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LO1 - Be able to plan for the implementation of change processes within an organisation
1.1 Establishing the need, objectives and potential benefits in relation to a specific change requirement
It had been identified that the HR intranet site remained on the old DPPi platform despite others moving over to DPPi2, the new force intranet site.  This meant that there was no requirement for a business case as it had been agreed that all departments would transfer to the new site as part of the organisational strategy and Vision for the force (EV11).  This strategy and clear vision provides purpose to staff (Olsen, 2021) and is critical for success of any change (Clarkson et al, 2013). 
It was, however, important to consider the benefits that would be achieved from this piece of change in order to identify the activities required to maximise on the benefits of change as merely transferring from one site to another would be considered a missed opportunity to improve, taking an outward-in view of the intranet to meet the needs of the customer thereby reducing demand on the department as outlined by Seddon (2008). 
A change plan (EV1) was created which outlined the main objective of providing a customer focused HR intranet site for officers, staff and Line Managers so that they have the right tools, information and guidance in effective HR practice.
The completion of a SWOT analysis (EV8) identified the benefits, risks and issues for the move from DPPi to DPP2 and the profiling of the benefits(EV2 – EV7) highlighted what needed to be included within the project plan and is considered to be an . These also identified the dependencies between the benefits and other pieces of change which helped to prioritise tasks, an important phase within benefits management (Bradley, 2016).
Given that effective communication is possibly the most important enabler to successful change as captured within Kurt Lewis’ Three Stage Model of Change and John Kotter’s (1995) Eight Steps to Successful Change, providing information set in plain English can only be a positive thing, not only whilst communicating change but also for sustainability in maximising the information used within the intranet site.  
1.2 Analysing who will be affected by the changes and their potential information and support needs
A stakeholder map (EV9) was not only created to inform communication throughout the project but was used to ensure all stakeholder groups were represented across the project so that they could make a positive contribution to the design and content of the HR intranet site thus increasing the likelihood of success.
This indicated that the key players were the HR Officers, IT, Comms, Director of Finance and Head of People and Organisation Development with the latter two being the most influencial as SRO for DPPi2 and DPPi2 (HR) respectively.
It was clear that IT and Internal Comms had a significant part to play in terms of design and implementation as they would be the ones to assist me by providing me with skills and guidance needed in creating the design and content and uploading these onto the relevant system.
It was important to balance the requirements of the SROs with the needs of the staff/officers, making sure that this came from a customer perspective as opposed to an HR perspective only which is a complete opposite to how the original intranet site had been designed. Although Lewin (1947) considers that acceptance to change is the most important, the ‘unfreezing stage’, the benefits of this project derived from the ability of staff/officers to be able to pull the information required. However, it became clear within the planning stage that much of the resistance to change would come from the HR Officers who were long in service.  They clearly demonstrated stages 1 and 2 of Dr Elizabeth Kῧbler-Ross’ (1969) Curve as they became angry when the status quo was being challenged and couldn’t see that the HR Intranet site was purely HR focused with little consideration for the ‘customer’. 
1.3  Identifying the resources required for the change process and how these will  be made available
Given the current pressures on the HR department, it was made clear in my initial meeting (EV10) with the Head of People and Organisation Development, HR SRO (EV13) that although I would lead on the change from DPPi to DPPi2, there would be no additional resource for the implementation of this project and all activities to be completed were to sit with me. I was provided with a copy of the Intranet Survey (EV12) which provided the evidence needed to move from the old to the new intranet site.  
Confirmation was provided to the Director of Finance (SRO for the DPPi2 Project) by the Head of People and Organisation Development that I would lead on this change and provision would be made within the team meetings for decisions to made thus preventing delay, however, the reality was the meetings were seldom attended by the Head of People and Organisation Development and were often cancelled.  The senior HR managers in attendance were reluctant to make any decisions as these were often not supported by the HR SRO.  This provided another level of complication as it was not always easy to get hold of the right person for a decision which built in delays.
1.4 Devise a plan, including objectives, actions and timescales for implementing the required change
The change plan outlined a brief account of what can be expected from the project although a kick-off meeting was subsequently held with Comms and IT to obtain some hints and tips for the best approach and to keep the project on track. Together this allowed me to create a project plan (EV14) which mapped out the activities and timeframes though it was accepted that this would be very challenging given that I would be expected to fit this in within my normal role as HR Officer for Ceredigion Division.  This role requires me to provide advice and support to the Senior Leadership Team and remained a priority. 
I created a document management register (EV15) in which I captured all of the documentation currently published on the intranet in order to keep track of which were to be deleted, archived, reviewed or published.  These documents were then put into the respective folders with the result that all those to be published would be included within DPPi2.  The documentation considered requiring a review would likely be published following review if this was deemed appropriate, otherwise it would be included within the HR files and not included within the intranet site. Those for achiving or deletion included emails or briefings dating back to 2015 and therefore deemed inappropriate for retention.  This was not the view of the Senior Manager – Employee Relations who was resistant to the deletion of anything contained within the list sent to him (EV16) to categorise.  This was an important activity to undertake if the new intranet was going to be useful to those using it so Is decided to categorise them myself as I did not have that personal connection to them.  
Other Senior Managers were more flexible when agreeing the content and shared my vision for the new HR intranet site and the purpose it served (EV17) when I met with them.
A request was put out on my behalf by my line manager (EV18) for a profile and accompanying photo as the photos currently on the intranet were stock photos taken when the staff first joined the organisation and were typically in excess of 10 years old which defeated the point of having a photo as you could simply not recognise some people. I subsequently received a request from the Head of People and Organisation Development (EV19) who had noticed that other departments had included the feature ‘Meet the Team’ and was keen that we adopted the same.  I assured her that this was part of the plan and that the requests had already gone out.
1.5 Communicate the change plan, and gain agreement for its implementation, from decision makers.
I communicated my approach with the Head of People and Organisation Development who was pleased with the approach and progress made to date and who provided additional guidance in terms of what they expected from the project.  I also updated the DPPi2 Steering Group during my first attendance at the meeting (EV23, EV24) who also shared the Force’s Vision in respect of the contribution a new intranet site had on meeting the improvements in digital technology (EV11).  They were grateful for my input and were keen for HR to be one of the main contributors to ‘Ask the Bot’ (EV26), one of the capabilities that was available on the new intranet site, whereby a question could be posed without the need to search for the answer.

LO2 - Be able to implement a change plan
2.1 Follow the agreed plan to implement change processes
Due to the short timeframes much of the plan has yet to be implemented although work is still underway, there is still a significant number of documentation to be reviewed.  The documentation currently stands at 150+ pieces and each has to be assessed for inclusion within the HR intranet pages as there is a hesitancy to archive/delete anything even though it is no longer relevant. The plan is to archive some of this and keep it away from the intranet site which should appease those who are resistant to the change as it will be available for their use but just not published. 
This project is being run at the same time as a transformational change where a new police operating model is being implemented which has had to take president over this piece of change as it relies heavily on the input from the Divisional HR Officers.
Progress has been made with a list of questions prepared for the Bot and a good start has been made on the structure which has been divided into 3 sections: Recruitment, Selection and Promotion; Workforce Planning; Employee Relations. Each section contains 3 tiles which are consistent with the other departments: Meet the Team; Guidance, Information and Resources; Documents and Forms.
The structure is being populated with the required information and a request for a profile with a recent photo has been requested from all team members so that the ‘Meet the Team’ pages can be completed.  In addition to this, the structure has been updated and is already available on the intranet site.
In addition to the standard intranet layout, I also included subject headings to provide a number of intuitive routes to the information with tiles such as ‘sickness management’, ‘performance management’, ‘annual leave and time-off’ etc.  This would enable officers/staff the ability to easily access the information without having to know where the information is likely to be or the name of the documentation. 
2.2 Provide information and support to stakeholders in line with their identified requirements
The Head of People and Organisation Development advised that they were unable to make the team meeting and asked me to provide an update on progress of the project.   I took this opportunity to present an example of the design of the intranet pages (EV20), how it was to be structured, the access points and asked for feedback (EV22) on which I could further develop the intranet site.  
I received positive feedback with some suggestions for improvement, most of which was provided within the team meeting. I also used the HR Officers’ team meetings to check information within both policy and guidance which helped to obtain agreement on what should be included within the intranet site.  Furze and Gale (1996) considers communication an important tool to be used in the implementation of change as it allows people to express their thoughts and feelings which can be used to better influence the change. This certainly raised some important conversations which led to some really constructive feedback and a way forward in terms of the documentation to be published. 
I subsequently provided the same update to the Head of People and Organisation Development (EV21) and the outcome of the meeting who was pleased with the progress being made.
2.3 Apply techniques for maintaining positive working relationships throughout the change processes
Some issues have already been identified and resolved with a little negotiation.  These related to the intended perspective of the intranet pages with some line managers unhappy with members of their team appearing in different ‘Meet the Team’ pages.  It was explained that someone searching for information is not interested in who they reported to but the role they are performing and who they needed to contact in respect of certain queries.  The reporting structure is already on the intranet and will remain.  This provides the reporting lines should this be what they were looking for.  One specific instruction from the Head of People and Organisation Development was to ensure the Senior Manager – Workforce Planning was protected from deviation from their main role as they were regularly being contacted to deal with issues that they should not be involved in.  It was therefore important to put a team around them so these queries could be directed to them rather than the senior manager.
Concerns were also raised by the HR SRO in relation to the contents of the ‘Meet the Team’ profiles (EV25) as they deemed them to potentially be discriminative given that they focused on the skills, experience and specialisms which would put younger members of the team at a disadvantage.  Instruction was given to place focus on their role and not the person as an individual.
As my role invoIves meeting regularly with officers and staff at all levels across Ceredigion Division, I made good use of this opportunity to seek feedback in relation to the proposed intranet site and use this feedback to help improve the contents.  One useful piece of feedback was ‘what does fairness at work mean?’  Grievance is a well known concept, should this be in brackets?  Other conversations took place around maternity, should this have a separate heading? However, it was felt that this could overcrowd the page and be easily missed so the group agreed to leave it within ‘Leave and Time-off’.
2.4 Monitor the effectiveness of the implementation, agreeing and making justified adaptions where required 
Although this has yet to be implemented, there is a plan in place to establish the success of the change by monitoring the number of clicks on each page and to seek feedback after a period of 6 months to establish if any other changes are needed to ensure the realisation of the benefits.  Resistance to change can be viewed as a positive as this will often lead to feedback which can be used to improve the change that has been implemented (Ford and Ford, 2009). These measures have been captured within the benefits profiles (EV2 –EV7) and will contribute to the Benefits Realisation Plan.
2.5 Maintain records of the change process in line with organisation requirements
To assist in organisational memory, a Lessons Learned Log (EV28) has been created and has been populated with lessons as and when they occur.  These will feed into the End of Project Report which will assess the success of the project, identifying outstanding actions and who will take ownership of these actions to ensure they have been implemented.  

