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1. Be able to plan for the implementation of change processes within an organisation 

1.1 Establish the need, objectives and potential benefits in relation to a specific change requirement.

As identified by George (2019) change is constant within an organisation. This is the case within my organisation Carmarthenshire County Council. As part of my role as an Assistant HR Advisor, I support the Cleaning and Catering sections within the Authority. It is therefore my responsibility to advise the Cleaning & Catering managers on all policies and processes. As identified by George (2019) there are several different reasons for change such as Technology Developments and change in demand from a consumer. These also include being involved and advising managers when it comes to change for reasons such a varying a contract or redundancy which is stated on the Carmarthenshire County Council intranet (Evidence 1). 

The Cleaning section of Carmarthenshire County Council provide a service to both departments within the council and in some cases for companies that are outside of the Authority. An example of this is currently cleaners employed by Carmarthenshire County Council are used in the different fire stations that fall under Mid & West Wales Fire Service. This is done through a Service Level Agreement (SLA).  The Cleaning service also has SLA’s with departments within Carmarthenshire County Council with one of the main agreements being with Schools within Carmarthenshire. As a result, the schools pay cleaning for their services with an agreement put in place usually over a two to three-year period. As the latest SLA’s were coming to an end, I have been involved with supporting the implementation of the new agreements and how this will have an impact on staff. As a result of budget cuts which is evident in an article by the BBC (2018) many schools have been looking to save money which has meant they have decided to adjust the SLA they have with Cleaning. An example of this is many schools have cancelled their holiday clean and have asked to use the cleaners either 38 or 39 weeks a year. This would be a change from the 40 weeks a year on the current SLA. As a result of this it would mean a variation to the contract of employees. 

A change that I have been involved in recently with the Catering section is the implementation of a new online system which is used to pay for school meals. This new system is called ParentPay (Evidence 2) and it allows parents to view menus and pay for meals for their child through a web-site and an app. This new technology not only helps parents by giving them a better facility when booking meals but also helps the department to save money on staffing costs. This is because with the new technology it means there is not the need for the role of School Meals Clerical post and there can therefore be a restructure (Evidence 3) with the post being deleted.  


      

 
1.2 Analyse who will be affected by the changes and their potential information and support needs. 

As discussed, the changes will have the greatest impact on the staff themselves. By changing the SLA and reducing the amount of service it will result in there being a need to reduce the hours of staff. Whenever any contract is amended it is always met with worry from staff, so it is vital that all information about the change is given to staff in a clear way, and they fully understand the need for the change. Other stakeholders involved by the change in the SLA would be the schools as the consumer and Trade Unions who will be involved with the consultation process. These have been identified by using a Stakeholder Mapping Worksheet (Evidence 4).  

With the implementation of ParentPay staff will again be affected as with a new structure being implemented without their role it means there is a need for redundancies (Evidence 5). Other stakeholders that are involved with this change as identified in the stakeholder Mapping Worksheet (Evidence 6) are managers, parents and the Trade Union who will again be involved in the various consultations.   


1.3 Identify the resources required for the change process and how these will be made available.
With the change in the SLA the main resources would be time for all involved to meet and put a plan into action. It will also require time to meet up with the staff and consult with the reasons for the change in their contract. As the schools are spread across the whole of Carmarthenshire and there is such a large volume of staff that need to be consulted this can be very time consuming. Therefore, it will mean the managers effectively planning on the locations they visit in order to hit as many schools as possible. For example, when visiting Llandeilo which is one of the furthest areas away from the cleaning base it is a good idea to book as many schools in that area to consult with on the same day. 
With the catering as well as having the time to consult the main resource will be the actual programme ParentPay which will be the replacement for the staff collecting the dinner money. Parents would require either a mobile phone that they could download an app or have access to a computer where they could log on to an account. Staff members within the catering section would also need to be familiar with the new technology in order to help with any queries that arise.      

