for monitoring levels of trust in the organisation. The results of
which were communicated to staff last month (EV24) which returned some

damning statistics as follows:

e Inresponse to the statement “I believe our senior management group will
act on the results of this survey”, a mere 43% agreed. In their survey,
McKinsey & Company (2016a) revealed that in a sample of employers
undergoing transformations, 86% of executives reflected that they were
of the belief they were modelling the behaviours of effective change but
only 53% of employees shared this view.

e In response to the statement “Our charity manages change effective
(reorganisation of departments, changes to systems and processes)” —

37% disagreed.



e In response to the statement “I receive a good service from the Project
Management Office” — 30% agreed. This is, however, unsurprising given
that research has indicated that PMO’s have decreased in number since
2007 as there was insufficient evidence to support their effectiveness and
they weren’t deemed to be supportive of an agile working framework

(Cameron, 2015).

The survey did, however, return more favourable results in a couple of areas,

namely:

e That the preferred methods of staff being kept informed were those that
were being utilised as part of the Communications Plan ie: Emails from
line managers (40%), Team Meetings with managers in attendance (38%),
Internal Comms Emails (32%).

¢ In response to the statement “I feel that the Digital Transformation

Programme is a positive change for our charity” — 53% agreed.

Each area has been tasked with completing an action plan to identify the areas
that scored the lowest (EV25). The affiliated outcomes will be disseminated
through the local area digital transformation champions (LO3, 3.3 - EV26) and
pulse surveys will be conducted in early 2020 (as part of the monitoring
measures included in the change plan) in order to gauge how progress has been

sustained in these areas (Email from CEO refers — EV27).

In terms of my own effectiveness through this process (LO 3, 3.4), | feel that |
have a solid understanding of the fundamentals for planning for change and the
tools and methodologies to utilise (eg: SWOT, PESTLE analyses and the more
popular models, eg: Kotter, Mckinsey’s Influence Model etc). In my view, the
real value | have contributed thus far has been based on knowing the business
and having a grasp of the operational issues within Wales. | have benefitted

8



from exposure to national stakeholders, having previously led on UK wide
initiatives to review the pay, reward and recognition programmes so | have a
developed network and relationships with people at all levels of the
organisation. A key strength of mine is utilising my knowledge of people and
their preferred communication styles which informs my approach in supporting
them to understand the reason for change and their role in shaping the
proposed structure that will support it (affirmed by my line manager — EV22).
This links to the psychology of change principles included in the CIPD Profession
Map which includes HR professionals ensuring that staff see the point of the
impending change and having structures in tune with the change and people
they respect modelling the behaviour required) - (McKinsey & Company, 2003).
My development areas relate to the following areas within the Profession Map,
however, my aim is that upon culmination of this change initiative, that | would

have gained valuable insight and practical knowledge into both:

e How to asses a current and future organisation capability and readiness
for change across a range of stakeholder groups

e How to assess which levers will achieve and sustain change

A recent HBR article discusses the contemporary viewpoint of all management
being change management and that business leaders should identify change as
being the essence of any management job and not an occasional disruptor
(Harvard Business Review, 2017) and in my view, embedding this mindset by
manages both upwards and downwards is fundamental to my role if Wales is to

fully embrace change and reap the resultant benefits of a digitised environment.
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Digital Transformation Programme

National
Autistic
Society
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Digital Transformation Programme

Digital

Transformation
Programme

QOur charity is currently undergoing a Digital Transformation to move our outdated and varied paper based systems and processes into the digital
age.

What is the Digital Transformation?

It's our charity's largest change programme, investing in technology to help automate our processes and systems to make us be as efficient as
possible and ensure the future of our charity for years fo come.

The programme will provide us with tools to enhance our quality and compliance, make us more efficient and improve our ability to monitor and
report on our work including our rota, care management, finance and people.

At the moment these key ways of working are not consistent across the organisation and require a large amount of manual work which is not
manageable for a charity of our size.

Why are we investing in a Digital Transformation?
It is essential to upgrade our core tools and systems to ensure we can continue to transform the lives of autistic people for years to come.

The new digital systems will reduce the need for paperwork, provide us with the tools to enhance our quality, compliance and make us more
efficient, improving our ability to monitor and report on our work.

Investing in new digital systems will mean spending money in the short term, but the long term savings will cover our initial costs and save us
money

More information about the programme, can be found in the FAQs here or latest programme news updates here.

We are currently working on the below four projects, for more information click on the specific topic below:
* Electronic rota management

« Digital care management

¢ Financial management

« HR and payroll

Milestones to date

15/12/2019



Digital Transformation Programme

January 2019

November2018 + Wales=finance
purchasing system, Focal
Wales ~electronic rota Point test commence
pilot (People Planner)
commences in Ty Coed + South West-training
commences for rota pilot

+ North =rola ferminals are
installed in residential
services

December 2018

= Wales - lerminals instalied in
all residential services and
pilet commances

South West-rota terminals
July 2018 instolied In residential services

All staff = new payroll
system and HR self-
service launch
allowing stafl to
access payslips online

Digital Transformation Champions

6U t Page 2 of 2

March 2019

Fooal Point purchasing
training and workshops

April 2019

Focal Point goes live

July 2019

New recruiiment
porfal, A-Recruil
launches

To help make the transition to our new digital tools and systems a little easier, we've introduced Digital Transformation Champions, click here to

learn more and find resources from our Champion meetings.

For additional information about the programme, contact your Digital Transformation Champion, emalil the Digital.Transformation@nas.org.uk feam

or the Project Lead below.

Programme Manager: Gecrge Stevens

http://nasnet/Pages/Digital TransformationProgramme.aspx?utm_source=The%20Nationa... 15/12/2019
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National
Autistic
Society

To create a society that works for autistic people

We will transform individual lives by... We will change society’s attitudes by...

Running the best social core services and schools that Improving the public understanding of outism.
we can.

Getting businesses invelved in Autism Hour and signed
Opening our new Centre in Belfast. up to our Autism Friendly Award.
Updating our website to inform, suppert and connect Advising production companies to make sure autism
millions of autistic people and families. is portrayed accurately on TW and film.
Giving thousands of people specialist advica thraugh Running autism-friendly performances allowing
our helziine and training, for example, EaryBird and autistic people and their families te go to the theatre.
Teen Lite.

Changing government pelicy so that it benefits
Supporting autistic children in mainstream schools gutistic people across the UK.

through our Cullum Centres.
Recognising exceptional autism services through

Coordinating our 117 velunteer-lad branches to our Autism Accreditation programme.
pravide outistic pecple and families with informaticn
and face-to-face peer support. Increasing the number of education professionals

being trained by the Autism Education Trust.
Supporting autistic people into employment through

our Enterprise Campus and our Moving Ferward service Increasing gutism training fer professicnals in
in Scotland. MNerthern Ireland.
Diagnosing 200 people at our Lorna Wing Centres. Continuing to educate professionals through

Metwork Autism.

— q

We will make our charity more efficient, effective and sustainable by...

Rolling aut new technology, including new IT equipment Innovating in how we fundraise and raise public
and rota and care systems, as part of our Digital awarenass.
Transformation Programme.

Sticking to our budgets and targets.
Reviewing our membership programme.

Continuing to invest in our people through
Starting local governing bodies at 2ach of our schoels. high-quality learning and development.

And we wil plan new work for the future by...

Developing new programmes of work te help autistic people and families with the mest crucial challenges they face in life.

http://nasnet/Document%20Management/images/Image%20Library/Our%?20charity%27s... 15/12/2019
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S(?CTIET Y FOR HUMAN .
RESOURCE MANAGEMENT Stakeholder Mapping Worksheet

Stakeholder Mapping Worksheet

Stakeholder Influence/Interest Matrix

For each key stakeholder, characterize them using the following stakeholder influence grid.

g High Keep Satisfied Key Players

o

=

£ Low Minimal Effort Keep Informed
Low High

Level of Interest

Stakeholder Grouping

Using the Stakeholder Influence/Interest Matrix, complete the table below. This will help
determine stakeholder’s grouping for change communications.

| of !
Stakeholder Name lflienes Eyehe Stakeholder Grouping
Level Interest

. Busi

nance & Business Support High High Keep satisfied
teams
HR Team High High Key Players
Autistic colleagues High High Keep informed
Area Managers High High Key Players

Business Leaders High High Keep satisfied

L&D Team Low Low Minimal effort

Residential / Day Service | - Minimal effort

Managers

IT colleagues Low High Keep informed

Change Management: Leading Successful Transformations
©2019 Society for Human Resource Management Page 1



EUub I3
National \
Autistic
Society

Following a working party comprising the HR Director, Internal
Communications Manager and the Area HR Managers (including myself) which was convened in
September 2019, the following communication strategy was devised to support the implementation of a
proposed new structure that aligns more closely to the move towards a more digital way of working, whilst
managing the messaging of the restructure in a manner that ensures maximum support to impacted staff
members and the protection of jobs.

We want to create a centre of expertise in Adult Services to make business decisions for the future and assist
in making the organisation efficient, strategic and responsive to change. In order to achieve this, the HR
managers (under the remit of the HR Director) have been tasked with supporting their local areas in the
delivery of this strategy which has been devised to support the transition the seven regional Adult Services
Finance and Business support teams into two central feams.