LO3 - 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
I am yet to receive the training required to set up the intranet site and publish the relevant documentation but plans are in place to monitor the use of the intranet site to establish which are used the most often.  This will be reviewed after a period of 6 months and any changes required will be made at that point. 
In addition, I have requested to be involved in the new training programme – the HR Masterclass (EV27), to ensure what is being delivered meets with the recognised processes published on the intranet site given the number of discrepancies found during the project. 
3.2 Identify further work required to embed changes and/or further developments required
A benefits review will take place 12 months after implementation to establish whether the full benefit (EV2 – EV7) has been achieved from the change and to identify blockers if this has not been achieved.  As the project manager with knowledge of the system, it is planned that I will ensure that the intranet is kept up-to-date and that there is a process for reviewing the HR policies on an annual basis to keep them current and relevant.  The HR specialist who has responsibility for the maintenance of policies  is currently on long term sick and this has impeded the progress with updating the policies.  There are plans to review this as this project has identified that the specialist has been unable to keep up with demand and therefore a more workable solution will need to be sought.  I will be involved in this as I have a personal interest in ensuring that the documentation remains current particularly after all the work I have put into updating this.
3.3 Communicate the key outcomes and the impact of change to stakeholders
It is proposed to promote the use of the HR intranet pages by publishing good news stories on a regular basis using the weekly briefing system and timing these publications with key dates throughout the year ie. performance reviews at the beginning of the fiscal year.
3.4 Evaluate the effectiveness of own performance in contributing to the management of change
I have used the reflective journals within my DAP to consider my actions to date and will continue to do this, using the Lessons Learned Log, Risk Register, Issues Log and feedback to reflect on my performance in managing the project.  
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Appendices – Evidence to Support Portfolio
EV1 – Change Plan for HR DPPi2 Project 

	Created by
	Angela Procter

	Date
	21st October 2021

	Version
	0001



	Vision and Objectives

	To provide a customer focused HR intranet site for Officers, Staff and Line Managers so that they have the right tools, information and guidance in effective HR practice.  This will be achieved by the following objectives:

· To increase the ability for officers and staff to find information easily
· To increase the knowledge of HR processes across the Force
· To improve compliance of policy and procedure amongst staff
· To store all documents in one place in order to reduce the risk of outdated documents being shared
· To provide greater confidence for line managers with the management of their teams
· To help improve the development and professionalism of officers and staff







	Activities to achieve objectives (attach Gantt chart)

	
Gantt Chart Attached


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

	
Not required – DPP has introduced a new intranet site and currently the People Services intranet site remains on the old system and needs to be brought in line with the rest of the organisation.



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

	Chief Officers
Divisional commanders
Officers/staff forcewide
Support Depts – HR, IT and Comms

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

	Forcewide 



	Roles (project manager, sponsor, team members)

	SRO DPPi2 Project – Director of Finance
SRO DPPi2 (HR)– Head of People and Organisation Development
Project Manager – HR Officer (Ceredigion)
Business Change Manager – Attendance and Performance Specialist
SPOCs – HR Officers



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

	Four groups of stakeholders were identified within the Stakeholder map and outlines the HR officers, the 2 SROs, IT and Comms as the key players to the successful implementation of the project.  However, the officers and staff are the key players when consideration is given to full realisation of the benefits as they will be the ones accessing and using the information contained wthin the HR intranet pages.


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

	In addition to this project, a set of training courses is to be provided to Line Managers which will help to realise the benefits as a greater awareness of the HR processes will be taught.  It is therefore important that the project manager is involved in these training sessions to ensure what is being delivered is consistent with the information published on the internet as currently there are various discrepancies.  
The training to be delivered to the Line Managers is designed to promote greater use of the intranet thereby allowing staff and officers to develop themselves through self service.
 



	Timings and milestones (see Gantt chart)

	The original timeframe was set to span a period of 6 weeks, however, given the level of conflicting/incorrect information and the time available to work on the project, this has been extended with the understanding that priority is to get the information right.  A project plan has been completed to outline the timings and milestones and is attached to this Change Plan.



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

	This is a cost neutral project as no additional resource is available and has to be run in parallel with the project manager’s substantive role as HR Officer (Ceredigion) which is why the deadline of 6 weeks has been extended.



	Monitoring activities

	Contained within the Benefit Profiles – working documents which are updated as/when the information becomes available and amended where necessary



	Success Measures

	Contained within the Benefit Profiles – working documents which are updated as/when the information becomes available and amended where necessary. Figures are currently being calculated.






EV2 – Benefit Profile BFT01 – Increased Ability of Officers and Staff to Find Information Easily

	
BENEFIT PROFILE


	Date created:
	18/10/2021
	Originally created by:
	Angela Procter

	Date last updated:
	
	Updated by:
	

	Version control/no:
	

	Notes on changes made:
	



	Description

	ID/Ref No:
	BFT01
	Programme/Project:
	DPPi2 Project (HR)

	Benefit title:
	Increased ability of officers and staff to find information easily


	Benefit detailed description:
	Providing an intuitive HR intranet site will increase the officers/staff’s ability to find the information as they will be presented with a number of tiles which will lead them to the information required without the intervention of HR Officers, Line Managers or Staff Associations to establish what they are needing to know.  



	
Categorisation

	Benefit type: Y or N
	Direct Financial (cashable)
	
	Direct Non-Financial (efficiency)
	
	Intangible
	

	Calculated total: (£)
	
	£303,600
	

	Breakdown:
Explanation of how total was arrived at.
	Time spent searching for information based on 2 hours per month per officer/ staff = 2300 hours per month.  This translates to £25,300 = £303,600 per annum



	
Dependencies

	Contributes to other Benefits: 
give title and ID/Ref No(s):
	BFT 2,3,5

	Contributes to other Projects/change:
	

	Dependant on other Benefits:
give title and ID/Ref No(s):
	BFT 4

	Dependant on other Projects/change:
	

	Risk and Issues to full realisation:
	Intranet has to be designed with a customer focus to ensure it is intuitive and easy to navigate
There’s a risk that officers/staff will not access the site due to their previous experience



	
Accountability

	Senior Benefit owner:
	Linda Williams

	Benefit owner(s):
	HR Advisors

	Business Change Manager(s):
	Shelley Upton-Boorman

	Benefit recipient(s):
	Head of Departments

	Benefits Advisor:
	Angela Procter



	

Business Change

	Description of the business change activities required to fully realise this benefit:

	Activity:
	Change Leader:
	Cost (£):

	Design the structure of the intranet through the eyes of the customer
	Angela Procter
	0

	Create several routes to access the same information so it is found easily
	Angela
	0

	Test the use of this through a trial conducted by both officers and staff before it is published
	Angela
	0

	Review the number of hits for each page and explore the reasons when low numbers are identified
	Angela
	0

	Seek feedback from officers and staff after a period of 6 months to identify any improvements required and implement these
	Angela
	0

	
	
	



	
Measurement 1

	Baseline: (current state) 
detailed description and calculations
	Currently the intranet site depends on officers/staff knowledge of what is available to be able to access it though the documentation doesn’t necessarily sit where you think it might so the search facility is used.  There are a significant amount of outdated documents that this search could take you to, some of which contradict others so previous knowledge of the history of these documents is needed.

	Target: (end state)
detailed description, target and method of measurement
	

	Date(s) when benefit will be achieved:
	

	Breakdown of savings (£):
Detail the predicted date(s) when cashable and efficiency savings will be achieved
	Year /Quarter:
	Year /Quarter:
	Year /Quarter:
	Year /Quarter:

	
	
	
	
	

	
	Calculated £:
	Calculated £:
	Calculated £:
	Calculated £:

	
	
	
	
	

	Budget code/holder(s):
	


	Tracking (benefits assessment): description of how progress will be monitored/measured and frequency
	There will be a function within the intranet to ask the ‘Bot’ frequently asked questions so they will not have to go into individual intranet pages to access the information required.  This alone will reduce the time spent on searching for critical information in relation to their roles.  The HR intranet site will provide an intuitive means to access particular information and although the standard format will apply, other tiles will be provided with several routes to access the same information ie through ‘documents and forms’ or through specific topic headings such as ‘Leave and Time-off’ or ‘Sickness Management’.
This will be measured through regular reports recording ‘hits’ made on a particular page and through feedback from officers/staff across the organisation

	Who will track this measure?
	Angela Procter

	Who will tracking results be reported to?
	Linda Williams



	
Measurement 2 – as required

	Baseline: (current state) 
detailed description and calculations
	

	Target: (end state)
detailed description, target and method(s) of measurement
	

	Date(s) when benefit will be achieved:
	

	Breakdown of savings (£):
Detail the predicted date(s) when cashable and efficiency savings will be achieved
	Year /Quarter:
	Year /Quarter:
	Year /Quarter:
	Year /Quarter:

	
	
	
	
	

	
	Calculated £:
	Calculated £:
	Calculated £:
	Calculated £:

	
	
	
	
	

	Budget code/holder(s):
	


	Tracking (benefits assessment): description of how progress will be monitored/measured and frequency
	

	Who will track this measure?
	

	Who will tracking results be reported to?
	



	
Additional Information / Data Charts – as required

	Further commentary/explanations as required (expand page as necessary)







	




EV3 – Benefit Profile BFT01 - Increased the knowledge of HR processes across the Force


	
BENEFIT PROFILE


	Date created:
	18/10/2021
	Originally created by:
	Angela Procter

	Date last updated:
	
	Updated by:
	

	Version control/no:
	

	Notes on changes made:
	



	Description

	ID/Ref No:
	BFT02
	Programme/Project:
	DPPi2 Project (HR)

	Benefit title:
	Increased the knowledge of HR processes across the Force


	Benefit detailed description:
	A review is take place across the whole of HR to ensure its documentation is useful, current and void of any confusion which will help to increase the knowledge and confidence of all staff when trying to ascertain the relevant information.  This will not only provide clarity to staff outside of HR but also within the department itself.  Staff will not rely so heavily on Divisional HR Officers, particularly when often the information is required outside of normal office hours.  



	
Categorisation

	Benefit type: Y or N
	Direct Financial (cashable)
	
	Direct Non-Financial (efficiency)
	
	Intangible
	

	Calculated total: (£)
	
	
	

	Breakdown:
Explanation of how total was arrived at.
	Calculation:  No. moves p.a x time taken per move (time per person x no. involved)



	
Dependencies

	Contributes to other Benefits: 
give title and ID/Ref No(s):
	BFT 3,5,6

	Contributes to other Projects/change:
	

	Dependant on other Benefits:
give title and ID/Ref No(s):
	BFT 1,4

	Dependant on other Projects/change:
	

	Risk and Issues to full realisation:
	Changing the culture to ensure officers/staff use the intranet as it is intended to use 
Regular feedback and adjustment will be required to ensure it remains current and useful and the routes to access the information are monitored to ensure this is most efficient way
Availability of HR staff to monitor and update the documents to ensure they remain current



	
Accountability

	Senior Benefit owner:
	Linda Williams

	Benefit owner(s):
	HR Advisors

	Business Change Manager(s):
	Shelley Upton-Boorman

	Benefit recipient(s):
	Head of Departments

	Benefits Advisor:
	Angela Procter



	

Business Change

	Description of the business change activities required to fully realise this benefit:

	Activity:
	Change Leader:
	Cost (£):

	Provide process maps to ensure visibility and understanding of each process
	Angela Procter
	0

	Ensure the documents are reviewed and updated before loading them onto the site
	Angela Procter
	0

	Assess the routes to the information to ensure all routes and links are covered
	Angela Procer
	0

	
	
	

	
	
	

	
	
	



	
Measurement 1

	Baseline: (current state) 
detailed description and calculations
	There is a general lack of understanding across the organisation of HR processes and varying views within the HR Department itself.  In order to achieve consistency and share the knowledge, the information has to be agreed so that any advice is the same regardless of where in the force you are.  A good example of this is performance management with different teams doing this in a different way which results in a disparity of ratings across the force.  The Head of People and Organisation Development has notice that even in her team, her senior leaders manage performance in all different ways with no two following the same process!