1.4 Devise a plan, including objectives, actions and timescales for implementing the required change. 

As part of the process of amending the contracts of the cleaning staff I was part of a group that was put together to plan and implement the change. This group also included a member of the TIC Team which is a team that was designed specifically to look at ways in which the Authority can save money (Evidence 7), the Procurement Team, the Senior Cleaning Manager and my colleague from HR. This group was ultimately brought together to look at the reasoning for the change and then designate each individual their role in implementing the change. Form a HR perspective I was there to advise on the policy side of the changes to make sure that everything was being done correctly and lawfully. Following the meeting designated jobs were given to ensure the smooth transition of the process (Evidence 8). 

With the change in the catering process it was done slightly different as the change was agreed with the authorisation of a Delegated Officers Report (Evidence 9) signed off by the Director of Education at a Departmental Managers Team (DMT) meeting. Although I am not included in this meeting once the form has been authorised it is passed on to me from the HR Business Partner who attends the meeting in order for me to get the ball rolling with implementing the change. Had I been involved in the process of planning the change I would have used a change plan template (Evidence 10) to help me set out the path for the change.      


1.5 Communicate the change plan, and gain agreement for its implementation, from decision makers. 
Once the change has been agreed it is my responsibility to meet up with the line managers to give them an understanding of the policy and process that they need to follow. With the change to the cleaners as it is a variation to contract, I had a conversation with one of the cleaning managers and explained the process of amending a contract. I then subsequently followed this up with an e-mail (Evidence 11) with guidance notes which gives a clear break of each step in making the change (Evidence 12). I also explained that should they need any further support that I would be happy to do help. 

As the change in the catering service meant that in the majority of cases redundancy would apply, I met with the catering managers and explained the process of redundancy and how they were to implement it. I also give signposted them to where they could find more information about redundancies on internal intranet (Evidence 13).   
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2. Be able to implement a change plan.

2.1 Follow the agreed plan to implement change processes. 

Once the change is giving the green light to move forward it is then time to implement it. This involves starting consultation with staff and explaining the need for change. This would be stage 4 in Kotter’s 8 Stage Change Model as evidenced by Mindtools (2019). This is done in the first instance as a group where managers will meet with staff and their union reps collectively to give a brief outline of the planned change and the reasoning for it. In some cases, within cleaning this was an opportunity for employees who perhaps want to reduce their hours to speak up which could potentially mean that others do not need to vary their contract. Staff will then be offered the opportunity to have a one to one discussion. Once this informal consultation has been completed staff are given a letter with an acceptance slip which they can either accept the change or reject it (Evidence 14). If staff accept the change then the manager will send the forms on to me (Evidence 15) in order for me to save the documents to file and update a spreadsheet designed to record the process. I will then send the updated spreadsheet to the manager to check and send on to the HR Support Team to action the changes on the payroll system (Evidence 16). Once this has been completed, I will send a letter to confirm the change to the employee and instruct them that they will shortly receive a new contract of employment with the updated variation (Evidence 17). 

This situation is a little different with the changes in the catering department as the majority of staff were in a compulsory redundancy situation. Following group consultation which was done by the Senior Catering Manager it was explained that the new online system ParentPay would be rolled out gradually a few schools at a time. As a result of this when the Catering Managers had confirmation that a school was going live with ParentPay, they would first request redundancy figures from me (Evidence 18) and a one to one consultation pro-forma in readiness for their meeting. I would work out the redundancy figures using a spreadsheet (Evidence 19) and the redundancy matrix (Evidence 20) before sending this on to the payroll section for confirmation that the figures are correct. Once I have received confirmation, I then send the e-mail (Evidence 21) and pro-forma to the managers in order for them to meet up with their staff to give notice of redundancy and discuss other options such as redeployment.     