Internal Communications_-Strategy

AIMS.
Support successful implementation of new structure and associated digital ways of working
Reduce any potential for anxiety, confusion or uncertainty for internal and external stakeholders
Reduce any potential reputational risks for our charity that could arise
Reduce and manage the risk that the Adult Services Finance and Business support teams and re-
organisation or restructure reduces staff engagement with the Digital Transformation Programme, our
charity or staff member's particular workplace

Objectives

e To support internal stakeholders to understand what changes are being suggested and/or made
e To support internal stakeholders to understand what alternatives are available to them

e To support affected staff to participate as effectively as possible in the consultation

e To support teams to fulfil their roles within any changes that are suggested/made

e To keep all stakeholders informed at the appropriate stages

Target audiences

° dAduh‘ Services Finance and Business support teams, including staff on career breaks and long term sick
e Autistic colleagues affected

e Adult Services Area Managers

e Allstaff in Adult Services

e Business leaders / Trustees

Reputational risks

Negative responses to the review and consultation which may be expressed to externally and which inhibit
the successful review process. Likely objections/misunderstanding:

e Changes result in change to (or reduction in) responsibilities for some staff
Interim changes needed cause confusion

Perception that changes do not improve efficiency, or create new inefficiencies
Staff do not understand why the changes have been made

Staff do not understand their role within the changes

Staff do not feel supported in their role within the changes

Staff do not feel consulted with

Digital Transformation Programme becomes associated with restructures

Mitigation.

e Consistent and timely communications to all stakeholders around agreed key messages

e Early communication with and involvement of all SEH staff, including agency staff

¢ All communications to staff fo emphasise that the minimising of disruption to the people we support
e Communications team working with the project team to advise on the timings of communications
e Training and guidance available to staff to support their use of new technology

e Consider this change in line with all communications associated with the DTP
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Communication mix {channels).

* Affected staff: Adult Services Finance and Business support teams — face to face meetings, emaills,
telephone calls, letters

e Adult Services Area Managers — face to face meetings, emails

e Central Finance Team - face to face meetings, emails

All staff in Adult Services — Email from Area Manager, local newsletters, email

Business leaders — email

HR managers and team - face to face meetings, emails

All staff —weekly Staff Update, all staff email, NASnet, quarterly newsletter, National Staff Forum

Trustees — Trustees Update

Key messages

e Our charity's adult social care services are divided into seven areas, each managed by an Area
Manager. Currently, each area has its own Finance, Business and Administration support team, which
the Area Managers is responsible for.

The current structure means we cannot plan and make strategic business decisions for the whole charity
¢ We want tfo create a centre of expertise in adult services to make business decisions for the future and
help make us more efficient, strategic and responsive to change

This structure and systems will also have the added benefit streamlining ways of working

The aim of this proposal is not to make financial savings, rather it is to create a structure that will achieve
consistency and continuity

e As part of this process, you will also have an opportunity to request an individual consultation meeting
with HR

We will make sure that staff are able to ask questions throughout the process and are updated as
regularly as possible

Throughout this process, it's our aim to find ways to avoid redundancies

Measurement / Ongoing monitoring

e Dedicated Q&A section and shared feedback group set up on Yammer and Share-point

e Adult Services Director chairing bi-monthly sessions with senior sponsors to troubleshoot issues as they
arise

e Status updates to be relayed through Staff Communication Network and the Autistic Employees Forum
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Comms tools / activity When Who Notes
Brief HR Managers 10 Sep HR Director | Brief that Internal Communications will
own narrative and communications.
Invite Area Managers to a meeting 20 Sep DP
Agree comms plan forinternal stakeholders 10 Oct HR Director
Meeting with Area Managers 11 Oct Area HR HR to brief Area Managers on change
) happening and their role in this process.
(Including JDs, papers, structure, timeline
and comms.)
Draft FAQs WB 30 Sept Area HR
Develop plan/materials for supporting autistic colleagues within this Ongoing DP
process
Area Manager invite Business and Finance teams to a meeting 23 Oct Area M Use copy forinvite.
Local pre-consultation meeting with directly affected staff in area 24 Oct Area M Use script. Call/face to face/Skype.
Letter to all affected staff inviting to consultation meeting WC 28 Oct Area HR Share template
Meeting with affected staff — consultation letter and consultation docs 28 Oct Area M Including deadline for feedback,
given and Area organogram and JDs
HR
Email/letter sent to any staff who could not attend the consultation WC 28 Oct Area M Including deadline for feedback,
meetling and Area organogram and JDs
HR
Email to business leaders/other close teams informing of consultation WC 28 Oct FG and
(with request for cascade to teams where appropriate). Area M
Meeting with Central Finance Team - roles not under consultation, but WC 28 Oct KE
their roles and responsibilities are changing
Meeting with IT Team - roles not under consultation, but responsibilities WC 28 Oct NS
may change
Feedback deadline 8 Nov HR
Circulate revised proposal 22 Nov HR
Job description session 29 Nov KE and HB

Total words = 796
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Kelly Evans' blog - Digital Transformation update

How lo stay updaled
Share your slorles 21/06/2019
Blogs

Yammer i tic - As you all know, our charity is curently undergoing a Digital Transformalion to move our outdated and varied paper based systems and

Publications ~ S processes info the digital age.
The Specium

Wau i Mageine I know thal many of you will have different levels of understanding about the programme depending on how much involvement you may

have had, so as the Project Sponsor, I'm using my blog to answer some of your questions.
What is the Digital Transformation Programme?

It's our charity's largest change programme, investing in technology to help automate our processes and systems fo make us be as efficient as possible and ensure
the future of our charity for years o come.

The programme will provide us with fools fo enhance our quality and compliance, make us more efficient and improve our ability to monitor and report on our
work including our rota, care management, finance and people.

At the moment these key ways of working are not consisient across the organisation and require a large amount of manual work which is not manageable for a
charity of our size.

What's changing?

From To What this means

Rola management

Paperrota and Online rota and Qur new tool, Pecple Planner, will standardise rostering
signing in and clocking in and across our charity. Not only will this make it easier for us to
out on paper out with a fob report on our work, it will also allow staff o check the rota
at any time from any device. Plus it will help managers,
reducing the time il takes {o fill shiffs and cover sickness.

Care management

A mixture of One online care Qur new tool, Mobizio, will make it easy for staff io access
online and system where all all the information, forms and records relating to a person
paper based care records are they support, from a simple to use tablet device. (This won't
care records. saved. be changing for staff in schools and student support.)

Human resources (HR)

HR Self-Service has replaced My HR View and A-Recruit will
replace Job Train. While these HR and job recruiiment tools
will be quite similar to our old foals once fully rolled out. they
will have the added benefit of linking to all our other new
tools, meaning staff will be paid for the hours they work,
instead of filling in additional overtime forms, and we can
more easily make them single sign on (you only need one

Standalone HR Integrated HR
sysiems systems

password to access all {he {ools.

Finance managemeni

Standalone Infegrated online QOur new purchasing system Focal Point has replaced
finance systems finance systems Proactis, and Workplace Expenses has replaced a paper
and paper based process. Like our new HR systems, these new tools
based are fully integrated with all our other new tools. They also
processes have linked tools which will enable our finance teams to

automate processes such as the uploading of inveices (this
will save a huge amount of fime for ihe feam who cumently
process 40,000 invoices a yearl)

Why are we investing in a Digital Transformation?
It is essential fo upgrade our core tools and systems to ensure we can continue to transform the lives of autistic people for years to come.

The new digital systems will reduce the need for paperwork, provide us with he tools to enhance our quality, compliance and make us more efficient, improving
our ability o monilor and report on our work.

Investing in new digital systems will mean spending money in the short term, but the long term savings will cover our initial cosis and save us money.
When will it be complete?

Given this is the bigges! project our charity has undertaken in its 60 plus year hislory, ihere has been a number of challenges and delays, which | am sure you are
aware of.

This has included a change of Project Manager, delays in supplier delivering ferminals and additional festing.

Over the last monih, we have been reviewing the project timeline with the supplier and the expected completion date to push through to ihe end of the project.
Once we have confimed the new project fimelines, we will share this with you all.

What progress have we made?

While it may feel like progress has been slow, there have still be plenty of milestones delivered including:

* IT: we have been setting up tablets and lapiops to be rolled out with our new systems on them. They've also been updatling network and Wi-Fi upgrades

http://nasnet/News%?20and%20announcements/Pages/KellyEvans%e2%80%99blog%e2...  15/12/2019
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across the country, and have supparted insialling *terminals’ across Wales and the South West, for staff to clock in and out as part of the electronic rota
management project.

Financlal management: our purchasing system Focal Point is now live, and we're monitoring staff feedback. Our new Expenses system has been launched to
Business Leaders and SMG and we are planning the roll out to all staff.

HR and payroil: we are working getting HR Self Service ready to record staff holidays, and our new recruitment portal will be launched at ihe beginning of
next month.

Electronic rota and digital care management: the detailed rota roll out plan by region has been developed and testing sirategy is currently being
developed.

How can | keep updated about the Digital Transformation Programme?

To make sure you are up-to-date all changes associated with the project, you can keep up fo date through the below ways:

Staif Update: a weekly digest email sent by Intemal Communications each Friday.

NASnet news stories published as they happen and included the friday update, frequently Asked Questions, User Guides, specific project information.
Emall: communicalions will be sen! directly to your NAS email about the Digital Transformation when impacted e.g. rota training to take place.

Staff briefings: your manager will share updaies wilh you they have received from the project team.

Digitat Transformation Champlons and Staff Forum Reps: a local source of infermation for staff helping keep your service informed, sharing messages and
pointing staff in the right direction to find information when they need if.

If you have any questions about the Digital Transformation, please email Digital. Transformation@nas.org.uk or 1alk 1o your Digital Transformation Champion of
confact me on Yammer,

Thank you all for your palience and understanding while we are undergoing our Digital Transformation, and fo those involved, thank you for your ongoing support
helping to revolutionise our charity,

http://nasnet/News%20and%?20announcements/Pages/KellyEvans%e2%80%99blog%e2...  15/12/2019
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Private and Confidential

24 October 2019

Dear NN

Consultation meeting: Adult Services Business, Finance and Administration
review

| am writing to invite you to attend a meeting to discuss a review of our
charity's Adult Services Business, Finance and Administration structure. The
meeting will fake place as follows:

Date: Monday 28 October 2019

Place: Group conference call or or Second floor Lanacaster house, 106 Maes-
y-coed road Cardiff, CF14 4HE

Time: 10.15am

If you are unable to attend face to face, you will have the option to dial in.
The conference call details are:
Dialin; 0117 403 3297 / Pin 2424#

Please can you confirm your attendance to Leanne Aitken
Leanne.Aitken@nas.org.uk and if you are afttending face to face or via
conference call. If you are unable to attend, please do let them know so
alternative arrangements can be made to speak with you. You are welcome
to be accompanied by a recognised trade union official or a workplace
colleague.