	Target: (end state)
detailed description, target and method of measurement
	There will be consistency in all the HR processes and dip sampling will confirm is this benefit has been achieved.  It will form part of the audit review that is carried out annual and, in addition, HR will review what is happening within its RMGs reporting the results  back to HQ through its HR officers.

	Date(s) when benefit will be achieved:
	

	Breakdown of savings (£):
Detail the predicted date(s) when cashable and efficiency savings will be achieved
	Year /Quarter:
	Year /Quarter:
	Year /Quarter:
	Year /Quarter:

	
	
	
	
	

	
	Calculated £:
	Calculated £:
	Calculated £:
	Calculated £:

	
	
	
	
	

	Budget code/holder(s):
	


	Tracking (benefits assessment): description of how progress will be monitored/measured and frequency
	

	Who will track this measure?
	HR Officers

	Who will tracking results be reported to?
	Linda Williams



	
Measurement 2 – as required

	Baseline: (current state) 
detailed description and calculations
	

	Target: (end state)
detailed description, target and method(s) of measurement
	

	Date(s) when benefit will be achieved:
	

	Breakdown of savings (£):
Detail the predicted date(s) when cashable and efficiency savings will be achieved
	Year /Quarter:
	Year /Quarter:
	Year /Quarter:
	Year /Quarter:

	
	
	
	
	

	
	Calculated £:
	Calculated £:
	Calculated £:
	Calculated £:

	
	
	
	
	

	Budget code/holder(s):
	


	Tracking (benefits assessment): description of how progress will be monitored/measured and frequency
	

	Who will track this measure?
	

	Who will tracking results be reported to?
	



	
Additional Information / Data Charts – as required

	Further commentary/explanations as required (expand page as necessary)







	




EV4 – Benefit Profile BFT03 -  Improved Compliance of Policy and Procedure Amongst Staff

	
BENEFIT PROFILE


	Date created:
	18/10/2021
	Originally created by:
	Angela Procter

	Date last updated:
	
	Updated by:
	

	Version control/no:
	

	Notes on changes made:
	



	Description

	ID/Ref No:
	BFT03
	Programme/Project:
	DPPi2 Project (HR)

	Benefit title:
	Improved compliance of policy and procedure amongst staff


	Benefit detailed description:
	Improved compliance to HR policy and procedure leading to a reduction in the number of complaints from members of the public, reduction in Fairness at Work applications and an increase in ownership and accountability



	
Categorisation

	Benefit type: Y or N
	Direct Financial (cashable)
	
	Direct Non-Financial (efficiency)
	
	Intangible
	

	Calculated total: (£)
	
	
	

	Breakdown:
Explanation of how total was arrived at.
	



	
Dependencies

	Contributes to other Benefits: 
give title and ID/Ref No(s):
	
BFT 5,6

	Contributes to other Projects/change:
	

	Dependant on other Benefits:
give title and ID/Ref No(s):
	BFT 1,2,4

	Dependant on other Projects/change:
	

	Risk and Issues to full realisation:
	To overcome the perception that HR policies and procedures are not as important as standard operating procedures



	
Accountability

	Senior Benefit owner:
	Linda Williams

	Benefit owner(s):
	HR Advisors

	Business Change Manager(s):
	Shelley Upton-Boorman

	Benefit recipient(s):
	Head of Departments

	Benefits Advisor:
	Angela Procter



	

Business Change

	Description of the business change activities required to fully realise this benefit:

	Activity:
	Change Leader:
	Cost (£):

	Rationalise documentation 
	Angela Procter
	0

	Rephrase some of the wording so it is in plain English which can be understood by everyone who reads it
	Angela Procter
	

	Set up a means to monitor compliance and place ownership with the Line Manager
	Angela Procter
	

	
	
	

	
	
	

	
	
	



	
Measurement 1

	Baseline: (current state) 
detailed description and calculations
	There is a considerable amount of confusion around the HR policies and procedures with far too many documents which are outdated and no longer relevant

	Target: (end state)
detailed description, target and method of measurement
	All staff understand what is expected of them and where to find the supporting information to assist them in their day to day work.  This is then reflected within their DAP so their individual performance manager is more rounded, placing the same level of importance on HR processes and procedures as standard operating procedures

	Date(s) when benefit will be achieved:
	

	Breakdown of savings (£):
Detail the predicted date(s) when cashable and efficiency savings will be achieved
	Year /Quarter:
	Year /Quarter:
	Year /Quarter:
	Year /Quarter:

	
	
	
	
	

	
	Calculated £:
	Calculated £:
	Calculated £:
	Calculated £:

	
	
	
	
	

	Budget code/holder(s):
	


	Tracking (benefits assessment): description of how progress will be monitored/measured and frequency
	

	Who will track this measure?
	

	Who will tracking results be reported to?
	



	
Measurement 2 – as required

	Baseline: (current state) 
detailed description and calculations
	There is currently a lack of accountability for their own personal behaviour with the excuse that they were unaware of certain policies 

	Target: (end state)
detailed description, target and method(s) of measurement
	A reduction in the number of complaints (internal and external) as officers/staff take ownership for their own personal behaviour and are held accountable when they do not

	Date(s) when benefit will be achieved:
	

	Breakdown of savings (£):
Detail the predicted date(s) when cashable and efficiency savings will be achieved
	Year /Quarter:
	Year /Quarter:
	Year /Quarter:
	Year /Quarter:

	
	
	
	
	

	
	Calculated £:
	Calculated £:
	Calculated £:
	Calculated £:

	
	
	
	
	

	Budget code/holder(s):
	


	Tracking (benefits assessment): description of how progress will be monitored/measured and frequency
	

	Who will track this measure?
	

	Who will tracking results be reported to?
	



	
Additional Information / Data Charts – as required

	Further commentary/explanations as required (expand page as necessary)







	







EV5 – Benefit Profile BFT04 – A Reduction in the Risk of Outdated Documents

	
BENEFIT PROFILE


	Date created:
	18/10/2021
	Originally created by:
	Angela Procter

	Date last updated:
	
	Updated by:
	

	Version control/no:
	

	Notes on changes made:
	



	Description

	ID/Ref No:
	BFT04
	Programme/Project:
	DPPi2 Project (HR)

	Benefit title:
	A reduction in the risk of outdated documents 



	Benefit detailed description:
	The risk of outdated documents being shared is reduced as these will be stored in one place making it easier to update as only one document needs to be located and updated, however, accessibility will be increased due to the number of routes available to access the documentation.



	
Categorisation

	Benefit type: Y or N
	Direct Financial (cashable)
	
	Direct Non-Financial (efficiency)
	
	Intangible	
	

	Calculated total: (£)
	
	£0
	

	Breakdown:
Explanation of how total was arrived at.
	



	
Dependencies

	Contributes to other Benefits: 
give title and ID/Ref No(s):
	BFT 1,2,3,5,6

	Contributes to other Projects/change:
	

	Dependant on other Benefits:
give title and ID/Ref No(s):
	

	Dependant on other Projects/change:
	

	Risk and Issues to full realisation:
	



	
Accountability

	Senior Benefit owner:
	Linda Williams

	Benefit owner(s):
	HR Advisors

	Business Change Manager(s):
	Shelley Upton-Boorman

	Benefit recipient(s):
	Head of Departments

	Benefits Advisor:
	Angela Procter



	

Business Change

	Description of the business change activities required to fully realise this benefit:

	Activity:
	Change Leader:
	Cost (£):

	Collate documentation and determined whether to delete, archive, update or publish
	Angela Procter
	

	Determine which routes are included within the structure
	Angela Procter
	

	Update the documentation to be published
	Angela Procter
	

	
	
	

	
	
	

	
	
	



	
Measurement 1

	Baseline: (current state) 
detailed description and calculations
	Too many documents are stored on the intranet site, many of which are of no use to the customer.  
There are too many which are out of date and although named as ‘guidance’ actually provide no guidance at all.  There are also policies which are incorrect, some of which are in conflict with employment law which are not helpful at all and cause additional/unnecessary work

	Target: (end state)
detailed description, target and method of measurement
	Only useful documents will be stored on the intranet and these will be reliably accurate.  Only one document will need to be updated which should be easier to maintain

	Date(s) when benefit will be achieved:
	

	Breakdown of savings (£):
Detail the predicted date(s) when cashable and efficiency savings will be achieved
	Year /Quarter:
	Year /Quarter:
	Year /Quarter:
	Year /Quarter:

	
	
	
	
	

	
	Calculated £:
	Calculated £:
	Calculated £:
	Calculated £:

	
	
	
	
	

	Budget code/holder(s):
	


	Tracking (benefits assessment): description of how progress will be monitored/measured and frequency
	

	Who will track this measure?
	

	Who will tracking results be reported to?
	



	
Measurement 2 – as required

	Baseline: (current state) 
detailed description and calculations
	

	Target: (end state)
detailed description, target and method(s) of measurement
	

	Date(s) when benefit will be achieved:
	

	Breakdown of savings (£):
Detail the predicted date(s) when cashable and efficiency savings will be achieved
	Year /Quarter:
	Year /Quarter:
	Year /Quarter:
	Year /Quarter:

	
	
	
	
	

	
	Calculated £:
	Calculated £:
	Calculated £:
	Calculated £:

	
	
	
	
	

	Budget code/holder(s):
	


	Tracking (benefits assessment): description of how progress will be monitored/measured and frequency
	

	Who will track this measure?
	

	Who will tracking results be reported to?
	