2.2 Provide information and support to stakeholders in line with their identified requirements. 

If the cleaners do not accept the variation to contract and tick reject the new terms it means that they will then need to be taken down formal consultation. My role in this situation is to support the managers when they are planning to meet with staff who have rejected the terms. I do this by advising on the correct documents to be sent to the employee through an invite to formal consultation letter (Evidence 22). In the situation with the new SLA there isn’t much scoop when it comes to staff rejecting the variation as the budget for their role is paid for by the SLA. Therefore, if following formal consultation, they still refuse to accept the variation they would be in a dismiss and re-engage (Evidence 23) situation where they would be issued notice on their current contract and offered the opportunity to start the next day on the varied terms. 

Once the catering managers completed their meeting with staff, they would then send the signed consultation pro-forma (Evidence 24) to me. I would then send a notice of redundancy letter (Evidence 25) to the individual which would give the termination date and redundancy figures. I would also send out a redeployment application form (Evidence 26) and the redeployment policy (Evidence 27) in order for them to complete so that I could add them to the redeployment register and look for Suitable Alternative Employment.


2.3 Apply techniques for maintaining positive working relationships throughout the change processes. 

During the change process I was in regular contact with the line managers in order to offer any support and guidance needed. In situations where there was a query with the change, I would be on hand to give answers to the managers. An example of this was when one of the cleaners who was having their hours reduced queried whether or not they were in a redundancy situation. As a rule, within Carmarthenshire County Council if an employee is reducing by less than 20% redundancy would not apply. The employee phoned me to query this and I explained that she was not in a redundancy situation. I then followed up my advice in an email to the line manager (Evidence 28).

I have also been a point of contact for the staff who are being made redundant within the catering service. Following being issued notice the letter gives my name as a point of contact should they have any queries about the change. An example of how I further supported a member of staff was by sending an email (Evidence 29) with the letter and related documents and giving details of the next step with regards to trying to obtain suitable alternative employment through redeployment.   


2.4 Monitor the effectiveness of the implementation, agreeing and making justified adaptations where required. 

During the process of change there were occasions when I needed to liaise with my managers to ensure that the process was being followed correctly. An example of this was when the cleaning managers were consulting with staff to vary their contracts, they were not getting anything signed to accept or reject the terms in writing. Following a discussion, I informed them that we were not able to vary the contract until we had an acceptance in writing (Evidence 30). 

The change within the catering section has been a lot smoother with the process being able to be implemented without any problems. However, as ParentPay has gone live in different schools at different times it has resulted in some staff still being in post through their notice after the system is implemented. This is because notice was not issued in time to match the date the system went live.  


2.5 Maintain records of the change process in line with organisational requirements. 

In order to keep a record of the changes that are taking place I am responsible for keeping record of who has accepted the change using a spreadsheet. This is done for the cleaning service to ensure that all staff who are having the contract varied. Once I have received the acceptance form, I will then update a spreadsheet (Evidence 31) in order for them employee to be ticked off a list. 
As with the change in cleaning there is also a spreadsheet (Evidence 32) with the changes in catering. This gives details of the redundancy owed and when consultation has happened with the implementation date of ParentPay.
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3. Be able to assess the impact of change processes within an organisation.

3.1 Measure the effectiveness of the change process in meeting the required objectives. 

In order to gain an understanding of whether or not the change has been successful it is important to look at the objectives set and measure these with the results so far. With the change in Cleaning this would be measured by looking at the numbers of employees who have been affected as a result of the new SLA and seeing how many of those staff had accepted the variation to contract. Having spoken to the managers it would seem that although the change has been successful to a certain extent there has been some issues with certain staff refusing to engage. As a result of this I have drafted a Formal Consultation Invite letter (Evidence 33) which clearly lets staff know the need to attend the meetings.

As with the Cleaning change the main way to assess the success with the change in Catering of implementing the new system ParentPay is to look at the number of schools that needed to have the system go live and then time scales and see if those targets had been met. Whilst the project has been quite successful in the fact the system has been implemented to a large amount of schools in Carmarthenshire there have been times when dates planned have been missed.

Another way in which to measure the success is to have a look at the number of complaints and grievances (Evidence 34) that have been sent in during the change process. As there have currently been no grievances submitted for either change in Cleaning or Catering it would suggest that the process has been effective.        