The meeting will be chaired by, Hannah Barnett- Director of Adult services.
Also in attendance will be Area Mangers, Area HR Managers, Kelly Evans-
Director of Finance and Bethany Allum- People Director

| understand that this letter may worry you. If you would like independent
support please do use our Employee Assistance Programme. You can
contact the programme on 0800 716 017. The access code is 72942.

Please do not hesitate to contact me on Nick.Haake@nas.org.uk if you have
any questions.

Yours sincerely
NAE (.
Nick Haake - Area Manager Wales



Change Plan —~ Business and Finance Restructure (Wales)

Created by Leanne Aitken
Date 7 September 2019
Version V1

Vision and Objectives

The NAS is proposing to move to one central team with national roles in Adult Services, which will
enable this directorate to operate a specialist team with a centre of expertise who will be
accountable for strategy planning and decision making, in partnership with the Area Managers.
This structure will provide a model that facilitates Area Managers to focus on the key service
delivery components of their roles within their regions.

Currently, business and finance support roles are dispersed across Adult Services in the UK, so the
new structure will aim to have single points of contact in Adult Services with clear lines of
accountability.

Area Managers will continue to report into the Director of Adult Services, however, a new role
{Head of Commercial Operations) is being created and this post holder will serve to guide and
advise her in strategic decision making from an operational/commercial standpoint.

Activities to achieve objectives

See Gantt Chart attached

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

The charity’s Adult Social Care Services are divided into seven areas, each managed by an Area
Manager. Currently, each area has its own Finance, Business and Administration support team,
which the Area Managers are responsible for.

The current structure means the NAS is unable to plan and make strategic business decisions for
the whole charity. It also means lots of the internal processes are not standardised, or have
unnecessary extra steps which translates into duplication of effort.

The organisation is seeking to create a centre of expertise within Adult Services in order to
support business decisions for the future and enable the organisation to be more efficient,
strategic and responsive to change. In order to achieve this, the proposal is to transition the
seven regional Adult Services Finance and Business Support teams into two central teams, with
two administration roles in each area. The introduction of digital systems that link together, will
enable this change.

This structure and systems will also have the added benefit streamlining ways of working, allowing
Area Managers to concentrate on quality of care.

The two teams will report in to a new Head of Commercial Operations, who will report in to the
Director of Adult Services. The two central teams will be:

JT7.10.19
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1. Business Performance Team

Financial Performance Team who wil! be responsible for budgeting, forecasting and
highlighting risk and support, working in partnership with the Area Managers and their
teams in resolving areas of risk.

2. Business Efficiency Team
This team will support Area Managers and their teams to resolve inefficiencies, manage
relationships with key purchasers, deliver alf assessments supported by assessment team,
set up new clients for billing, source appropriate property solutions to support operations
and price new business.

The aim of this proposal is not to make financial savings, rather it is to create a structure that will
achieve consistency and continuity, which will allow our charity to make better decisions for the
people we support.

See attached SWOT Analysis attached for current/future state analysis.

This team will consist of a Business Performance Manager, a Peopie Planner Teamianq_a -

People affected

s Adult Services Finance and Business Support teams, including staff on career breaks and long
term sick

« Autistic colleagues affected

* Adult Services Area Managers

»  Adult Services Residential / Day Service Managers

* Business leaders / Trustees

« HRTeams

e L&D Teams

s |IT Colleagues

Scope of change

This change involves employees fulfilling any finance or business support function with the NAS
UK — L&D and HR teams are not in scope.

Roles

Finance Director (KE) — project sponsor

Director of Adult Services (HA) / HR Director (BA)— project managers

Team members: Area & HR Managers London & South East, South West England, Central England,
North England, Wales, Scotland; Internal Communications Manager, Operations Manager

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

See Communication Strategy attached.
Change champions:

(CG) Area Manager North

(NH) Area Manager Wales

(MP) Area Manager South West

JT7.10.19
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(PJ)  Head of Adult Services Scotland
(4B) Area Manager Centra!
ND) Area Manager London & South East

Support to be offered

¢ Allimpacted staff will have the opportunity for a face-to-face consultation with local Area
HR Managers with the offer to be accompanied by a recognised trade union official or
staff member.

» Formal referrals to be made available for the Emplioyee Assistance Programme (and the
option of face-to-face counselling sessions as opposed to telephonic ones.

» Later addition: The option of deferring the commencement of the consultation process
was introduced in order that affected staff be afforded an opportunity to engage in focus
group sessions in order to have a hand in devising and scoping how the new roles will look
as well as contributing to the transition plans for centralising functions currently
administered at a regional level,

* People Planner Pilot team in Wales, to conduct bi-monthly Skype troubleshooting
sessions.

Timings and milestones

See Gantt Chart attached

Resources required including cost

* FAQ section to be made available through weekly newsletters {Internal Comms).

* Pilot team for People Planner (based in Wales) to block time away from UAT to attend
interviews and support on-boarding initiatives for those securing roles within the new
structure.

s External trainers {Access) to conduct bi-monthly webinar sessions (cost built in to existing
Service Level Agreement).

e Securing the floor-space and accompanying workstations within one of the NAS admin
hubs (London or Nottingham identified) to house this newly configured service centre
and/or consider whether there is a need for dedicated desks.

* Requirement for issuing laptops to team members currently working from desktops to
facilitate remote working (£1,500 pp for 6 people in Cardiff).

Monitoring activities

* Developing a resilience to change: The DTP Programme will measure engagement through
the revision of staff engagement and pulse surveys utilising the data generated in the
October 2019 engagement survey as the jump-off point.

* Regular reviews of the build of information in the systems to ascertain data accuracy
against agreed contract management support.

* A live Q&A section and shared feedback group will be set up on Yammer and Sharepoint.

e The Adult Services Director will chair a bi-monthly session with senior sponsors to
troubleshoot issues as they arise.

e Regular status updates / review of previous action plans to be a standing agenda item at
the Staff Communication Network and Autistic Colleague Network sessions.

JT7.10.19
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Success Measures

Having an integrated solution that provides service managers with a system that has the ability to
digitally manage the data relating to the operational management of their services and remove
duplication of effort whilst supporting the establishment of targets and mitigating future issues
before they occur through enhanced business intelligence and real-time information, including:

*  Afunctioning rota-planning system that logs when people start/leave a shift

* An automated timesheet system (generated from People Planner hours logged)

+ System generated management reports (budgeted hours to staffing ratio, incident
reports)

JT7.10.19
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National National Autistic Society Cymru
Autisti 2nd Floor / 2il Lawr
Ut!StIC Lancaster House / Ty Lancaster

Society 106 Maes-y-Coed Road /

106 Ffordd Maes-y-Coed
Cymru Heath /Y Waun

Cardiff / Caerdydd

CF14 4HE

Tel / Ffén: 029 2062 9300

Julie Thomas Email / Ebost: wales@nas.org.uk

UWTSD

15 November 2019

Dear Julie

Summary of Leanne Aitken’s Contribution to the Planning of the Ongoing
Change Project

The organisation has recently commenced with a review and potential restructure of
its back office support functions. This follows an ongoing digitisation programme
which encompasses a change to the way in which the organisation is organised to
deliver the provision it provides to the people we support and touches on various key
operational processes, including:

Rota planning

Invoicing

Incident reporting
Timesheets and annual leave

Leanne is the HR lead for Wales and has been involved in the initial discussions and
scoping exercises, update meetings, communication meetings and supporting staff
during group skype meetings and individually. This is a national initiative so Leanne’s
role has included supporting me in establishing what the impact for Wales will be for
the 6 staff that were identified as been in scope and we conducted an exercise wherein
we produced an activity list of tasks performed across this team and sought to identify
where the gaps would be if we were to (a) potentially lose some of these people and
(b) what tasks would still need to be performed at a local level one the business and
support functions were consolidated into a central hub.

Kind regards

NAE (e

Nick Haake
Area Manager - Wales

=

¢ ™Y, BUDDSODDWYR | INVESTORS
%, MEWN POBL |IN PEOPLE

Patron: HRH The Countess of Wessex. Chairman: Dr Carol Homden. President: Jane Asher.
Chief Executive: Mark Lever. The National Autistic Society is a charity registered in England
and Wales (269425) and in Scotland (SC039427) and a company limited by guarantee
registered in England (No.1205298), registered office 393 City Road, London, EC1V ING
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Function
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In an attempt to avoid a scenario where there is a single point of failure if a team member resigns or is away for an extended period, | would propose that whilst
there is a nominated SME for Focalpoint, People Planner and ACP, that the remaining support function members are skilled in working across systems. The 3
super users would have responsibility for being the primary point of contact for their allocated services and escalate any complex queries to the SME where
required (whilst working collaboratively on larger projects). The tasks for allocation identified below could be split across these 4 posts.

Admin support needed in the new structure for your regions

How many
administrators
are required?

Any other comments

Total

Is there a restriction of licenses that needs to be considered?

Admin support for SMT x 1

Provide support & information to SMT members (projects, point of
contact for actions generated at SMT meetings, compilation of data
and reporting matrices that supplement these actions)

General support & mentoring to services

Troubleshooter

Supporting other meetings/process (Managers Meetings, Staff
Forums) ensuring meetings are serviced correctly (minuted and
actions followed through on)

Support to QAM:

Service monitoring compliance - data collation (ie: supervision rates)
Project specific support (ie: surveys and benchmarking analysis for
bespoke interventions eg: registration of workforce under Risca,
wellbeing initiatives)

Annual audit (follow up on actions set by QA Manager)

Financial safeguarding system (central investigations)

Support tender work, manage on-call

Manage on-call

Manage high risk data/situations/manager compliance/ perfomance

There would be a need for the addition of one of the admin support
roles to ecomposs NEBOSH and Risk Assessment training as the loss of
NEBOSH competency across services would result in reduced
compliance, scrutiny, operational support, complex Risk Assessment
support and training expertise.