	
Additional Information / Data Charts – as required

	Further commentary/explanations as required (expand page as necessary)







	




EV6 – Benefit Profile BFT05 – Improved Confidence of Line Managers in Managing their Teams Effectively

	
BENEFIT PROFILE


	Date created:
	18/10/2021
	Originally created by:
	Angela Procter

	Date last updated:
	
	Updated by:
	

	Version control/no:
	

	Notes on changes made:
	



	Description

	ID/Ref No:
	BFT05
	Programme/Project:
	DPPi2 Project (HR)

	Benefit title:
	Improved confidence of Line Managers in managing their teams effectively



	Benefit detailed description:
	Providing Line Managers with current and relevant information will increase the confidence for Line Managers to manage their teams effectively, allowing them to pull the information as and when required to support them in their role



	
Categorisation

	Benefit type: Y or N
	Direct Financial (cashable)
	
	Direct Non-Financial (efficiency)
	
	Intangible
	

	Calculated total: (£)
	
	£145,680
	

	Breakdown:
Explanation of how total was arrived at.
	Calculation:  No of supervisors (255) x 1 hour per week x £11 = annual saving



	
Dependencies

	Contributes to other Benefits: 
give title and ID/Ref No(s):
	BFT 3, 6

	Contributes to other Projects/change:
	

	Dependant on other Benefits:
give title and ID/Ref No(s):
	BNT 1,2,4,6

	Dependant on other Projects/change:
	HR Crash Course

	Risk and Issues to full realisation:
	



	
Accountability

	Senior Benefit owner:
	Linda Williams

	Benefit owner(s):
	HR Advisors

	Business Change Manager(s):
	Shelley Upton-Boorman

	Benefit recipient(s):
	Head of Departments

	Benefits Advisor:
	Angela Procter



	

Business Change

	Description of the business change activities required to fully realise this benefit:

	Activity:
	Change Leader:
	Cost (£):

	Providing initial training to all recently promoted Line Managers on all aspects of HR (Link to HR Crash Course which is outside of this project)
	Senior Manager – Staff Relations
	0

	Promote intranet site to all Line Managers
	HR Officers
	0

	Seek feedback from Line Managers and staff throughout the project and following implementation to improve the information available and access to this information
	HR Officers
	0

	
	
	

	
	
	

	
	
	



	
Measurement 1

	Baseline: (current state) 
detailed description and calculations
	There is an inordinate amount of information within the current HR intranet site which is not easily accessed.  Much of this information is written from an HR perspective and is therefore unclear to untrained personnel.  Newly promoted Line Managers are unclear on what needs to be done and rely on feedback from HR officers when things go wrong.  Although Managers are relatively good at supporting their teams, this is not usually documented and has been identified within recent audits.  The amount of documentation also creates confusion (ie 5 different plans for attendance/performance) and wastes a considerable amount of time to fathom out what exactly is required, when to complete it and what needs to happen to it.

	Target: (end state)
detailed description, target and method of measurement
	The documentation will be streamlined, easily accessible and simple to complete with only useful documentation being published.  This will be updated on a regular basis to ensure it remains current and provides suitable information. Line Managers will be confident with all of the HR processes and will be able to access the guidance where they are not.  This guidance will add real value to the Line Manager and will form part of their personal development.  
‘Ask the Bot’ will allow Line Managers to access the answers to frequently asked questions without having to access the HR intranet site.  This will also reduce the time taken to answer their teams questions as they will also be able to easily access the answers either through the Bot or through the intranet site.  
The intranet site will offer several routes to the same information so they will not waste time trying to establish the correct way in.  
Feedback will be used to improve on both the information stored and access to this information.

	Date(s) when benefit will be achieved:
	

	Breakdown of savings (£):
Detail the predicted date(s) when cashable and efficiency savings will be achieved
	Year /Quarter:
	Year /Quarter:
	Year /Quarter:
	Year /Quarter:

	
	
	
	
	

	
	Calculated £:
	Calculated £:
	Calculated £:
	Calculated £:

	
	
	
	
	

	Budget code/holder(s):
	


	Tracking (benefits assessment): description of how progress will be monitored/measured and frequency
	

	Who will track this measure?
	

	Who will tracking results be reported to?
	



	
Measurement 2 – as required

	Baseline: (current state) 
detailed description and calculations
	

	Target: (end state)
detailed description, target and method(s) of measurement
	

	Date(s) when benefit will be achieved:
	

	Breakdown of savings (£):
Detail the predicted date(s) when cashable and efficiency savings will be achieved
	Year /Quarter:
	Year /Quarter:
	Year /Quarter:
	Year /Quarter:

	
	
	
	
	

	
	Calculated £:
	Calculated £:
	Calculated £:
	Calculated £:

	
	
	
	
	

	Budget code/holder(s):
	


	Tracking (benefits assessment): description of how progress will be monitored/measured and frequency
	

	Who will track this measure?
	

	Who will tracking results be reported to?
	



	
Additional Information / Data Charts – as required

	Further commentary/explanations as required (expand page as necessary)







	




EV7 – Benefit Profile BFT06 – Improved Development and Professionalism of Officers and Staff

	
BENEFIT PROFILE


	Date created:
	18/10/2021
	Originally created by:
	Angela Procter

	Date last updated:
	
	Updated by:
	

	Version control/no:
	

	Notes on changes made:
	



	Description

	ID/Ref No:
	BFT06
	Programme/Project:
	DPPi2 Project (HR)

	Benefit title:
	Improved development and professionalism of officers and staff



	Benefit detailed description:
	There is considerable contradiction amongst the documentation to create confusion amongst officers and staff with a significant amount of inaccuracy which leads to a lack of confidence of staff, particularly line managers, when dealing with HR matters.  By improving the information available to officers and staff, their knowledge will increase which will contribute to their own personal development, particularly as there will be clear links guiding them through to the relevant information. 



	
Categorisation

	Benefit type: Y or N
	Direct Financial (cashable)
	
	Direct Non-Financial (efficiency)
	
	Intangible
	

	Calculated total: (£)
	
	
	

	Breakdown:
Explanation of how total was arrived at.
	





	
Dependencies

	Contributes to other Benefits: 
give title and ID/Ref No(s):
	End Benefit

	Contributes to other Projects/change:
	

	Dependant on other Benefits:
give title and ID/Ref No(s):
	BFT1,2,3,4

	Dependant on other Projects/change:
	

	Risk and Issues to full realisation:
	Change in behaviour is required as current intranet is not being referred to due to the issues identified within the benefit description.  
Care will need to be taken to ensure all documentation is relative and current to ensure the problems identified are not replicated
Resources in HR is low and is dependent on one member of staff to complete the quality assurance.  This member of staff is new to the organisation
Promotion of the intranet has to be undertaken to facilitate this



	
Accountability

	Senior Benefit owner:
	Linda Williams

	Benefit owner(s):
	HR Advisors

	Business Change Manager(s):
	Shelley Upton-Boorman

	Benefit recipient(s):
	Head of Departments

	Benefits Advisor:
	Angela Procter



	

Business Change

	Description of the business change activities required to fully realise this benefit:

	Activity:
	Change Leader:
	Cost (£):

	Quality assure all documentation prior to population of relevant intranet page
	Angela Procter
	0

	Liaise with Comms to ensure new intranet site is promoted forcewide
	Angela Procter
	0

	HR to signpost to intranet location at every opportune moment to encourage self-service
	Senior Managers
	0

	
	
	

	
	
	

	
	
	



	
Measurement 1

	Baseline: (current state) 
detailed description and calculations
	The current intranet site is not intuitive and although there is a great deal of information held within it, a large amount is either irrelevant, outdated or simply incorrect which is leading to a significant amount of confusion.  It would appear that when a document is uploaded it is then forgotten about despite changes being made to process.  
The language used within the documents often lead to misinterpretation with even some ambiguity amongst the HR staff itself.  The result of this is that HR is being bypassed and officers/staff are going through the staff associations to get the answers they are looking for.

	Target: (end state)
detailed description, target and method of measurement
	An intuitive HR intranet site that allows staff/officers to access the relevant information when needed with the confidence that it is correct and in a format that is easily understood.  This will promote self development and will rely less on HR/Staff Assocs/Line Managers to establish what the information should be. 

	Date(s) when benefit will be achieved:
	April 2023

	Breakdown of savings (£):
Detail the predicted date(s) when cashable and efficiency savings will be achieved
	Year /Quarter:
	Year /Quarter:
	Year /Quarter:
	Year /Quarter:

	
	
	
	
	

	
	Calculated £:
	Calculated £:
	Calculated £:
	Calculated £:

	
	
	
	
	

	Budget code/holder(s):
	


	Tracking (benefits assessment): description of how progress will be monitored/measured and frequency
	

	Who will track this measure?
	

	Who will tracking results be reported to?
	



	
Measurement 2 – as required

	Baseline: (current state) 
detailed description and calculations
	

	Target: (end state)
detailed description, target and method(s) of measurement
	

	Date(s) when benefit will be achieved:
	

	Breakdown of savings (£):
Detail the predicted date(s) when cashable and efficiency savings will be achieved
	Year /Quarter:
	Year /Quarter:
	Year /Quarter:
	Year /Quarter:

	
	
	
	
	

	
	Calculated £:
	Calculated £:
	Calculated £:
	Calculated £:

	
	
	
	
	

	Budget code/holder(s):
	


	Tracking (benefits assessment): description of how progress will be monitored/measured and frequency
	

	Who will track this measure?
	

	Who will tracking results be reported to?
	



	
Additional Information / Data Charts – as required

	Further commentary/explanations as required (expand page as necessary)







	




EV8 – SWOT Analysis

SWOT ANALYSIS FOR HR DPPi2 PROJECT
	STRENGTHS

Increase in ability for officers and staff to find information easily
Increased knowledge of HR processes
Improved compliance to policy and procedure
Documents stored in one place to reduce the risk of outdated documents being shared
Greater confidence for line managers in the management of their teams
Improved development of officers and staff



	WEAKNESSES

Continual changes in legislation requires regular updating of information within intranet site
Ownership of documents relies on those individuals to keep the documents up-to-date
Lack of resources to provide effective environmental scanning






	OPPORTUNTIES

Increase in police officer visibility to help citizens to feel safer in the community building community confidence
Reduction in crime due to police presence
Increase in public confidence in the police service to respond
Improved community engagement
Increased intelligence from members of the public to help solve crimes
	THREATS

Speed of changes to the external environment 
Impact of the pandemic on working practices and the ability to attract and retain staff
Agile/Flexible working opportunities provides greater competition for resources
The lack of ability for DPP to compete with higher salaries paid in the rest of the UK





EV9 – Stakeholder Map for HR DPPi2
Stakeholder Influence/Interest Matrix
For each key stakeholder, characterize them using the following stakeholder influence grid.

	Influence
	High
	Keep Satisfied
	Key Players

	
	Low
	Minimal Effort
	Keep Informed

	Low
	High

	Level of Interest


Stakeholder Grouping for the HR DPPi2
Using the Stakeholder Influence/Interest Matrix, complete the table below. This will help determine stakeholder’s grouping for change communications. 
	Stakeholder Name
	Influence Level
	Level of Interest
	Stakeholder Grouping

	Chief Officers
	Low
	Low
	Minimal Effort

	BCU Commanders
	Low
	High
	Keep Informed

	Chief Inspectors/DCIs
	Low
	High
	Keep Informed

	Director of Finance
	High
	High
	Key Player

	Head of People and Organisation Development
	High
	High
	Key Player

	HR Officers
	High
	High
	Key Player

	Communications 
	High
	High
	Key Player

	IT 
	High
	High
	Key Player

	Staff Representation (Unison/Federation)
	High
	Low
	Keep Satisfied

	Officers/staff
	Low
	High
	Keep Informed




EV10 - Email Following Initial Meeting with Head of People and Organisation Development

From: Williams Linda <Linda.Williams@dyfed-powys.police.uk>
Sent: 21 October 2021 16:09
To: Procter Angela <Angela.Procter@dyfed-powys.police.uk>
Subject: FW: New Intranet Content Update
 
As discussed…
 
Linda Williams
Pennaeth Pobl a Datblygu Sefydliad/
Head of People & Organisation Development
 
Heddlu Dyfed Powys Police
Ffon Symudol/Mobile: 07815 912033
E-bost/Email:  linda.williams@dyfed-powys.pnn.police.uk
 
 
SWYDDOGOL OFFICIAL
 
From: Harries Edwin <edwin.harries@Dyfed-Powys.police.uk>
Sent: 08 October 2021 16:32
To: Williams Linda <Linda.Williams@dyfed-powys.police.uk>
Subject: New Intranet Content Update
 
Hi Linda,
 
At the DPPi2 meeting earlier today we considered the results of a survey of users of DPPi2 – the new Force intranet site. The feedback was largely positive but mixed. We provided an undertaking that we would respond fully to user feedback at the time of them undertaking survey.
 