3.2 Identify further work required to embed changes and/or further developments required. 

As part of the change process and to ensure that change is effective, I have used my line manager as a support system (Evidence 35). I have been able to run by any ideas or problems that have come up. This has allowed me to use her greater knowledge and experience when advising the managers of the Cleaning and Catering sections. This has been beneficial particularly in any complicated situations that have arisen. Whilst in the majority or cases I have been able to fully support the managers there have been occasions when I have needed the extra help from my line manager. I have then been able to fully advise on the best practice that will not only ensure the change happens but that it is also successful.  

3.3 Communicate the key outcomes and the impact of change to stakeholders.

The main communication that will go out to the staff in Cleaning will be through the Variation to Contract (Evidence 36) that will be sent to them once the change has been implemented. This will give them all the details of their new terms and conditions. As well as this once the change has been completed there will be an intention to get a staff satisfactory survey out to all cleaners effected by the change in order to get their feedback. This was agreed in the joint meeting that I attended with members from the TIC, Procurement and Cleaning Team (Evidence 37). 
The change in the Catering section has been communicated to staff throughout in the regular memo that is sent out to all catering staff. This has given an update of the schools that have gone live on the system. The main impact to the main stakeholders affected by the change will be the redundancy payment that is issued should they not be successful in obtaining Suitable Alternative Employment through redeployment. The process of getting the redundancy will be having a business case signed off (Evidence 38). Once this has been signed off, I will then forward it to Payroll (Evidence 39) who will release the redundancy payment

3.4 Evaluate the effectiveness of own performance in contributing to the management of change. 
  
As the changes in Cleaning & Catering have been the first large scale projects I have supported, I definitely feel that there are areas I need to improve going forward. I feel in the early stages of advising the Cleaning department I should have potentially been a bit more involved to ensure they were following the process correctly. This could have saved some time as they did not originally send out the letters to accept or reject the variation to contract. The Catering changes have been a lot more straight forward as the process has been more staggered out with different schools going live with the new system at different times. This has allowed me to fully support and give enough time to each member of staff who has been made redundant. Having looked at my own performance in line with the CIPD Profession Map (Evidence 40) I can see the areas that I need to improve. One of the main aspects for me to improve in order to advance through the different levels as identified in the CIPD Profession Map would be to have a greater input into the strategic planning of the change. However, as this is currently done more by the HR Business Partners it may not be possible to have a greater input until I reach that level. I feel within my role I am able to support and influence the stakeholders when it comes to the change which has been able to help a smoother transition. I will continually look to liaise with my seniors to get feedback on the support I have provided which will allow me to make a greater contribution to the change process going forward. 
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Managers should ensure they are clear whal s specified in the employee’s current
contractof employment and then should approach their HR Advisorfor guidanc.

The basic ule i that the employer cannot vary a conlract of employment without the.
agreement o the employee and this guide provides managers wih nformation on
how o deal with this process and also the steps o take in the event that an em-
ployee refuses the change.

Itis essential that Managers fufi ther responsivilty for ensuring that all employees.
are fully invoived in the process, including all empioyees on any form ofleave from
the Authority .. long-erm sickness. maternity Ieave and secondments and make
reasonabe adjustments throughaut the processes for disabled employees.

<) Introduction >

‘The purpose of this guidance i to provide Managers with an easy step-by-step guide
throughout the process of varying a contract of employment.

Due to changes required inthe delivery o services, ffciency savings and ofher re-
quitements, changes to contracts of empioyment may be reuired.

A contract of employment i a legal document which s a binding agreement between
‘an employer and an employee and forms when an employea agrees to work for an
employer in return for payment.

“There may be ‘mplied’terms of the contract which are verbaly agreed of have be-
‘come custom and praciice wilhin the workplace and express terms which are expic-

ity agread, either in writing or verbally. Conlractualterms that are expressed in a

contract of employment for exampie ae: pay, hours worked or a new workplace 0¢a  Timelj
tion.

n of Employment Contracts.





image14.png
[
ol PO F——
= |
Pl el
]

[ —
o PO

e
e e o

Step-by Step Managers’ Guide to Variation of Employment Con-
tracts.