Area Health & Safety Coordinator (HSE)

Co-ordinator of H&S activities/Comms

Co-ordinate Local Assessors

Senior Operations Manager x 1
(SMT Member)

Operations Support Officers x 2

General Processes:

General support & mentoring (support IT literacy performance)
Trainer/troubleshooter

Loading of invoices and troubleshooting issues regarding unapproved
or rejected invoices, assigning T-codes etc

Support submissions of corporate cards/follow-up

Manage submission/running of petty cash system

Expense Reviews - administer checks/auditing submissions

& manager compliance

Administrational support for payroll issues, banking and financial
compliance for supported individuals

People Planner Processes:

Manging regional rostering activities

Local building of rotas

Monitoring People Planner (exporting/reporting to SNRS;
monitoring/alerting SNRS)

Allocating new starters/leavers

System specific support/training

Reconciliation of People Planner Inputs v Payroll

Rebuilding rotas (new & amended packages)

Access Care Planning

Pro-active monitoring and reporting on system performance
Proactively managing RAG issues tracker

Forward planning and tracking of day-to-day & week-to-week
activities/usage

Support to staff teams re: rollout of each new process within
ACP

Uploading of support plans and medical information for the people
we support

Operations Support Staff:

1. Supporting the Integrated System
2. To roll out wider integration

3. Managing change

Person Spec:

* High level IT literacy

* Troubleshooting/problem solving
* Mentor/training

* Suport 7 services each (21 to cover)
* Some specialism
* Monitoring/reporting/comms abilities

* Cover for each other

The operations manager and officers will support the SMT to roll out
the integrated system and manage change over the next 2 years. It is
expected that the general processes and people planner processes will
become more efficient and therefore require less input from these
staff. However, as these systems become more efficient, there will be

an increased workload for the access care planning roll out.

/
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Evll 12

Area Managers &
HR Managers Conference Call

Business & Finance Admin
Confidential Notes

National
) Autistic
Society

Date: - Wednesday 16th October 2019

Group members

Hannah Barnett (HB) Director Adult Services - Apologies
Bethany Allum (BA) People Director

Jayne Bowyer (JB) Area Manager Central

Claire Graham (CG) Area Manager North

Nick Haake (NH) Area Manager Wales - Apologies
Michelle Payne (MP) Area Manager South West - Apologies
Peter Jung (PJ) Head of Adult Services Scotland
Sarah Chivers (SC) Operations Business Manager
Dina Patel (DP) HR Manager

Maria Crooks (MC) HR Manager North

Dawn Allen (DA) HR Manager Central

Liz Morgan (LM) HR Manager Central

Leanne Aitken (LA) HR Manager Wales

e Currently frying to understand what current structure is and have concerns with
challenges faced and volumes of work that needs to be done locally. New systems
will change the way we work and there is a need to change how we work and this
should be a service that is delivered to Area Managers allowing them to focus on
operational issues.  There is commitment to have the right resources during the
transition period and it is felt it is better to this sooner rather than later. There is
concern with uncertainty especially in areas where improvements have been made
locally and services are flourishing and there are good people in post

e Unclear governance structure and there is a need for resources to manage impact
and support for area managers to manage huge change. Area managers do not
feel in control

e There could be a reputational risk with losing local connections where hard work has
been put into building local relationship

e Concern of where people are going to be based

e Area Managers are on board with change but it is the timing that is of concern

e Concern where people have been developed locally and have invested time and
money in who are over worked and implementing people planner will leave which
we would wish to retain and also will go off sick. It is felt that this would be better in 6
months' time when people planner has been implemented. It is agreed that there is
no good time but there is a bad time which is felt what this is

o It is felt that new systems might not reduce amount of labour required as more
inputting would be required

* New systems need testing and they could be delays

e New finance systems for individuals being supported is very time consuming for
finance administrators

e Area Managers are concerned without key individuals in area they will end up
having to pick up work

e Finance Managers are picking up errors that have been made centrally with coding
because of their local knowledge and do a good job

e In summary all on board and it is the future but feel moving to end point without
having beginning and middle sorted. The preferred time scale would be in 6-9
months' fime
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Area Managers &
HR Managers Conference Call

Business & Finance Admin
Confidential Notes

e A decision on whether to
proceed needs to be made on Monday 21st. A conference call will be arranged
with area managers, HB, BA.
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Rostering Systems and Support Manager (Adult Services & Education)

Division / Function: Adult Services TBC Reports to : Lead Rostering Manager

Job summary:
This role is responsible for:

¢ Maintaining the quality & integrity of the data in the rostering system

¢ Managing data integration with other organisational and integrated systems

e Building rostering models, including payroll and costing data, within the system
based on user needs

Why

Principal accountabilities
+ Expert of data architecture and design build supporting
* Build and maintain additional or changes to existing services
Online staff portal
« Service grouping for terminal usage
* Data pushes into the ERP Solution modules
+  Shift design
+ Rules relating to shift management
+ Service types and subservice types
+ Build and amend rate cards

Build and maintain integration alerts

What

*  Manage accuracy of data & ensuring data is reconciled across NAS systems
+  Build reports to support system users & operational delivery
*  Maintain the system — new starters, leavers, new rate cards etc

Specify Role Based Access Control (RBAC) for the services and co-ordinate with IT
fo ensure access needs are met

Build and deliver training documentation to support new and ongoing support to
Super Users

analysing agency usage and undertaking the usage reconciliation for month end
processing

Job descriptions only reflect 80% of a role, and are not an exhaustive list of duties. You are
expected to carry out other activities that are within the scope of the role.

| am committed to making a difference

| commit fo NAS aims, objectives and values. | display a positive approach in the way |
work and contribute to the wider needs of the organisation and its stakeholders either
directly or indirectly. At work | overcome difficulties, setbacks and pressure, to get things

Compet
encies
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done because | understand the impact of autism. | recognise and encourage
commitment in others.

| cooperate with others to work safely

| understand the health and safety risks associated with my jolb and work responsibly with
others to reduce them. | have a positive attitude to safety that causes me to care about
the wellbeing of others as well as myself.

I gather and share knowledge

| seek and use information, knowledge and experience and create opportunities to share
this with others. | look for new developments and keep up to date with issues which
impact my work. |interpret, distil and disseminate information, in and outside the NAS, for
the benefit of people with autism and other stakeholders. | manage and protect others'
personal information professionally

| work in partnership

| build trust and partner with colleagues, other agencies and key people to facilitate the
best outcomes for the NAS and/or people with autism. | overcome barriers and difficulties
to bring people together and utilise relationships internally and externally to maximise
service provision and/or the use of resources. | support colleagues to achieve our
objectives

| develop new and existing activities

| promote, develop and grow NAS services and reach. | identify gaps in our activities and
services, making the case for growth. | know when to share what works well and when
something new is needed. | think creatively and practically about NAS activities and
services. | seek best practice, building on others' new, alternative ideas and ways of
doing things.

| adapt to changing priorities

| adopt a flexible, proactive approach to get the job done. | am responsive to change
and recognise when tasks are urgent and/or important, taking appropriate action. |
prioritise activities and know when to say ‘no’. | deal positively with last minute changes
and interruptions. | look for practical solutions and know when to find different ways to
achieve an objective.

Person specification

Ciriteria

which will be used in shorllisting and selecting candidates.

Criteria Essential Desirable
Skills/Abilities
e Ability to work effectively to senior stake holders with X
excellent organisational and planning skills
e A problem solver X
X
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e Proven ability to work within stringent timescales and X
manage their time effectively to ensure a high level of
customer service is maintained X
e Able to work collaboratively as part of a team X
e Ability to rota coordinate/rostering X
e Ability to analyse complex data and present this in clear
concise method fo senior stakeholders
Knowledge
e Systems knowledge X
e Rostering/rota know/shift design X
Experience
e Rostering/Rota coordinating X
e Building reports and using this information to plan and X
support key internal stakeholders
e Auditing of systems data X
e Training on systems and creating manuals X
e Substantial experience of system administration of an X
integrated system in a large, complex organisation.
e Proven experience of using inifiative and creativity to resolve
problems that are unpredictable, identifying practical and X
suitable solutions X
Education & Cerlification
e Educated to degree level or the equivalent experience X
Interfaces
Internal External
e Area Managers o
e Adult services o
®
_E Environment Work Office
5 Travel 20%
O

Hours 35 per week with occasional over
fime

Scope

Financial n/a
People: approx. 0 direct reports
Resources n/a

Safeguarding responsibilities

The NAS is committed to safeguarding and
promoting the welfare of all children and
adults who use our services and as such
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EAP REFERRAL — GUIDANCE NOTES

EXTERNAL USE

Please see below the guidance notes for making an EAP referral.

WHAT DO YOU NEED TO DO?

STEP 1

Clarify the situation with the employee in confidence. Please inform them of the availability of
the Health Assured Employee Assistance Programme (EAP) which includes:

e 24/7 counselling helpline and where applicable, structured short-term solution focused
therapy.
¢ Advice and information for practical legal, financial and medical matters.

Questions to consider that may be helpful:

1. Do you need to discuss the situation with Health Assured first for guidance in
approaching the matter?

2. Is the employee happy to receive a voicemail/text or could that result in someone,
unintended, finding out about the support?

3. How is the situation impacting the employee?

4. When would be the best time for Health Assured to make contact, ensuring they are
in a private and confidential space?

STEP 2

Complete the referral form with the employee, ensuring that explicit consent has been
obtained.