Alongside some issues raised by users such as the phonebook and widget prominence, a number of those surveyed raised the absence of content on the HR site as a concern for them in relation to their use of DPPi2.
Are you able to give this some consideration as I am keen to respond as fully as possible to user feedback and it would be great to agree some sort of plan / timescale for progressing migration of the HR site / content onto DPPi2.
 
I attach the action plan and survey result that has been formulated by the group to date – we are looking for a 6 week turnaround in terms of implementing the improvements sought from an ICT perspective. I would be really grateful if you could provide an indication of timescales so that we can feedback re the survey. We would really welcome a HR representative that could attend our meetings – as we feel this is a current gap.
 
IT demonstrated new capabilities around “Ask an Expert” that utilises BOT software to link staff and officers with queries to intranet page automatically content based on their questions – which could be a very useful tool for your team in relation to demand reduction etc.
 
Happy to discuss.
 
Many thanks.    
 
Edwin Harries
 
Director of Finance
Cyfarwyddwr Cyllid
 
Heddlu Dyfed Powys Police 




EV11 - The Dyfed Powys Police Vision

The Vision
[image: Towards 2025 JPEG]














EV12 - Intranet Survey: August 2021
Report of findings and recommendations for next steps
Introduction
An online questionnaire was published through Microsoft Forms for six weeks, between 12th August and 21st September 2021 to:
1) Establish benchmark data on satisfaction with the new intranet, DPPi2; and
2) Gain a better understanding of who is hesitant to use DPPi2 and why, to inform development next steps.
Findings
There were 228 responses to the survey. Of those:
· 34% of respondents are office-based support staff (78).
· 30% of respondents are police constables (67).
· 14% of respondents are sergeant to superintendent rank (32).
· 12% of respondents are staff management (27).
· 10% of respondents are operational police staff (22).
· >1% are volunteers.
· 1% had never visited DPPi2. 

Accessing the intranet to find information:
Almost half (45%) of those who responded to the survey reported that when they need to access the intranet to find information they go straight to the old intranet. Just over one third (35%) look to DPPi2 first then visit the old intranet if they can't find what the need. Just under one third (31%) go straight to DPPi2. 

Frequency of intranet use
Table 1. Frequency of intranet use (225 responses)
	
	DPPi
	DPPi2

	Multiple times a day
	125
	81

	Daily
	53
	67

	Every few days
	17
	22

	Weekly
	2
	6

	Every few weeks
	4
	8

	Rarely
	17
	36

	Never
	10
	5



Satisfaction with DPPi2
Table 2. Satisfaction with DPPi2 (225 responses):
	Very satisfied
	12% (27)
	46% (103)

	Somewhat satisfied
	34% (76)
	

	Neither satisfied nor dissatisfied
	21% (47)

	Somewhat dissatisfied
	24% (55)
	33% (75)

	Very dissatisfied
	9% (20) 
	



	Issues
	Proposed Action
	Timescale
	Owner

	Medium Tasks

	DPPi2 not as useful as a business/operational tool, specifically:
· Access to widgets and systems an issue. 
· Systems and links which would have been in the directory/on the homepage too difficult to find 
	1) Remove Twitter and weather links
2) Add static quick links to homepage, e.g. widgets, DPPi2, STORM, Info assets/Crime, FAQ, policies, training, DMS, Clued Up, Directory
3) Development of the directory
4) Systems to be renamed from ‘features’ to ‘systems’
5) ‘Back to dppi’ icon to be softened – theory that it is distracting from ‘my links’ icon
	5 days
	HJ

	Confusion around organisation of content and difference between guidance, information and resources.
	1) DPPi2 FAQ page to be created
2) Description hovers over tabs
	1)2 days
2)1 day
	1) AJ
2) AJ/HJ

	Search function not perceived to return correct results/extra click to search
	1) Engagement with Umbraco SPOCs to remind of importance of meta data. 
2) Add search bar to ribbon to remove need for click into search.
3) Review what possible improvements can be made to the search.
	1)1 day
2-3)4 days
	1) AJ
2) HJ
3) HJ

	Phonebook not returning results as efficiently as possible.
	1) Development ongoing. Link to old phonebook included in directory in meantime.
	5 days
	HJ

	Some uncertainty around how to navigate DPPi2
	1) Series of short video tutorials to be created
	4 days 
	AJ/HJ

	Finding information by department difficult
	1) Review how to improve user experience
	TBD
	AJ/HJ

	HR content not migrated, forcing people to switch to DPPi
	Make this a priority for Head of HR
	
	EH/DCC

	Small Tasks

	FOI using DPPi as archive of old processes/policies.
	Liaise with Debby around implications of removing old content
	
	EH/SH?

	Officer dashboard not updating with current info
	Investigate issue and review relevance due to Niche coming in
	TBD
	HJ

	Many guidance pages empty
	Directive to unpublish skeleton pages to Umbraco SPOCS
	1 day
	AJ

	No notification for new tasks
	Add counter to show new tasks
	1 day
	HJ

	Links often don't work and you get the 404 error code.
	Create facility to report broken link
	1 day
	HJ

	Some instances of home defaulting to DPPi
	Review policy
	
	Dan Beckett

	WTR does not allow retrospective booking in and out.
	Development to allow retrospective booking in and out
	1 day
	HJ

	
	
	
	




EV13 - Initial Confirmation of Project Lead to Director of Finance

From: Williams Linda <Linda.Williams@dyfed-powys.police.uk>
Sent: 01 November 2021 11:31
To: Procter Angela <Angela.Procter@dyfed-powys.police.uk>
Subject: FW: New Intranet Content Update
 
fyi
 
Linda Williams
Pennaeth Pobl a Datblygu Sefydliad/
Head of People & Organisation Development
 
Heddlu Dyfed Powys Police
Ffon Symudol/Mobile: 07815 912033
E-bost/Email:  linda.williams@dyfed-powys.pnn.police.uk
 
 
SWYDDOGOL OFFICIAL
 
From: James Anna <anna.james@dyfed-powys.police.uk>
Sent: 22 October 2021 16:51
To: Harries Edwin <edwin.harries@Dyfed-Powys.police.uk>; Williams Linda <Linda.Williams@dyfed-powys.police.uk>
Cc: Jones Hefin <hefin.jones1@dyfed-powys.police.uk>
Subject: RE: New Intranet Content Update
 
Brilliant, thanks both. I’ve requested an initial meeting with Angela next week.
Anna
 
From: Harries Edwin <edwin.harries@Dyfed-Powys.police.uk>
Sent: 21 October 2021 16:51
To: Williams Linda <Linda.Williams@dyfed-powys.police.uk>
Cc: James Anna <anna.james@dyfed-powys.police.uk>; Jones Hefin <hefin.jones1@dyfed-powys.police.uk>
Subject: FW: New Intranet Content Update
 
Hi Linda,
 
That’s Great - many thanks for this. I have included Hefin and Anna in the email who would be the main points of contact who can forward the guidance and liaise with Angela re the process for uploading content.
 
Many thanks.

Ed.
 
 
From: Williams Linda <Linda.Williams@dyfed-powys.police.uk>
Sent: 21 October 2021 16:16
To: Harries Edwin <edwin.harries@Dyfed-Powys.police.uk>
Subject: RE: New Intranet Content Update
 
Ed
 
Angela Procter, HR Officer has kindly agreed to take this on as a project and lead on behalf of HR.  I will allocate time in our HR senior management meetings for Angela to ensure decisions are expedited and track progress against the plan.
 
I would be grateful if you could advise who Angela should make contact with in order to participate in future DPPi2 meetings and gain a full understanding of the requirements.
 
Many thanks
 
Linda
 
Linda Williams
Pennaeth Pobl a Datblygu Sefydliad/
Head of People & Organisation Development
 
Heddlu Dyfed Powys Police
Ffon Symudol/Mobile: 07815 912033
E-bost/Email:  linda.williams@dyfed-powys.pnn.police.uk

 
SWYDDOGOL OFFICIAL
 
From: Harries Edwin <edwin.harries@Dyfed-Powys.police.uk>
Sent: 08 October 2021 16:32
To: Williams Linda <Linda.Williams@dyfed-powys.police.uk>
Subject: New Intranet Content Update
 
Hi Linda,
 
At the DPPi2 meeting earlier today we considered the results of a survey of users of DPPi2 – the new Force intranet site. The feedback was largely positive but mixed. We provided an undertaking that we would respond fully to user feedback at the time of them undertaking survey.
 
Alongside some issues raised by users such as the phonebook and widget prominence, a number of those surveyed raised the absence of content on the HR site as a concern for them in relation to their use of DPPi2.
Are you able to give this some consideration as I am keen to respond as fully as possible to user feedback and it would be great to agree some sort of plan / timescale for progressing migration of the HR site / content onto DPPi2.
 
I attach the action plan and survey result that has been formulated by the group to date – we are looking for a 6 week turnaround in terms of implementing the improvements sought from an ICT perspective. I would be really grateful if you could provide an indication of timescales so that we can feedback re the survey. We would really welcome a HR representative that could attend our meetings – as we feel this is a current gap.
 
IT demonstrated new capabilities around “Ask an Expert” that utilises BOT software to link staff and officers with queries to intranet page automatically content based on their questions – which could be a very useful tool for your team in relation to demand reduction etc.
 
Happy to discuss.
 
Many thanks.    
 
Edwin Harries
 
Director of Finance
Cyfarwyddwr Cyllid
 
Heddlu Dyfed Powys Police
Phone Within Wales / Ffôn Tu Fewn i Gymru : 101 (ext/est: 23003)
Phone Outside Wales / Ffôn Tu Allan i Gymru : 01267 222020 (ext/est: 23003)
 





EV14 – Project Plan

[image: ]



EV15 – Document Management

[image: ]














EV16 - Email to Senior Manager (Employee Relations) for Decision on Document Status

From: Procter Angela
Sent: 29 October 2021 15:28
To: Cadenne Steve <steve.cadenne@Dyfed-Powys.pnn.police.uk>
Subject: Document Management.xlsx
 
Hi Steve,
 
Please find attached copy of the spreadsheet listing all of the documentation currently on DPPi. 
 