1. Manager's responsibilities outined

Manager must consider justiication and business reason for the varying of an em-
ployee’s contract and discuss ther intal idea to a HR Advisor

Managers must produce a draft proposal with advise from a HR Advisor o ensure the.
change is a reasonable response o enabie the Council to achieve s aims and ob-
Joctves.

Consideration must be given to each individual and thelr personl circumsiances ie.
ravelling distance from home etc. and consideration of discrimination legslaton.

‘Agree proposed timescales and an effective date for the changes with your
HR Advisor and complete the Project Plan/Equally Impact AssessmenVEmployee
Wellbeing Assessment.

2. Informal Meeting

Manager o invite employees either individually or callectvely (depending on
the scale and type of changes — HR Advisor to advise) 0 a meeling to discuss the.
proposal to vary their contact of employmen, the business reason for the change
and tha tis a easonable response to business requirements.

A HR Advisor does not need [0 be present at tis sage.

Employees shouid be afforded the opportunity to comment on the variation.
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REDUNDANCY

We are committed as far as possible to providing a stable and secure working environment to you. However, there may be times
where our roles, work, new technology and organisational changes which then requires redundancies.

You are redundant if you are dismissed because:

+ We stop or intend to stop the business or service for which you were employed or the place where you were employed; or

+ The need for you to carry out particular work for the business or service or the place where you were employed, has stopped
or reduced or closed or is expected to stop o reduce or close.

It does not apply in cases where Transfer of Undertakings and Protection of Employment (TUPE) has been identified.

Consultation >
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Please findattached thevariaton o conractforms for Bro Myrdin staff on saff ismising | il chase tomrrow.

Caryl Willams.
Rhealwr Cyn. Gasanaeth Uniongyrchal / Area Cleaning Marager
Adeon Eiddo /Property Divison

Glanhey Adellodau/Bulding leaning
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Heol Féymnon Job / Jobe Well Rood

Coerfyrddin/ Carmerthen

5431318
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“OurEnvironment, Let'sshape it ogether”





image18.png
Flo  Mesage Hep Q Telmewatyounanitodo

o [ 51| B |[D8) Do Gomoss i[9 B | 53

W) RO
S el b R e Fo Bl R

- e e | St | Ry Rl Forard g e Zoom | Tomite | g
R = i - | Onyavee F comenen ) | Mo | Mk, Coepoe etow | T 1|t =
oue s soten Rapons st o o ol cong | speen | zoom | o

M) Canyi i wiams
W Gosmer Varation o Contc - Yige Gy Bt
© ot . Comptedon3 arary 250,

T ot 7 M S i e
e G o e g ot e
Jrr—

S S TP SRS SRR S ——





image19.png
B & Nichoes -Vrstion to Contractpd - Adobe Actobst Resder DC.

Fie Gt Vien Vindow e
Home Tools Leaming Pan SAML.

RAGECIN - I = JCY

A Nichoss - Varti. %

IR ST
by

e e e e st e e

(O smerz vz

B opoter v
B cremeror v
£ caiteor
& comment
Combine i
0 Organize Pages
2 rena
protect

‘Optimize POF

Convertand et POFs
i Acrobet Pra DC





image20.png
e e o O Tame it

e-B 0| @SS g, o DLk
A o |y ny rot 1| e F o] | M G |, e

Alison € Morris

oS-
e e T ————
[ e ——
B ——

Alson Morris
oottt Rr———

o | Te01267 24489
Ebost | EmallAEMors@Sigar vk AEMorTs@carmanthenshiegousk

[T ————
o Sir ny [ Pe——

Carmarthenshire,
[ e —
AR P—-

DE
Lz

o e [ v

Qg9

2o | v |1




image21.png
* B e e e )| B9 58 () | Ze 4w O
[P e mes s | e = e el ST





image22.png
IERRR] e = O o
D66 EQ ©® 11 B2a&
B eponpor v
Bomeror
— Coniere
D) Organice Pages.
i S A
e o
i asn