Employee Consent

Health Assured is committed to the protection of all client data, and the transparent and
informed use of the EAP Services. The referral process must be completed with the
employee's involvement with clear consent to release information to Health Assured for the
purpose of accessing support.

The referral process involves sharing personal contact details and case history which may
include highly sensitive data (Special Category Data) including information about things such
as health or sexual orientation. Employees are asked to confirm their consent to such by
signing this form under the Employee Declaration section.

If an employee does not consent to the EAP Referral, please remind the employee they can
contact the helpline on a self-referral basis.

Page | 1 —Health Assured — Standard UK EAP Helpline Referral — V3 May 2018 — Company Confidential ©
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Grievance Management Policy HR-0001
Grievance Policy

Document Title Grievance Management Policy
Reference Number HR-0001
Version Number V5
Date of Issue 12/11/2004
Latest Revision 30/01/2018
Distribution All staff
Owner Director of Human Resources
Policy Lead(s) Area HR Managers
Department Human Resources

Scope

This policy explains the steps to be taken by staff members and managers to
ensure the successful resolution of grievances. It is the charity’s policy to
encourage communication between staff members and their managers to
ensure that questions and problems arising during the course of
employment can be aired, and where possible, resolved quickly and to the
satisfaction of all concerned.

The steps are in place to ensure that our charity follows employment
legislation and best practice when dealing with grievances.

Summary

The National Autistic Society recognises that from time to time, staff members
may wish to seek redress for grievances relating to their employment.

The charity is committed to promoting a culture of openness and frankness that
encourages parties to deal with issues informally and to find solutions that are
mutually agreeable.

In situations where issues cannot be resolved informally, the Grievance
Management Procedure provides an open and fair way for staff members to
make their problems known and gives them an opportunity to resolve them
before they become major issues.

Principles

*  Grievances can often be solved by informal discussions or through
mediation/counselling.

e Managers must act immediately. Allowing grievances to continue,
without addressing them, may lead to more complicated problems.

e The process must be carried out in a reasonable manner and staff
members should always be treated with dignity and respect

© NAS- If printed this is an uncontrolled document — refer to the NAS intranet for the latest version 3
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Grievance Management Policy HR-0001
Definition

Grievances are defined as concerns, problems or complaints raised by a member
of staff with their management, working conditions or relationships with
colleagues. The charity recognizes that from time to time staff members may wish
to seek redress for grievances relating to their employment.

Policy

The grievance policy and procedure is used when one or more staff members
have a complaint or concern about:

e their terms and conditions of service and/or statutory rights

« action(s) the charity has taken or is contemplating taking in relation to that
staff member

e another member of staff (such as but not limited to perceived actions of sexism,
racism, bullying, victimisation, and harassment)

e problems with work relationships

The charity must ensure that all staff members with a grievance relating to their
employment can rely on a process that will help resolve the grievance as
quickly and fairly as possible.

The process should be carried out in confidence (unless otherwise agreed
with the parties involved) and will not prejudice the aggrieved staff members
current employment or future career prospects.

Some grievances may be of a sensitive or controversial nature and therefore a
balance must be drawn between the need to preserve confidentially and the
need for informed discussion on the issues raised.

Related Policies
Investigation Policy

Review

The Grievance Management Policy will be reviewed every 2 years in consultation
with relevant stakeholders.

Employee Assistance

There is a confidential advice, information, counselling and support service
covering a range of topics including legal, financial, consumer and personal
issues which employees may use. Contact details are available in your local office
or on the Wellbeing page of the NAS Intranet.

Details of this service should be included in all correspondence to the
employee.

© NAS- If printed this is an uncontrolied document ~ refer to the NAS intranet for the latest version 4
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Hannah Barnett's blog — changes to ways of working in adult services

14 [_;'-(
€

4‘,‘ . ‘ You've all heard me talking about the Digital Transformation but do you know our new digital systems will change the way we currently
work?

How lo stay updaled
Share your slories
Blogs

Yammer

Publications
the specirum Digital Transformation Programme

Your Aulisin Magazine

Kelly gave a Digital Transformation Programme update in her recent leadership blog | want to talk about how these changes will impact us in adult services.
What's changing In adult services?
We know that lots of jobs are done differently across our charity, and many are paper-based. When we go digital, here is what will change:

1 Online rotas: instead of paper rotas on a notice board, hand written piece of paper, or however it may be done in your service, rotas will now be accessible
on a computer or mobile device, at any time.

Starting and ending shifts and no more paper timesheets: instead of filing out a paper timesheet, you'll tap in and out of shifts using a fob or mobile device.
Less paperwork: instead of using paper forms to report incidents and or issue medication, this will be done on a fablet.

Information about ihe people we support: if you need to look up a record for a person we support, instead of rummaging through paperwork, you will be
able to lock it up quickly on a device.

Request shifls: permanent siaff will be able to request vacant shifts anline (for example if someone is off sick) before they are offered o agency staff.

Why are we going digital?

I'm so excited about going digital. | hope it's going fo make life easier for everyone in adult services, reducing the time you spend on paperwork and filing, giving
you more time for {he people we support.

Plus, in the long run it's going to make us more efficient and allow us to monitor and report on our work. It will also support the govemance of our charity - clearly
defining roles and responsibilities and improving how decisions are made. it will also improve our access fo up-to-date information which will improve the quality of
our care, and mean we can continue 1o transform aulistic peoples’ lives for years io come.

When will it be changing?

As you will have heard me say before, the project has had a few delays due to tesling and changes in project managemeni. We now have a new project
manager in post, and are working on our plan for the coming months. We will be communicating them with you as soon as they are ready.

Make sure to check your National Autistic Society email, read the weekly Staff Updates NASnet and talk fo your manager regularly to keep up to date with all
things Digital Transformation.

Questions?

If you have any questions about the Digital Transformation, please email Digital.Transformalion@nas.org.uk or talk 1o your Digital Transformation Champion Staff
Forum Rep or contact me on Yammer.

http://nasnet/News%20and%?20announcements/Pages/HannahBarnett%e2%80%99sblog...  15/12/2019



Digital Transformation Project: rota pilot launch in Wales e\ \ 8 Page’&of 1’,

National [ausites v
Autistic
socdety INASnet

Home About our charity Working at our charity News Get involved Teams Resources Forms and policies Autism.org.uk Staff search

Digital Transformation Project: rota pilot launch in Wales

How to slay updated
Share your slories

09/11/2018
Blogs
Yammer This week marked an important step in the Digital Transformation Programme, with Ty Coed, one of our residential services
Publications a simple way of starting and ending shifts.
The Spectrum

Your Autism Magazine The pilot is the first step in our charity's plan to install @ new electronic rota system for our care staff in adult services and res

staff. The changes will help provide consistency for all staff across our charity, making starting and ending shifts much easie

Colleagues at Ty Coed, Andi and Jordanna, found the new ‘clocking in and out' system quick and easy to use. Click on tF
to see them in action.

The new rota system is one of the first phases of the Digital Transformation Programme. It will help the way staff are paid and reduce the amount of
processing, giving everyone more time to spend on our jobs.

The pilot will be running in Wales so we can make sure the system works well before we roll it out further. Look out for more information about the pl
the new rota system coming very soon.

If you'd like to know more about the Digital Transformation Programme, please email our new Senior Change Communications Officer, Palge Selle
paige.sellers@nas.org.uk

To access the video, click on the image below.

* If you are using Internet Explorer the video will pop up and play.

* If you are using Chrome the video will download. Wait for the file to appear as a download in the bottom left of your screen, click on the am
open.

http://nasnet/News%20and%20announcements/Pages/Digital TransformationProjectrotapi... 15/12/2019
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From:
Sent:
To:

Cc:
Subject:

Categories:

Hannah Barnett

19 November 2019 15:01

Adult Services - Area Managers; Adult Services - Registered Managers; Adult Services -
Day Service Managers; Adult Services - Quality Assurance Managers; Adult Services - All
Staff

Steven Hamer; Natalie Richards; Paul Ellis; James Lang; Lisa D'Costa

Digital Transformation: devices

CIPD

Managers, please print this off and share with your feams who do not access their email on a regular basis to
make sure all your staff get this message.

Hi all,

| am excited to let you know that we're delivering tablet devices to our services in Wales, London and the
South East, North, Scotiand and Northern Ireland in the coming weeks.

As part of theDigital Transformation, staff in these areas will begin testing clocking in and out using the Access

Care Planning application which feeds intoPeople Planner, where it is not possible to do this via a terminal.

This is to make sure we have checked all the new devices are working as expected and you all have the
opportunity fo try the new technology before we go live in early 2020.

e [f you work in a supported living, residential or day service, your team will share a number of tablet
devices across your service.
e If you work in an outreach service, you will receive your own tablet device.

You will all receive training, support and guidance to ensure you are all comfortable using the devices as part

of the testing.
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If you don't work in these areas, don't worry — you will receive your tablet devices very soon. The project team
“will keep you up-to-date when they arrive in your area.

Thanks everyone for your ongoing support as we test our new ways of working.