The first 3 columns reflect the different levels as they are currently presented and Column E contains a drop down list of actions required for each document.  Bearing in mind the objective of the DPPi2 intranet site is to be focused on the user of the site, documentation categorised as ‘review’ or ‘publish’ should only appear on the site if it is informative to those searching the site and not HR itself.  There are a number of guidelines I will need to follow to make sure each document meets purpose following the training received from Comms.
 
Column F shows the Workstream Lead for each document.  This will ultimately influence which page on the intranet the various documentation will appear.
 
If you could have a look through the spreadsheet and mark the appropriate action against those that relate to you then this would be really helpful.  I can then go about actioning each one in readiness for publication.
 
Kind regards
 
Angela
Document Management.xlsx
24kB


EV17 – Agreeing Content

From: Howells Karyn <karyn.howells@Dyfed-Powys.police.uk>
Sent: 27 October 2021 12:19
To: Procter Angela <Angela.Procter@dyfed-powys.police.uk>
Subject: RE: [SWYDDOGOL OFFICIAL] Re: DPPi2 Project - Agreeing Content
 
SWYDDOGOL OFFICIAL
Yes that is fine.
 
Kind regards
 
 
Karyn Howells, Chartered MCIPD
Senior Manager Recruitment, Selection & Apprenticeships / Uwch Reolwr Recriwtio, Dethol a Phrentisiaethau
	 

 
	 
Heddlu Dyfed Powys Police
Ffon Mewnol/Internal: 23059
Ffon Symudol/Mobile: 07966 648829
E-bost / E-mail: karyn.howells@dyfed-powys.pnn.police.uk
 





 
 
SWYDDOGOL OFFICIAL
 
[bookmark: _____replyseparator]From: Procter Angela <Angela.Procter@dyfed-powys.police.uk>
Sent: 27 October 2021 11:50
To: Howells Karyn <karyn.howells@Dyfed-Powys.police.uk>
Subject: RE: [SWYDDOGOL OFFICIAL] Re: DPPi2 Project - Agreeing Content
 
Hi Karyn,
 
Are you available on 11th November instead please as I’m at uni on 10th November?
 
Kind regards/Cofion cynnes
 
 
Angela Procter MBA
HR Officer (Ceredigion)
Swyddog Adnoddau Dynol (Ceredigion)
Dysgu Cymraeg
	 

 
	 
Adnoddau Dynol   |   Human Resources
Heddlu Dyfed Powys Police
Ffon Mewnol  |  Internal: 35500
Rhif Allanol  |  External : 01267 226443
Ffon Symudol | Mobile: 07814 897223
E-bost  |   E-mail: angela.procter@dyfed-powys.pnn.police.uk
 



 

 

 
 
 
 
From: Howells Karyn <karyn.howells@Dyfed-Powys.police.uk>
Sent: 27 October 2021 09:09
To: Procter Angela <Angela.Procter@dyfed-powys.police.uk>
Subject: RE: [SWYDDOGOL OFFICIAL] Re: DPPi2 Project - Agreeing Content
 
SWYDDOGOL OFFICIAL
Hi Angela
 
My next availability is not until Wednesday, 10th November, as I have moderation panels for the boards and other meetings already booked.  Any time on 10th good though.
 
Kind regards
 
 
Karyn Howells, Chartered MCIPD
Senior Manager Recruitment, Selection & Apprenticeships / Uwch Reolwr Recriwtio, Dethol a Phrentisiaethau
	 

 
	 
Heddlu Dyfed Powys Police
Ffon Mewnol/Internal: 23059
Ffon Symudol/Mobile: 07966 648829
E-bost / E-mail: karyn.howells@dyfed-powys.pnn.police.uk
 





 
 
SWYDDOGOL OFFICIAL
 
From: Procter Angela <Angela.Procter@dyfed-powys.police.uk>
Sent: 26 October 2021 16:41
To: Howells Karyn <karyn.howells@Dyfed-Powys.police.uk>
Subject: Re: DPPi2 Project - Agreeing Content
 
Hi Karyn,
 
I have been asked by Linda to lead on the DPPi2 project for HR and have had my initial meeting with IT and Comms to establish the requirements in building our new intranet site. 
 
In respect of this, I would like to request a meeting to discuss the current content in your business area to establish what is needed to be included on your page, what needs to be updated and what can be disposed if that’s possible?
 
I would appreciate it if you could provide me with your availability so I can send a meeting invite that will hopefully suit both of us. 
 
 
 
Kind regards/Cofion cynnes
 
 
Angela Procter MBA
HR Officer (Ceredigion)
Swyddog Adnoddau Dynol (Ceredigion)
Dysgu Cymraeg



EV18 – Request for Meet the Team Profiles

From: Upton-Boorman Shelley <shelley.upton-boorman@Dyfed-Powys.police.uk>
Sent: 12 November 2021 10:55
To: Young Sarah <Sarah.Young@dyfed-powys.police.uk>; Marcham Charlie <charlie.marcham@dyfed-powys.police.uk>; Walters Laura <Laura.Walters@dyfed-powys.police.uk>; Joseph Jane <jane.joseph@Dyfed-Powys.police.uk>; Davis Louise <louise.davis@dyfed-powys.police.uk>; Griffiths Carolyn (HR) <carolyn.griffiths@Dyfed-Powys.police.uk>
Cc: Procter Angela <Angela.Procter@dyfed-powys.police.uk>
Subject: Intranet Project: Meet the Team
 
Hi all
 
Angela is currently working on creating and updating our intranet pages on the new DPPi2. One of the suggestions is that we produce a meet the team page similar to that within Corporate Comms (please see below snip) Meet the Team | DPPi2
 

Please can I request that you pull together something similar regarding yourselves and send through to me – please include a photo. Please can you send through to me by 26th November 2021 at the latest.
 
Kind Regards
 
Shelley
 
 
Shelley Upton-Boorman
HR Specialist – Attendance and Performance Management
	 

 
	 
Adnoddau Dynol   |   Human Resources
Heddlu Dyfed Powys Police
Ffon Mewnol  |  Internal: 23055
Rhif Allanol  |  External :shelley.upton-boorman@dyfed-powys.pnn.police.uk
 


EV18 – Meet the Team Request from Head of People and Organisation Development

From: Williams Linda <Linda.Williams@dyfed-powys.police.uk>
Sent: 04 November 2021 09:19
To: Procter Angela <Angela.Procter@dyfed-powys.police.uk>
Subject: RE: Our Intranet page headings
 
Great thanks
 
Linda
 
Linda Williams
Pennaeth Pobl a Datblygu Sefydliad/
Head of People & Organisation Development
 
Heddlu Dyfed Powys Police
Ffon Symudol/Mobile: 07815 912033
E-bost/Email:  linda.williams@dyfed-powys.pnn.police.uk
 
SWYDDOGOL OFFICIAL
 
From: Procter Angela <Angela.Procter@dyfed-powys.police.uk>
Sent: 04 November 2021 09:13
To: Williams Linda <Linda.Williams@dyfed-powys.police.uk>
Subject: RE: Our Intranet page headings
 
Hi Linda,
 
That was the plan anyway.  I met with IT and Comms last week to discuss the structure as the idea is to ensure the same format is followed across all departments. I’m currently working my way through the documentation to identify which needs to be deleted archived, updated and published and whereabouts each document should fit.  Once that is done I can then start creating the structure.
 
Kind regards/Cofion cynnes
 
 
Angela Procter MBA
HR Officer (Ceredigion)
Swyddog Adnoddau Dynol (Ceredigion)
Dysgu Cymraeg
	 

 
	 
Adnoddau Dynol   |   Human Resources
Heddlu Dyfed Powys Police
Ffon Mewnol  |  Internal: 35500
Rhif Allanol  |  External : 01267 226443
Ffon Symudol | Mobile: 07814 897223
E-bost  |   E-mail: angela.procter@dyfed-powys.pnn.police.uk
 



 
From: Williams Linda <Linda.Williams@dyfed-powys.police.uk>
Sent: 03 November 2021 11:32
To: Procter Angela <Angela.Procter@dyfed-powys.police.uk>
Subject: Our Intranet page headings
 
Hi Angela
 
Just been looking for info on other teams on Intranet and interestingly if you click on ICT they have a heading “Meet the Team” and then a list of photos and job titles.
 
I think this is much friendlier than our button under HR that says “HR Org Structure” – please could you request that our heading wording is amended to “Meet the Teams” as part of your project.  Please can we also do the same for OH
 
Many thanks
 
Linda
 
Linda Williams
Pennaeth Pobl a Datblygu Sefydliad/
Head of People & Organisation Development
 
Heddlu Dyfed Powys Police
Ffon Symudol/Mobile: 07815 912033
E-bost/Email:  linda.williams@dyfed-powys.pnn.police.uk



EV20 - Illustration of Proposed New Structure for HR Team Meeting

           Human Resources (HR)
	NavigationHuman Resources Organisational Structure
Documents and Forms
Guidance, Information and Resources
Meet the Senior Management Team
Staff Benefits and Allowances
Performance Management 
Sickness Management
Fairness at Work (previously known as Grievances)
Leave and Time Off
Flexible Working

Home
Meet the Senior Management Team
Guidance, Information and Resources
Documents and Forms
Leave and Time Off
Flexible Working
Fairness at Work
Sickness Management
Performance Management
Staff Benefits and Allowances
Workforce Planning
Recruitment, Selection and Promotion
Employee Relations
 












	
              Related DepartmentsRecruitment, Selection and Promotion
Employee Relations
Workforce Planning



	




EV21 -  Update to Head of People and Organisation Development

From: Williams Linda <Linda.Williams@dyfed-powys.police.uk>
Sent: 18 November 2021 16:24
To: Procter Angela <Angela.Procter@dyfed-powys.police.uk>
Subject: RE: DPPi2 Illustration
 
Great thanks Angela – good to see the progress
 
Please do have the charts Owain created for us, L&D, OH and BSU HR with our photos and summary of each role still easily retrievable as I have promoted these to Chief Officers, Chief Supts and Supts by emailing out the link
 
Also tiny point I’d like my full title as below please wherever I’m referenced and like others if we can I’d like to choose a better picture than my ID badge!
 
Thanks
 
Linda
 
Linda Williams
Pennaeth Pobl a Datblygu Sefydliad/
Head of People & Organisation Development
 
Heddlu Dyfed Powys Police
Ffon Symudol/Mobile: 07815 912033
E-bost/Email:  linda.williams@dyfed-powys.pnn.police.uk
 

 

 

 
SWYDDOGOL OFFICIAL
 
From: Procter Angela <Angela.Procter@dyfed-powys.police.uk>
Sent: 17 November 2021 18:53
To: Williams Linda <Linda.Williams@dyfed-powys.police.uk>
Subject: DPPi2 Illustration
 
Hi Linda,
 
Just to let you know that I did give an update at our team meeting and shared the attached which is the front page as it stands for HR.  This will then link to further pages which you can find in the second document as this outlines my proposed structure.  I am currently working though the documentation and will add each piece to the structure ready to be uploaded.  This is likely to take some time as there is a lot of documentation to go through and more layers may be added to develop it further.   
 