D senor i

T





image23.png
e Mesage Mep Q Telmewhatyouwanitodo

oo il B| A |2 ® P |Borone Srar Nl gD
PO = e i b I o | 2o | e v
POV e R o b PO o

@ oo
m ramsipen

[ st prteces

o —r=r

o —

Protomados _ |





image24.png
o I B[ A [ Po |Zorow Jeew [ID2 | B8 M| 5 2
e FW: U - Redundancy Figures
a e -
JE) R v
= e [
- ol I el =
S o ==
- I P o P g O
e el | o [ e [

i
i

N

Q

5%

©)




image25.png
Flo  Mesage Hep Q Telmewatyounanitodo

om [ 5] @ D8 He (Gomn S

Steammsi
R Ot wte | s | ey hgy Fon

ey e F conenien Zoom | Tartne | iigts

{_\j‘Q %9

Pacages o Nesage
oue s s Repons st soeen | zoom | vt A
T e p—— e
RE: formal meeting ltter .
Clwing - Forma Cosutaon e Lt ORAFT o _
e

e,
e s etrattache
s,
ouren

Darren e Bonnel

ynghoryid Adnoddau Dynol Cynotheyol/Asistant HR Adisor
Flon/Tl: 01267 246095
Mewnolntermal: 095

st/ ma: DEBonnel Carmarthenshice gov.uk
Mo croes | syt gydsCyngor tvy g y Gymeoeg ne' sasneg, Yo arewelcome o contact the Cound though the medium of Welsh o gl

oanaessonol PrasonaLoATa

it RheoindDioge ot Cfredinl 2018 Mac' debyey bydd | Th General ot roecion Regultion et 2015 i ey that
e sty ey ot personol, bty fod v i - cotinprsonldts,which may sk b pecl
ot rbenie, e ot persanct e, Fl s -ost | ctegoyo emiv personl ot A such, 0  nd shad el o





image26.png
Fle Home et Desn lLyow Reerences Mallngs Revew View Hep OffceComed O Telmewhatyouwantiodo & share & comments

BB |©EE(5L. |QEas, [DBSR=~ & E @

Resd Bt web Leaning Zoom 1005 PP | e st
Mode Lo Loyout ol o CIPa0eWith | W A S ciion | e~

v mcne | sagevovment snon. 2som vingon vcor | o -

Popates

Exampie Loter
Dl a2 egage g otceon Eploye's Contrct

(w0
a0

=

e

o)

[

s ) iame)

hanges o yor e s Comtions of Emplpment

Fihrto ookt en s s of s e, sy Bt 100
R S L et

Lot ot st s s s et

J T ———
S S

T e o e cnvsct v com 0
£ et e ey o e 1 e et
e s s o o S v s
i A

0060 ot s a0 e v St o Pt o ey e
e ety mant St s o Gl s o e
e

L S ————

b w10 v oy bt o . e
R e o o 5 e e

e

T e T e - & P




image27.png
L e © & som

BYeBEQ

B oponrer

B coneror

41 mnog s poterme

R T —

oo s

) omiemges
e

© optmaesor

asn
D senor i

T

om0 27 I

ey
e
=





image28.png
I AR sty Aihe et e

BYeBEQ

B eponsor

el N —— e
e Sl o SN Liezes

JE— 8 Comment

N continesies

— pre——

— e

SRR SR SR

R TS I N e

E e o
SR TR e e

e S P I

DR e e e

e — oo st





image29.png
Y

gt 0 by e st s e e Comsn G et
S I T
s

TR R R R

ST A r i

]