Many thanks,

Hannah

Hannoh Boarnet

Director of Aduli services

National Autistic Society

07780696320



SIoBPUDW Daly WO} YO0gPes

6 L0Z 21n}oNIsaY
92Uubul4 g ssauisng

AYa1008
oRsRNY |
|[oUOON ;




eV

102 ADpPL4 8y} Uo pabpubuw 89 ||IM SIYL MOY SSNISIP UDD SM “suolbal
3y} $s0I00 loddns 0] sieboubuw 8oubwload aoupull 881y} 89 [|IM 8lay} byl pasodoid s |
spaboupw 8g SIYL [[IM MOY ‘BUINIOM SAILDIOJD||0D UO 82UDI[B1 0 89 ||IM 8iay]
‘1|ds 89 8w} ISy} [[IM MOY OS J| ss1ebBoupnwl 8oubuwIolad aoupbul) palbubisap SADY P3O Y038 ||IM
Jaylny siyl AJuo|o o) djay |jIim suoliduossp qor 'dn »21d Jayioupn pub spus 8|01 SUO alaym
SSSIPPD |IM PUD SBILIgRIUNODDD PUD sallligisuodsal suljep AUDS|D palusasald s8j0l MU ay]
‘dn s$3o1d Jsyjoup pup
SPUS 8|01 BUO a1aym B°8 pauljap AUDa|D ag AllIgpIUNODDD PUD sallljigisuodsal pup $8]j04 8yl |IIM
"UOILN|OS pajpIBaiul UD
UIYLM AJ[DLIBIP ploDa1 Of AllIgn 8yl ybnoldyl |[IM 821AI8S INOA O Bulip|al oiop ayl abpupul NOA
ADM 8yL JI8ASMOY ‘©BUDYD JOU [[IM ALIQDIUNODD0 PUD AlljigIsuodsal JO sajijoid 8]0 [USIND INOA s
Bululjap pPasu ALIIgRIUNODDD pub Alljigisuocdsal sieboupuw palalsibay/sieabouny baly
poddns jususBoupw [2DIIUOD paalbn
ISUIDB ADDINDDD PIDP UIDHSISO O} SWBLSAS 8yl Ul UOILOUWIIOUI JO P|ING MBIASI OS|O ||IM SM e
(pebobus jou s oym
PUD S| OYM UO spiodal LIodxs UpD aM) ‘SWalsAs Buisn ‘JuswiabBobus JJolS BUIMSIASI (passalippp
g [|IM SIy} ‘ebupyd Buibpbubu pUpD JuswWaBPBUS 10} $$820NS BINSDBW ||IM SUIWRIBOI] d1Q Y] -
abupyd o} 8ousl|isal p|Ing O} pasN

Alo1D0S

onshoy @ ) Mopgpo3d)j Isbbuby baly

JoUOIION



£V 113y

‘Spasu INo lJoddns djay O} uoipuUIIOUl 8Wl-[Dal 8q |IM Loyl 82Usbi||8iul ssaulsNg jUs||9oXa
yBNolIyi INDD0 Asy} al1ojeq sanssl aininy BullbBijiud 10} s1abip) PlINg [[IM SM "S8DIAISS INO
ul Buluaddpy sI oYM puplsiapun O} || SN MO0 pUb UollbDldNp 8A0OWSl1 ‘©2U0 palalus Ajuo
DIOP Ul JjNSal ||IM UOILN|OS [D1IBIP 8yl BulsAllaq syl @A0Idull [|IM BUINIOM JO SADM Mau sy} oyl
MOUY &M IBAeMOY ‘AlIondpD s1eBbupnwl Uo sfondull BUNIOM JO SADM [UBIIND INO 8SIUDBO0DS] SM -«
2 (18s1N0 8y} 1o suolpOdBdXd BUIILINO PINOM PYL lUsWwsaIbp 2Ispg Jo adAl swos
90 aJay} PINOM :'8°l) Ul PaI0LOD} 8lp saull} 8suodsal a|gouosoal [by) 0s paboupu Sl 81iusd ay} AQ
SO|QRJBAIIBP 10} Sisenbal AUD (DYl 8INsus am PINOD MOY - A|JUBIIND 8Nssl Ub sI AlIopdoD Jeabpupy
020z Alonige4 aAll 09 "palloddns &g JoUUDD aullBWil SIYL 1Pyl PSSIAPD JOU 81D oM
ledojaAsp syl Ylim pabBo) sanssi 9ADY AJLUSIIND 8M [S|IUM ‘SWBISAS 4lOog usamlaq uolipibalul
UO Juppuadsap S| YdIym aAll 0B Of WBISAS 8yl |1oadXs am UsYm sauljep oyl unjd 0 SADY SpM
spopssu ag Jybiw oyl Loddns JO sINOY [DUOIIPPD 10840 PINOD SIYL
SO J8Y}0 Y208 Y}IM BUILDDIUNWUIOD YJH 1098185 PUD Jauub|d 8|doad I0) swbijawll b 8ADY M 0
A|BUIpPIODDD
passalpp Buleq ai0 pUD PaIILUSPI USSQ SADY A||OUISiUl PUD AJOUISIXS SISP|OYSNDIS
PSIDDIUNWUIOD 8] SIU} ||IM MOH 2PalIlUSPI Usaq SISp|Oya3nls JO ISl b SOH "lopdwl [pulalx3

A1a1D0g

onshny () Mobqpo3) JIabbubw baly

JoUOION



‘soullawil}
P26 UL Yooy} sy} sboupwl 0} Un|d UoILO0 8|gnLINS D 880D PUD 858y} SSSIPPL Of NOA
ULIM JIOM [|IM &M JISASMOY ‘salliuniioddo Aubwl YlIm sn Juasaid [IM UOILN|OS |DHBID 8yl MOUY SM
PalaAllBp Bulaq Sl oYM JO PUD [DDIJUOD UO S| LIOYM JO IDIIJUOD D AjjusiinD 39M
210 $59204d 8yl BUO|D I} MOH £SISUOISSIUULIOD BUIDIOAUI JO WUBISAS MBU JO BUIpUDSISPUN JO YO0
SO AW JIDIS oYL suollsanb AUD sSalppp O} PasSIASP 8] [|IM JBUSYN
UO 8bpd VR SAl| D 8l0Jaiayl ‘SUOIISaNb |0 JBMSUD O] 8| g [OU [|IM NOA ajp10aIddD M e
‘PapPIACIA UsSg 8ADY NOA UOIIDWIOLU] YL UO paspng SUI8DU0D
AUD SSBIPPD PUD SBWIDIBUIIL 8|gUOSDaI UIYLIM O] 8|g0 81D NOA (DY} suolisenb Aup Jeamsup
NOA 8INSUS O} 89 |IM 8|0l INOA "A||IPD0| paloddns g [|IM UOILRLNSUOD AQ palondwll JDIS ||V e
$8|0J paloys
BUIADY Usaym Ajpiosdse aq ||Im Lloddns snbiun joym pup edoos Jspun sjdosad Jo sbus|ipyd -
"SPSBU 858y} SSaIPPL PUD UOILDISPISUOD OfUl 8s8y} 930D} OS|D [|IM SUOILN|OS
858y} INg salp0og BUIUISAOD (USSP O} 81aypp [SNW DY} SODIAISS SADY OM DY} SSIUBODSI SpM
"$saUISNg
O SO Palljuspl Usag aAbY oy} salliunlioddo [suInbo SPUNOID JIOM PaSIIDD0| BULIBAl|SP
JO S 8y} 1o d0oDS SIY} Ll Of a4INbal JoU PINOM B “SPB3BU PUD $8DIAISS INO |0 SSOIO0
pafbubw aq o} salljigisuodsal |PUOILDU PUD [pUOIBal $8|gOUS UOIIN|OS |PLIBIP O BULBAIIRQ
ssallljigisuodsal jpuoibal ssoID BUIADY sjuagquuindul O} pasoddo
SO AJ[I0D0]| S&DIAISS Of PaIBAlBP S lJoddns [pwildo BulNsSus UO SND0J YL SSILIAILDD 8pNjoul O]
A18|3psy )OS Y} HWI| O} 8]gissod 8 I PINOM ‘ainjoNnijsal eyl BUIMOI0) SYIUOW 9 Jsiij 8y} Bulng