I have already had a meeting with Karyn, Steve and Shelley and am hoping to catch up with Dylan shortly. 
 
I have asked everyone (some had already been asked via my meetings) to create a profile with photo based on the Comms team within the intranet and have asked for everyone to think of common questions they are often asked so I can ‘feed the bot’.
 
You will see that I have included a ‘Meet the Senior Management Team’ as I wanted to be able to include you in this (and your profile!) along with the Senior Managers.  I am hoping that we will be able to access the relevant teams not only through the link at the bottom but also through the Senior Manager link within that tile, making it a bit more user friendly.
 
Kind regards
 
Angela 

EV22 – Feedback on Proposed Layout

From: Walters Laura <Laura.Walters@dyfed-powys.police.uk>
Sent: 19 November 2021 10:23
To: Procter Angela <Angela.Procter@dyfed-powys.police.uk>
Subject: Intranet Page Feedback
 
Hi Angela,
 
I think your first design of the intranet page looks great, easy for the user to navigate and looks really professional. I did wonder whether it would be beneficial to add a “DAP” tile, but imagine you may have already included this under the “Performance Management” tile. Would it also be useful to add a “HR Projects” tile? Or do you think this could be covered in the “Meet the Team” section?
 
As you know, the smarter working project is now underway. I’ll check with the team on Monday as to whether we can provide any information for the relevant section on the intranet page, though I imagine you may have to just note that the page is under construction for now.
 
Laura
 
Laura Walters
Swyddog Adnoddau Dynol / HR Officer









EV23 – Invite to DPPi2 Steering Group

[image: ]















EV24 – Actions from DPPi2 Steering Group

[image: ]

EV25 - Concerns on Meet the Team Content from Head of People and Organisation Development

From: Williams Linda <Linda.Williams@dyfed-powys.police.uk>
Sent: 14 December 2021 19:55
To: Procter Angela <Angela.Procter@dyfed-powys.police.uk>
Subject: Intranet Meet the Team section
 
Hi Angela
 
Ahead of your update at tomorrow’s team meeting, I want to just outline the senior management team’s view about the Meet the Team section to you privately.
 
This section has to be very user friendly and provide “at a glance” information about team members’ roles to enable the right team member to be contacted first time.  This is exactly what we use other functions “meet the teams” sections for.
 
We are very happy that everyone has the opportunity to provide a photo they prefer as an alternative to their id photo. 
 
However, the commentary needs to be that provided in the 5 bullet points already agreed with each team member and endorsed as a great customer service tool by COG.   In addition as you will recall this took several months in the summer to achieve so we are unnecessarily duplicating effort by revisiting this when time and resource could be better deployed populating the other aspects of our web pages as per the original project brief.
 
Consequently, we cannot endorse your suggestion of a profile giving a synopsis of experience, skills and qualifications and specialisms.  This is more befitting for Linked-in and internal job applications for those team members who are seeking a role outside of HR.  The purpose of our intranet pages is to provide great customer service not market individual team members to other teams and indeed it could be construed as discriminating against younger or less experienced members of the team who may not yet possess many qualifications particularly in HR or have yet gained much role relevant experience. 
 
I hope you understand the above rationale and I and the senior management team remain very grateful to you for leading this important customer service project.
 
If you could update the team tomorrow that following reflection and feedback profiles are no longer required that would be very helpful.
 
Many thanks
 
Linda
 
 
 
 
 
Linda Williams
Pennaeth Pobl a Datblygu Sefydliad/
Head of People & Organisation Development
 
Heddlu Dyfed Powys Police
Ffon Symudol/Mobile: 07815 912033
E-bost/Email:  linda.williams@dyfed-powys.pnn.police.uk


EV26 - Ask the Bot

Adverse Weather

If staff were sent home from duty should they be credited for the day?
If approval was given by ACPO or the Head of Dept/BCU Commander then credit of 7.4 hours should be granted

If staff attended but chose to leave prior to the decision to release staff from duty – should they be credited for the day?
No, if they choose to leave work early then they will be expected to make up the lost time either by taking annual leave, using TOIL, or working back the time over the next 6 months

What if staff didn’t attend work due to adverse weather?
Staff will be required to make up the lost time either by taking annual leave, using TOIL or working back the time over the next 6 months

If staff have made an effort to attend work but arrived late due to the weather, do they get any hours credited?
Staff who are late attending either their normal place of work or another police station/location due to adverse weather conditions will be credited from 9am (or contracted start time if different) to the time they arrived at work. 

 If, due to the weather, staff choose to leave work early?
Staff who choose to leave work early due to adverse weather conditions will be expected to make up the lost time either by taking annual leave, using TOIL, or working back the time over the next 6 months

Staff due to be on leave but were unable to do what they had planned due to the weather – can they have their annual leave day back?
Where annual leave, flexi leave or TOIL has been pre-booked on the day of adverse weather, this will still stand

Annual Leave/Holidays
Who is responsible for calculating the annual leave and public holiday entitlements?
Line Managers are responsible for calculating 

What annual leave am I entitled to as a Police Staff member?
Your annual leave entitlement depends on length of service:
0-5 years = 24 days
5-10 years = 29 days
10+years = 32 days

What annual leave am I entitled to as a Police Officer?
	Less than 2 years relevant service 
2 or more year’s relevant service 
5 or more year’s relevant service 
10 or more year’s relevant service 
15 or more year’s relevant service 
20 or more year’s relevant service 
	176 duty hours/ 22 days 
200 duty hours/ 25 days 
200 duty hours/ 25 days 
216 duty hours/ 27 days 
224 duty hours/ 28 days 
240 duty hours / 30 days 



How do I calculate my leave if I am a Police Staff member working part-time or on reduced hours?
Formula to calculate Annual Leave in Days

X works 29.6 hours per week and based on his/her length of service their leave entitlement would be 24 days if (s)he worked 37 hours per week (full time)


(No. of contracted Hours x (FTE A/L entitlement x 7.4hours divided by 37hours)) divided by 7.4hours

e.g. an employee works 29.6 hours per week and has 2 years’ service

Annual Leave entitlement =


(29.6 x (24 days x 7.4hrs (length of working day) divided by 37)) divided by 7.4 =  19.2 days annual leave 

To convert into hours per annum

19.2 x 7.4 = 142.08 hours /  142 hours  5 minutes

X’s annual Leave entitlement is 19.2 days  /  142 hours 5 minutes


How do I calculate my leave if I am a Police Officer working part-time or on reduced hours?
Formula to calculate Annual Leave in Days

( No. of contracted hours x ( FTE A/L entitlement x 8 hours divided by 40 hours)) divided by 8 hours

e.g. Police Officer works 30 hours per week and has 5 years’ service

(30hrs x(25 days x 8 divided by 40)) divided by 8 =

18.75  /  150 hours days annual leave                        
 
PC X is entitled to 18.75 days / 150 hours annual leave per annum.

Police Officer annual leave year runs from the 1st April to 31st March.

Can I carry over my leave from one period to the next?
Police Staff

Five days’ leave may be carried over from one leave year to the next. If carried over, it must be taken within three months. Line managers are expected to manage annual leave so that this doesn’t occur on a regular basis.


Police Officer

Five days’ leave may be carried over from one leave year to the next, with the approval of Head of Department. 

However, under Police Regulations a Chief Officer (ACPO) has discretion to allow the carryovers of additional days annual leave, not exceeding the number of days not taken, if they are satisfied the circumstances are exceptional and it is in the interests of efficiency to do so. (Regulation 33 paragraph 3 refers)


Do I still accrue annual leave whilst sick?
Yes, you can still accrue your annual leave entitlement even whilst sick. However, you do not accrue leave if absent for the whole of the annual leave year.

You may wish to discuss with your Line Manager at the earliest opportunity when to allocate these upon your return.

Be aware leave outstanding from the previous year not taken, regardless of reason, may be lost. 

I was ill whilst on holiday recently, can I claim my annual leave back?
In the event of an employee falling sick during a period of annual leave, he or she should be regarded as being on sick leave from the date of the medical certificate and further annual leave should be suspended from that date and recorded as sick leave.

A medical certificate must be obtained and produced for annual leave to be claimed back.


Can I carry over my leave from one period to the next?
Police Staff

Five days’ leave may be carried over from one leave year to the next. If carried over, it must be taken within three months. Line managers are expected to manage annual leave so that this doesn’t occur on a regular basis.


Police Officer

Five days’ leave may be carried over from one leave year to the next, with the approval of Head of Department. 

However, under Police Regulations a Chief Officer (ACPO) has discretion to allow the carryovers of additional days annual leave, not exceeding the number of days not taken, if they are satisfied the circumstances are exceptional and it is in the interests of efficiency to do so. (Regulation 33 paragraph 3 refers)


EV27 – Request to be Involved in Training on HR Processes
From: Procter Angela
Sent: 16 November 2021 08:47
To: Cadenne Steve <steve.cadenne@Dyfed-Powys.police.uk>
Subject: RE: People Management Input (HR Masterclass)
 
Hi Steve, 
The only one I can see missing are Allowances ie shift and weekend and their calculation.  This is something I and other HR Officers have asked training in as we are often approached with queries in relation to this from Line Managers. 
The only concern I have in relation to the training  being provided is there are currently inconsistencies within our policies and guidance so we need to make sure what is being taught is reflected in the documentation.  One of these was raised within our team meeting some months ago but still exists.  The policy states that a supportive plan should normally be a maximum of 3 months but Shelley saw that this should be a minimum and not a maximum.  It also states that ‘consideration should be given to creating a supportive plan’ if any of the 3 triggers are hit, however, in the guidance for line managers it says that a supportive plan must be created if any of the triggers are hit.  This is clearly at the Line Manager’s discretion as often this can have a negative impact on the individual as opposed to providing support as it is seen as part of the disciplinary process due to the fact it can ultimately lead to dismissal, being the first stage of the process.
Obviously this should be addressed within the work I am currently undertaking in relation to DPPi2 but it would be good to be involved to ensure nothing is missed. 
Kind regards/Cofion cynnes
 
Angela Procter MBA
HR Officer (Ceredigion)
Swyddog Adnoddau Dynol (Ceredigion)
Dysgu Cymraeg
	 

 
	 
Adnoddau Dynol   |   Human Resources
Heddlu Dyfed Powys Police
Ffon Mewnol  |  Internal: 35500
Rhif Allanol  |  External : 01267 226443
Ffon Symudol | Mobile: 07814 897223
E-bost  |   E-mail: angela.procter@dyfed-powys.pnn.police.uk
 


 
From: Cadenne Steve <steve.cadenne@Dyfed-Powys.police.uk>
Sent: 15 November 2021 15:55
To: Griffiths Carolyn (HR) <carolyn.griffiths@Dyfed-Powys.police.uk>; Walters Laura <Laura.Walters@dyfed-powys.police.uk>; Procter Angela <Angela.Procter@dyfed-powys.police.uk>; Young Sarah <Sarah.Young@dyfed-powys.police.uk>; Davis Louise <louise.davis@dyfed-powys.police.uk>; Joseph Jane <jane.joseph@Dyfed-Powys.police.uk>
Cc: Upton-Boorman Shelley <shelley.upton-boorman@Dyfed-Powys.police.uk>
Subject: People Management Input (HR Masterclass)
Importance: High
I have explained at a couple of HR team meetings that I have been tasked with  delivering an input to supervisors on People Management subjects. This is an area of training / briefing we have identified as lacking for supervisors. The training team are scheduling a 1 day input that will be rolled out to all supervisors with the initial training day being scheduled for the 1st December. The inputs themselves will be delivered by HR.
 