frrr e e

nu_.:m._.m._.__..m.[._

B eponpor

B ceror

B sdneor

A

B Cantierir
o

£ v

© o

© opmnsor

& rasson

Db Send for Review

T





image30.png
s 3/Eghs

ti=ls

e ety





image31.png
) sepeymare ok 1 - Adehe Acrhe e O

®HEQA0 0

B
ST I S,

= m...,m,._....,z:,..,
BN
S e
e T P

[r—

ety RIS

B eponpor

B ceror
B sdneor
A

B Cantierir
£ v

© o

© opmnsor
& rasson

Db Send for Review

A v





image32.png
RE: Leaving - Message (HTI

Fle  Message Help @ Tell me what you want to do
= [ZMeeting | £ Actioned = To Manager G Brues- | 7 EO k% Ofind ) Q % O
o [ 1 | 52 6 (5 B | Bare Moo, 2B R BRI ANQ RS
Qunk- Delete Archive | Reply Reply Forward S M _ | Mo Mark Categorize Follow | Transiate Read | Zoom | Transhte | Insights
Al B More - Reply &iDelete 7 CreateNew 17| | "% [ actons~ | Unread - Up- ©7 B Select= | Aloud e
Detete Respond Quick teps 5 Move Tags 5 Editing speech | Zoom | Transator ~
i 18/10/2019 0848
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© REleaving
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To O Can M Williams

Hi Caryl,

Sorry only now coming back to you | have been out of the office the last couple of days. I spoke to the employee earlier this week as she was phoning to see if she was entitled to a redundancy payment. After | explained she was not in a redundancy situation she
stated that she wanted to finish. | informed her that she would need to submit her notice in writing and give the appropriate one month notice. However, if she could come into a mutual agreement with her line manager she could finish prior to this. You could
theoretically try and get her to work the one month notice but if she is saying she is finishing on the 18 October it may be easier to just accept this. Pay has run for this month though so there will be an overpayment which she will need to know that we will be

recovering.
Thanks,
Darren

Darren E Bonnell

Cynghorydd Adneddau Dynol Cynerthwyol/Assistant HR Advisor
Ffon/Tel: 01267 246095

Mewnol/Internal: 6095

E-bost/E-mail: DEBonnell@Carmarthenshire.gov.uk

Mae croeso | chi gysylltu gyda’r Cyngor trwy gyfrwng y Gymraeg neu'r saesneg./You are welcome to contact the Council through the medium of Welsh or English.
DATA PERSONOL PERSONAL DATA

Deddf Rheoliad Diogelu Data Cyffredinol 2018: Mae'n debyg y bydd | The General Data Protection Regulation Act 2018: It is likely that

yr e-bost hwn yn cynnwys data personol, a allai hefyd fod yn this e- mail will contain personal data, which may also be special
gategori arbennig, neu ddata personol sensitif. Felly, dylai'r e-bost | category or sensitive personal data. As such, this e-mail should only
hwn dim ond cael ei gadw neu gopio lle mae angen busnesiwneud | be retained or copied where there is a business need to do so.

hyn

necessary to do

Please only retain this information for as long as
Dylai’r wybodaeth hwn dim ond cael ei gadw'r cyn belled ag y bo s0 and in accordance with the Council’s Retention Guidelines

angen ac yn unol & Chanllawiau Cadw’r Cyngor
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Following your discussion wthmy collage pleas s attached acopy of your redundancy et and elated documents as roquesed.

Thanks,
Darren

Darren £ Bonnell
Cynghorydd Adnoddau Dyl Cynorthyol/AsistantHR Advisor
Flon/Tek 01267 246095
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Time off work > and ot potecton o empoyees.

- Redundancy, please refrt he edundancy polcy and procece.

Resincturing

Sickness absence.

FAQS Employees >
FAQS: Managers >
Planning and Proparation >
Meet the Team
Employee Support Consutation >
@ Leaming and Development >
Implementation - Filing Posts n the New Structure >
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Stakehc\der Mapping Worksheet

Stakeholder Influence/Interest Matrix
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Stakeholder Grouping

Using th takeneder nfencenteret Matr compete the tablebelow. T wil help
determine stakeholde's grouin for chane communcatos.
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