Mobapad)j Iabbuby pbaly

€T 4y

JOUONON



& V20 ///

INHY Jaquadag
AV ‘GH PaWIIUOd 53W02IN0 JUAWNINID3L Jauue|d a|doag Y9t 9/M
da |esodoud pasijeuj|  Jaquazaq
‘g ‘I "gH| o paseq Qg uer Joj pareald aq o) uejd uoneynsuod| YI9T B Yi6 3/M
INHY
BNV 1aquazag uoddns P1B2JD SBIN1ONAIS YEIP 7 SWE3) Yyum|  1aquiadaq
‘YN ‘BH SMIIAIIUL JBUUE|4 D|doad Y6 a/m uiwpe apinoid 03 25| 3N “8H PaJeys uojssas ssaulsng g aaueuld woiy sinding’ puza/m
uwoddns (z 3unasw)
ujwpe apinoid 03 wea) aumny Joj syuawalinbal ssnasip o) 5192w Jaquiadag
26 ‘Bunsaw acey 01 de4| 3N ‘GH (uiwpe ‘ppul) dnoud a1nianus ssaulsng 1g adueUly puza/m
WHY
3|04 1940 g (papaau yi) suonesado|  saquianoN 9 NV 13quanoN
JdL |BI213WWO) JO PE3H 1O SMBIARJIUI pUNOJ puoIas yisza/m “UN ‘GH 59|04 Jauueld a|doad 10§ JUaWNNIIDI BIUIWWOD) Qsza/m
uvoddns| sdai Ny N0 1Uas (5,af "Pul) 21maNAs [euly g swea)|  Jaquianon uoddns 1IN0 JU3S S3UNIINIIS JeIp 1 SWed) YUm|  saquisnoN
ulwpe apiaoid 0325| ‘YN ‘BH A P2IeYS UOISSas Jauue|d ajdoad woul sinding YIBT /M ujwpe apinosd 013s| 3y ‘GH paJeys uoissas ssauisng 13 ueul4 wolj sindinQ yigT 3/m
uoddns uoddns (1 8unsaw)
Aljeutaixa g Ajjewsaul suonesado|  saquisnon ujwpe apirosd 03| sdas Ny (z Bunaaw) syuawaunnbal asieury 01 uoissnasip|  JaquIBAON ujwpe apiaosd 0} Wea) 3Iminy Joj sluawalinbal ssnosip 01 5192W|  JaquianoN
aH ‘M |eP13WWO) Jo peay Joj Suimaiuaiul g Bunsijoys YIgT /M 26 ‘Bunsaw asej oy asey| ‘uN ‘gH 1ayuny Joy s19aw dnosd aimanas 1auuely ajdoa YIgT 3/M 26 ‘Bunsaw adejoy asey| Iy ‘gH (utwpe “jpu1) dnous ain1PNAs ssBUISNG 1§ 3JUERU YIBT /M
yoddns| sdas Wy 1IN0 JU3S SAINDNAS eI B SWea) JaquianoN
ujwpe apiaoid 03 35| ‘YN ‘GH paJeys uoissas Jauue|d ajdoad wouy synding YITa/m
uoddns (1 8unaaw) syuawasnnbal JaquianonN
ulwpe apinoid 03| sdas Ay AU 0] UONISURL] pUE SI-Se Jof siuawalinbal|  JaquanoN voddns 18T /M Joj saapuane daid g Bunaaw (uiwpe| saqwanon
26 ‘Bunissw adej o3 ace4| ‘YN ‘gH 55N351p 01 5122w dnoid aindnas Jauueld ajdoad YIITa/m ujwpe apiaoid 033s| 3 ‘GH “Jaut) dnoJd ainnus ssauisng g adueuly aduelly)| QIra/m
sdasadeuew
asueuly pue sdaJ Ay ‘9A315 ‘D1nr ‘|ned ‘aljelen siadeuep
woddns| sdai Wy ‘euuey apnpul o] am Suimoloy Joj Junasw|  JaquianoN yoddns 2oueul4 pue sdas WY ‘GH ‘3 apnpul o) ‘(uiwpe|  JaquanoN
ulwpe apiaoid 0125 YN ‘BH dn13s 13 dnoud a1mpdnis Jauueld ajdoad a1ear) yip o/m ulwpe apinoid 013S|  3IN ‘GH “Pput) dnoJd a1monns ssauisng i 3dUBUL 91B3ID Yy a/m
Ajjeusaxa g
da Alleusaiul suonesadQ |epIawwo) Jo peay asiusApy | Jaquianon Yis
WHY ujwpe NHY ulwpe WHY ujwpe
gHJojleyaquo| QWY |puesauueld 3|doad ‘ssauisng 1g 33Ul JO SIAQUWIW gHJojeyaquo| gV | puesauueld ajdoad ‘ssauisng iy a3ueUl JO SIAqUIAW gHJo Jleyaquo| YAV | pue Jauue|d ajdoad ‘ssauisng 'g 3dUBUI JO SIaqWLW
2§ Woujy Juas aq 03 sauAu||‘va Iy ‘BH 1B yum (yaea uj suoidal €) s|jea [euoiSal x Z| JaquiaAoN Yis | |DS wouy Juas aq 01 SayAY| | ‘va Iy ‘GH 118 Yyum (yoes uy suoidas £) sjjed jeuciBas x 7| JaquanoN Yis | |5 Wwouy juas aq o) sayaul| ‘v Iy ‘gH 1Ie yum (yoea ur suoiSal ) s||ea [euoiSal x Z| 1aquwianoN Yig
WHY WHY WHY
Aseip B WV 3|qelawn mojaq uo Aseip BNV 3|qeawn mojaq uo Aseip 3 WY 3|qelaw Mojaq uo
ul pay Apeasje Bunaan |‘vg ‘3% 'GH| paseq uejd mau 1no 195 01 S,HY 1B S,V YUM [|eD| J9quanoN Yisz ui pj2y Apeaje Bupasi | ‘v ‘3N ‘GH|  paseq ue|d MU In0 195 03 S,INHY 73 S,V YUM [|eD | JaquianoN Yz | | ul pjay Apeauje Bunas [‘va ‘3x ‘GH|  paseq uejd mau Ino 33s 01 s, AHY 13 S,V Yum |[eD| 1390330 Y18z
sjuawwo)y speaq uody Aanay sjuawwo) speay uonoy ajeq sjuaWwo) speat uopay aieq

SNOLLYY3dO TVIDYIWWOD 40 aviH

S310Y ¥INNV1d 31d03d

S310Y SSANISNE 8 IDNVYNIS




e v |3

Leanne Aitken

Subject: Focus Group - Joiner Request

From: Julie Thomas

Sent: 14 November 2019 15:21

To: Leanne Aitken <Leanne.Aitken@nas.org.uk>
Subject: FOCUS GROUPS

Hi Leanne

Following on from the conference call with Hannah Barnett, | would like to be included in any focus groups that are
established on the way forward with the changing that will be coming in due to the digital transformation.

Thanks for being on hand to answer our questions last week after. It was a lot to take in and having worked here for 20
years | am anxious about the uncertainty that lies ahead but following our chat, | feel like | can make a valid contribution
to the focus groups, especially because of the work | have done in the last year on moving our rotas to People Planner
and understanding what the problems have been as | have had a lot of interaction with the services and staff as they got
used to the tablets and automated time logging. It was also good to know that we have the option of employee assist
to support us.

Thanks Julie

gulie d homas

Area Rota Co-ordinator - NAS Cymru
t: 02920 629309
m: 07483012455

e. Julie.Thomas2@nas.org.uk

National
Autistic
Society
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Leanne Aitken

Subject: Focus group

From: Hannah Barnett

Sent: 21 November 2019 13:11

To: Leanne Aitken <Leanne.Aitken@nas.org.uk>; Sarah Chivers <Sarah.Chivers@nas.org.uk>
Subject: RE: Focus group

Hi Leanne, what role does John hold, we had a meeting yesterday with finance mangers and | will be feeding back in the
next couple of weeks, | need to keep things manageable and engaging, will have a think thank you

From: Leanne Aitken

Sent: 21 November 2019 12:46

To: Hannah Barnett <Hannah.Barnett@nas.org.uk>
Cc: Dinah Abaye <Dinah.Abaye@nas.org.uk>
Subject: FW: Focus group

Hi

Could John be added to the call too please?

Thanks

Leanne

Leanne Aitken

Area HR Manager (Wales) / Rheolwr AD Ardal (Cymru)
02920 629 302

07397 727 050
leanne.ditken@nas.org.uk

National g nstoming lives and
Autistic chanaina attitud
Society -nanging d =

From: John Evans

Sent: 19 November 2019 09:16

To: Leanne Aitken <Leanne.Aitken@nas.org.uk>
Subject: Focus group

Hi Leanne,

After speaking with yourself and Nick I believe there is an opportunity to be on the focus group
for prospective changes.... Can I be added to that group please?

I know that I haven’t had much involvement in People Planner but I do process the manual

timesheets for payroll and have some experience with Focalpoint and how the invoicing
1
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process has changed since its launch. I feel better now that I have more of an understanding of

what NAS is trying to do by revising the way the finance roles are set up and I will start

working on the task you set us to capture what we do on a daily, weekly, monthly basis and
what bits of my role I could allocate elsewhere.

Ta,
John

Johwn Evang

john.evans@nas.org.uk

Area Finance Administrator / Health and Safety Coordinator (Wales)
Gweinyddwr Cyllid Ardal / Cydlynydd Iechyd a Diogelwch (Cymru)

02920 629 305

MNational Autistic Society Cymru
2nd Floor / 2il Lawr

Lancaster House [/ Ty Lancaster
106 Maes-y-Coed Road [

106 Ffordd Maes-y-Coed

Heath / Y Waun

Cardiff / Caerdydd

CF14 4HE

National
Autistic

. Society
Cymru
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National National Autistic Society Cymru
Autisti 2nd Floor / 2il Lawr
Ut!StIC Lancaster House / T§ Lancaster

SOCIety 106 Maes-y-Coed Road /

106 Ffordd Maes-y-Coed
CymrU Heath /Y Waun

Cardiff / Caerdydd

CF14 4HE

Tel / Ffén: 029 2062 9300

Julie Thomas Email / Ebost: wales@nas.org.uk

UWTSD

1 December 2019

Dear Julie

Leanne Aitken’s Role — Implementation/Communication of Changes to Business
Structure

Leanne (in consultation with the HR leads across the remaining UK areas) was
instrumental in formulating the communications plan whilst facilitating the Wales
agenda and ensuring that the project plan was realistic in terms of timeframes from a
Wales standpoint. She represented Wales at the sessions with me in the run up to
the meeting with impacted staff, which she attended with them and clarified any
questions they had.

Because Leanne is a trusted business advisor and is respected amongst by the
workforce, one of her key strengths is her ability to disseminate messages in a non-
threatening and inclusive manner whilst retaining a relatable demeanour that enables
people to open up to her regarding their concerns. She is happy to make herself
available to people and in my view, has been successful in managing a difficult and
precarious change situation with wide reaching ramifications if we are to get this
wrong, in a consistently professional and empathetic manner.

Kind regards

NAE (o

Nick Haake
Area Manager - Wales

B Y

¢ Y, BUDDSODDWYR | INVESTORS
4, MEWN POBL | IN PEOPLE

Patron: HRH The Countess of Wessex. Chairman: Dr Carol Homden. President: Jane Asher.
Chief Executive: Mark Lever. The National Autistic Society is a charity registered in England
and Wales (269425) and in Scotland (SC039427) and a company limited by guarantee
registered in England (No.1205298), registered office 393 City Road, London, EC1V 1ING
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Highest and Lowest Relative to 2016

Key

Highest Relative to 2016

53. 1 am kept informed of what is happening elsewhere in the National Autistic Society

70. | receive a good service from the Internal Communications team

75. | understand the role of the Staff Forum within our charity and know how to get in touch with my
representative

58. | receive a good service from the HR team

57. | receive a good service from the IT team

Lowest Relative to 2016

26. We regularly involve volunteers in our service/school/department
20. My pay is competitive compared with similar organisations
25. The people in my team work together to get the job done

71. | believe that the Senior Management Group will act on the results of this survey

49. My colleagues show concern for the wellbeing of the people we support in a caring and meaningful
way

cEVd 2|

Difference of +5 or
more
Difference of -5 or
more

Difference to

2019 2016
Overall  Traffic Overall
Positive Light Positive
% o,

%

12 | 45 % 12 H 57 . +16
13 | & s 6] &4 - +15
14 | 45 21 14 H 59 . +12
19 | 45 20 1 ﬂ 64 . +12
2 5 s 7 7 - +12
2019 2016

Overall  Traffic Overall

Positive Light Positive
% o

10 1) 34 N 1 [T - 3

» | 2 ol e . 2
10 | n [l - 2
a0 - [ -
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Ke | i
Strongly 7 Neutral Ne: : Difference of +5 or more
i gative . A
Key factor for employee engagement Positive Negative Difference of -5 or more
Difference to
2018 2017 2016
& . G i Overall Traffic Overall  Overall
Leadership at the National Autistic Society Positive Light Positive. Positive
% % %
Leadership at the National Autistic Society 17 E 39 28 10 H 56 . -2 +4
78. 1 understand our charity's core beliefs and values o s sl2fl] so - . 1
Key 79. | trust and respect the managers of my service/department/school 2 | 4 14 § H 76 . - +5
80. | believe our charity is a good employer of autistic people 20 f 45 25 6 n 64 - - -
77. | believe that the school/service/department | work for benefits from being a 7
k : 16 [T 27 8 60 . +2
part of a large, national charity . I
75. I understapd the role of the Staﬁ Forum within our charity and know how to 21 |1a H 59 - +12
get in touch with my representative
73. | trust and respect my Director 17 [ 33 40 5 n 51 - - -
72. | trust and respect the Senior Management Group 12 j 36 37 8 n 49 . -6 +1
Key 71. 1 believe that the Senior Management Group will act on the results of this 10 ‘F 33 31 15 BT 43 . - -2
survey |
76. Our charity manages change effectively (for example, reorganisation of 2
5 of a0 37 17 37 - +7
departments and teams, changes to national systems, processes and policies)
Key .Z):a'f:he Senior Management Group are in touch with the views and opinions of [P 28 37 47 m 36 . B 1
Respondents were given the following guidance:
Our Senior Management Group, made up of eight directors, manages what our charity does day to day.
16 National Autistic Society Staff Survey 2019 - Whole Organisation Repart
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54. My preferred way to be kept informed of what is happening elsewhere in the National Autistic Society is:

Respondents were invited to pick up to 5 responses.

54. My preferred way to be kept informed of what is happening elsewhere in the National Autistic Society is:
My manager - email 40.4%
My manager - team meeting
Internal Communications emails
Colleagues - email
Staff update
My manager - ane-to-one
NASnet (our intranet)
Colleagues - one-to-one andfor team briefings

|37.6%

Noticeboards
Staff Newsletter (paper copy) |  sue = 1 ] 1
Our charity's website (autism.co.uk) | ]15.2%
Social media 9.7%
My Staff Forumrep 7.9%
Letter from the Chief Executive to my home address 67%

Communication books 6.1%
Service/area-speacific newsletters [ ] 4.

NAS Policies [ |45%

Other

My manager - teleconferences ||

Colleagues - teleconferences

Network Autism [ ]2.1%

% 10% 20% 20% 40% 50%

10 National Autistic Society Staff Survey 2019 - Whole Organisation Report
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i
Strongly FEPSEE Strongly Difference of +5 or more
Key ypeordl Positive | Neutral Negative Difference of -5 or more
Difference to
2019 2017 2016
z o > Overall  Traffic Overall ~ Overall
How | feel about the National Autistic Society Positive Light Positive  Positive
% % %
How | feel about the National Autistic Society 20 l 37 24 1 n 57 . =1 +4
29. | intend to still be working for our charity in 12 months’ time 28 f 34 24 7 62 - *2 +4
33. | have heard of the Digital Transformation Programme 10 17 n 61 . - -
27. | would wholeheartedly recommend our charity as a good place to work 12 E 41 27 12 54 - -4 +5
34. | feel the Digital Transformation Programme is a positive change for our charity 15 l 37 36 7 n 53 - - -

S

Please note, question 34 was only asked of respondents who answered "Strongly agree" OR "Agree" OR "Neither agree nor disagree” to question 33 "l have heard of the Digital

Transformation Programme".
28. What first attracted you to working at our charity?

Respondents were invited to pick up to 3 responses.

28. What first attracted you to working at our charity?
Working i the autism felo | - %
Convenient location | ]308%
Working for a charity 30.4%
Career progression
Recommended by someone | know

Flexible hours |
Good training [

% g ) 30% T 40% 50% 60% T 0%

National Autistic Society Staff Survey 2019 - Whole Organisation Report
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Meet our Digital Transformation Champions
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Home About our charity Working at our charity  News Get involved Teams Resources Forms and policies Autism.org.uk

Meet our Digital Transformation Champions

How fo slay updated
Share your sforles

01/02/2019

Blogs

Yammer = "'_ N
Publications fl'

The Specirum
Your Aufism Magazine

Staft search

The Digital Transformation is well underway. To help make the transition to our new digital tools and systems a little easier, meet ¢

Transformation Champions!

Next fime you have any questions about the Digital Transformation, would like to share feedback about the project or need some help and don't know

ask, get in touch with your nearest Champion listed below.

Name Area Name Area

Andrea Connelly Central TBC South West
Debbie Bonnett Central TBC South West
Emma Pengelly Central BC South West
Graham Teale Central TBC South West
Helen Pedder Central TBC South West
Janice Osborne Ceniral TBC South West

Katie Smith Central TBC South West
Lynda Osbourne Central BC South West

Vikki Hayes Central TBC South West
Gareth Jones London SE TBC South West
Gemma Fry London SE TBC South West

Gul Collis London SE TBC South West

Hazel Datlen London SE Caroline Pritchard Wales

Ivan Kyeyune London SE Chris Price Wales
:;Irr;n”ceHcrngan- London SE Darren Solloway Wales

Maria Cronin London SE Emily Isaac Wales

Nicholas Grefsheim London SE Emma Hammond Wales

Rob Bunting London SE Emma Pearce-Gordon Wales

Sam Maouhoub London SE Gemma Price Wales

Sara Younus London SE Harry Coster Wales

Susan Baker London SE lan Giles Wales

Amy Strutz North Jane Price Wales

Azra Balu North Jean-Luc Jamois Wales

Carl McGarry North Joedanna Davies Wales

Elizabeth Windle North Julie Thomas Wales

James Plummer North Libby Davies Wales

John Ratcliff North Lisa Plant Wales

Kayleigh Swindlehurst North Maurice Chambers Wales

Kudus Ali North Megan Roberts Wales

Leslie Daly North Mike Diamond Wales

Mark Cooke North Nalasha Williams Wales

Re 1 mullin North Nicola Lloyd Wales

Sarah Kilean-Jepson North Paul Grimshaw Wales

Timoihy Glenn Northern Ireland | Samantha Border Wales

Euan Grant Scotland Sarah Johns Wales

Gordon Rush Scotland Scoll Lewis Wales

Mark Hodge Scotland Stephen Crago Wales

Rachel Taylor Scotland Aurelie Dugas Sybil Elgar School
Scott Harris Scotland Jasmit Matharu Sybil Elgar School
Tara Thomson Scotland Jon Brough Sybil Elgar School
TBC South West John Green Robert Ogden School
TBC South West Teresa Steel Robert Ogden School

For more information about the Digital Transformation visit the homepage on NASnet.

http://nasnet/News%20and%20announcements/Pages/MeetourDigital TransformationCha...

15/12/2019
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Leanne Aitken

Subject: FW: Staff Survey 2019 results

From: CEO

Sent: 13 December 2019 09:46

To: All Staff at NAS <AllIStaffatNAS@nas.org.uk>
Subject: Staff Survey 2019 results

Hello everyone,
| am emailing you to share the results of our 2019 Staff Survey.

I'm so pleased that nearly half our charity took the time to let me, and my colleagues on the Senior
Management Group (SMG), what we're doing well and what we need to improve.

Here are the areas | think we should be celebrating and the areas | think we need to work on.
Areas to celebrate

¢ Whistleblowing: | know how to report poor practice 92% positive.
¢ Line managers: questions across this topic average 82% positive.

e Learning and development: questions across this topic average 65% positive and have gone up 6%

since 2016.

e Support departments: positive responses to all departments, like IT and HR, have gone up 7% overall

since 2016 — this was an area of focus for our previous staff survey action plan.

e Communication at our charity: has gone up 10% since 2016 — this was an area of focus for our staff

survey action plan.
Areas to improve

¢ Pay and benefits: | am rewarded fairly for the contribution | make to my role 25% positive.

e Leadership: | frust and respect the Senior Management Group is 49% positive and has gone down 6%

since 2017.

o How staff feel about our charity: 54% of staff are engaged ie would wholeheartedly recommend our

charity as a good place to work and this has gone up 39% since 2015, but is still only 54%.

e Performance management: | receive regular, timely feedback that helps me improve my performance

and feel valued has gone up 7% since 2016 but is still not as good as it should be.

Your Principal, Area Manager or Head of Department has a copy of the full report, which they can share with

you, if you would like to see it.

What's next?

Your area/school/department's results — your Area Manager/Principal/Head of Department will share
your department or school or area's staff survey results with you by the end of next month. They will then
work with you on an action plan for your area which will be submitted to SMG.

Charity-wide action plan — we have already shared these results with National Staff Forum, who have
helped us start work on a charity-wide action plan which we'll share with you in March 2020. We also
want you fo be able to feedback on the plan, so please email me directly if there's something you'd
like to add.
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e Pulse survey — we will be having a pulse survey in early 2020 to see if we're going in the right direction.
Get in touch
If you want to add your input to the on the staff survey action plan, you can get in touch with me directly by

emailing CEO@nas.org.uk or talk to your National Staff Forum Rep You can find out who your National Staff
Forum rep is by emailing Internal. Communications@nas.org.uk

| just want to reassure you, | am taking these results really seriously, and am looking forward to working with you
on this.

Caroline
Chief Executive