· Basics of Terms & Conditions (officers & staff)
· Leave & Public Holiday Entitlements, inc. pro rata calcs + other forms of time off e.g. compassionate leave
· Basics of Sickness Management System (SMS)
· Sickness Management + Health Conditions & Support [Neurodiveristy, Endometriosis, Menopause]
· Performance Management
· Probationer processes (officers reg 12 + staff)
· DAP
· Maternity/Paternity/Adoption, inc parenting pitstop
· Equality Act & Reasonable Adjustments, inc. protections for carers, e.g child with autism
· Smarter Working/Agile Working/Home Working, inc managing staff working remotely
· Part Time & Flexible Working Policy (links to reasonable adjustments referred to above)
· Fairness at Work
 
Are there any topics you regard as essential to supervisors that we have missed? If there are can you let me know by the end of this week please. With regards delivery of the inputs this is likely to fall mainly to Shelley and I for the first input due to the short timescale but I would like to involve you all as much as possible going forward. If you have an interest in this input and would like to be involved at this stage let me know.
 
Thanks.
 
Steve
Steve Cadenne De Lannoy Chartered FCIPD
Uwch-Reolwr Cysylltiadau Gweithwyr/Senior Manager Employee Relations
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Building a service fit for 2025 and beyond means
working together, working smarter and striving for

continuous improvement.

We will develop a police service that is forward
thinking, innovative and engaged - guided by
community needs, demand and intelligence.

Mark Collins, Chief Constable

[\ NPT

Local
Policing

Local policing will be
tailored to the needs of our
communities - Informed by
their priorities and our
evidence.

« Police Officers and PCSOs
will be located in the
places where our analysis
tells us they are needed.

* We will also be visible
and accessible online -
Available to engage with
our communities in ways
that suit their needs.

* We will adopt a multi-
agency problem solving
approach to community
problems, focusing on
early intervention from
the most appropriate
agency.

Specialist
Capabilities

We will build our capacity
and continue to test
ourselves, so that we are
prepared and ready to
respond to existing and
emerging crime types.

+ We will build specialist
capability with other
Welsh forces to respond
to existing and emerging
threats e.g. terrorism,
serious and organised
crime and cybercrime.

+ We will exercise for these
threats together,
ensuring we are ready to
respond when needed.

* We will develop one
approach to accreditation
of specialist services
within Wales (e.g.
Collision Investigation),
reducing costs and
avoiding duplication of
effort.

Workforce

We will work to retain and
recruit confident and
capable professionals,
empowered to do their best
for the communities we
serve.

+ We will have a skilled and
agile workforce that
reflects our communities
and look to standardise
staff terms and conditions
toallow regionalised
service delivery.

+ We will develop a more
responsive approach to
workforce planning and
use sophisticated demand
analysis toinform
resource decisions.

* We will embed the
Transformational
Leadership Programme
across Dyfed Powys Police
as part of our leadership
approach.

Digital
Policing

New technology will make it
easier for our communities
to speak with us. It will
remove waste from our
work and improve
processes.

* We will develop, improve
and integrate our digital
policing programme to
support operational
policing and to improve
accessibility for the
public.

+ We willimplement a new
records management
system, reducing.
bureaucracy and
enhancing the scope for
collaboration with other
Welsh forces.

+ We will make best use of
digital and mobile
services, maximising the
time that officers remain
operational within their
community.

Business
Delivery

We will be flexible in the
way we work - Looking for
opportunities to do more
with others, reducing waste
and duplication.

Our procurement
processes will seek to
maximise on economies
of scale, deliver
efficiencies and secure
ethical arrangements
with local suppliers.

We will actively explore
delivery mechanisms for
shared services across
public sector, balancing
the need for high quality
cost effective services
with the retention of local
employment.

+ With other public sector
bodies we will reduce the
public sector estate in
Wales and the associated
costs, by exploring co-
location and limiting our
carbon footprint.

Governance &
Accountability

Clear arrangements for
accountability and
transparency will make us
more agile and adaptable as
circumstances change.

* We will be open to robust
scrutiny and challenge,
through internal quality
assurance arrangements,
external audit and
inspection.

« We will play an active role
within each Public Service
Board toimprove the
economic, social,
environmental and cultural
well-being.

* We will recognise and
address gaps in service
through the annual
production of a Force
Management Statement.
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Create Change Plan18/10/2021 21/10/2021 3

Build Project Plan19/10/2021 22/10/2021 3

Seek Approval23/10/2021 24/10/2021 1

Kick-off Meeting with Comms & IT29/10/2021 04/11/2021 5

Capture Existing Documentation29/10/2021 30/11/2021 32

Conduct Stakeholder Interviews23/10/2021 07/11/2021 15

Create Structure05/11/2021 12/11/2021 7

Design New Intranet Site11/11/2021 19/11/2021 8

Present at HR Officers Team Meeting18/11/2021 19/11/2021 1

Seek Feedback from HR Officers18/11/2021 20/11/2021 2

Seek Approval from Head of People and Organisation Development18/11/2021 25/11/2021 7

Request Profiles for Meet the Team18/11/2021 22/11/2021 4

Request Questions to Feed the Bot18/11/2021 25/11/2021 7

Review/Delete/Archive Documentation29/10/2021 30/11/2021 32

Populate Structure25/11/2021 03/12/2021 8

Seek Intranet Training and System Access20/11/2021 01/12/2021 11

Create Intranet Pages28/11/2021 03/12/2021 5

Delete DPPi1 Intranet Pages03/12/2021 05/12/2021 2

Go Live with DPPi203/12/2021 05/12/2021 2

Seek Feedback from Officers and Staff06/12/2021 12/12/2021 6

Consider Feedback and Update Where Appropriate11/12/2021 17/12/2021 6

Continually Monitor and Update Intranet Pages17/12/2021 19/12/2021 2

Week 8 Week 9

HR DPPi2 Project

Project Start Date Week 5 Week 6 Week 7 Week 1 Week 2 Week 3 Week 4
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From: James Anna on behalf of Harries Edwin Sent:  Tue 26/10/2021 11:01
Required: Procter Angela; Harries Edwin; Cummins Jon Ch Supt; Jones Debby; Jones Hefin; Havard Stephen; Lloyd Hywel; James Anna; Jones Dominic Insp; Staniforth Bethan; Templeton Craig T/Ch Supt; Wagstaff Kelly

Optional: James Gwen

Subject:  FW: DPPi2 Steering Group

Location: ~ Microsoft Teams Meeting
When: 29 October 2021 14:00-15:00

&1
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From: Harries Edwin <edwin.harries@Dyfed-Powys.police.uk>

Sent: 30 March 2021 10:18

To: Harries Edwin; Cummins Jon Ch Supt; Jones Debby; Jones Hefin, Havard Stephen; Lloyd Hywel; James Anna; Jones Dominic Insp; Staniforth Bethan; Templeton Craig T/Ch Supt, Wagstaff
Kelly

Cc: James Gwen

Subject: DPPi2 Steering Group

When: 29 October 2021 14:00-15:00 (UTC+00:00) Dublin, Edinburgh, Lisbon, London.

Where: Microsoft Teams Meeting

| 3L

Microsoft Teams meeting
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Click here to join the meeting
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Procter Angela a

@ 7 Y 22:37
= /O Type here to search I d L @ & 13°C cﬁ ENG

30/12/2021





image6.png
= d =

Copy of DPPi meeting 29th October 2021 (3) - Microsoft Excel

Home Insert Page Layout Formulas Data Review View @ g = B ER
G15 - & A
A B Formula Bar| D E E ‘f‘
Hywel to send out Catalogue of office 365
4 Office 365 Interface yw ) g HL Complete
5 developments in other Forces
6 5 Office 365 Interface Kelly to be invited to future meetings EH Complete
Publish Ask the Expert and Explore Teams link. Publish WTD
. 6 Office 365 Interface Consider Chat / Teams / Dictation / WTD links / RPA HJ p ¥ pk
inks
Emma Hughes to collate list of DPPi phonebook . .
7 Phonebook Contacts ) ) Emm H Complete - FCC Taking Ownership
8 entries not linked to a person but corporate / team
9 8 Phonebook Contacts Complete Changes Per Survey and Publish HJ Hefin to complete changes to Phonebook and Publish
. . Steve to continue to progress through IAB and link Monitor rollout of TVP solutions and Integrate into DPPI2
9 Archiving Policy - . SH/IAB . S .
10 in future requirements Once Organisational Direction is sorted re Sharepoint
11 10 Training Environment Virtual Learning Capabilities / Sharepoint HJ Ross / Emyr to populate - DPPi2 Work Complete for now
. Forum for questions / targeted who should / has Go Live / Publish for IMO and 0365 etc. and then look for
11 Ask and Expert / 1CO Audit o DJ/HJ
12 read re Policies other areas once embedded
13 12 Feedback Survey To Identify Next Steps / Position Statement AJ/HJ Complete
i 13 Chat / Web Bot Identify Potential approaches / Power Virtual Agents| KL/ SH Complete - See above
12 Su.rve.y. Result actions - CorTIms Back on survey Report and Progression of EH/ Al Comms to Be Sent out once published
prioritise Action plan.
Survey Result actions - . . .
15 . y Quicklinks on bottom of DPPi2 Landing Page HI/A) Demonstration Given - HJ to Publish
16 prioritise
17 16 Policy Updates Statistics in Relation to Policy Read / Targeted Gwen |Gwen to Look at Process in new year re Reviews / Stats
Angela /
17 HR Content Page Update HR Content Anna / Progress Report by Next Meeting re Scope / Action Plan
18 Hefin
19 v
4 < » »|Sheet1 /7 4 >l
Ready | |E|ﬂ [ 125% (— [} {+

/O Type here to search

14:44

&P NG

28/12/2021




image7.png
Hdo-e-|-

Lessson Learned Log - Microsoft Excel - X
Home Insert Page Layout Formulas Data Review View @ g = B ER
D2 v F3 A
-~
v
A 8 c o | G H ! 5
Lessons Learned Log
1
l Category Issue Lesson

Work Package

Governance

Control

Stakeholders

Project Delivery

Project Delivery

8
€ 4 » M Sheetl /Sheet2

The brief given for the design of the new HR Intranet site was not
given any clarity at the start with the impression that the lead could

use their initiative. This was not the case and a significant amount of

work was undertaken prior to this being discovered.

Although assurance had been given to the Director of Finance that
priority would be given to decisions at the team meeting, the Head
of People and Organisation Development was seldom in attendance
and the senior managers did not feel comfortable making the
decisions in her absence.

It was made clear that responsibility for the relevant activities would
remain with the project Lead, however, it was not anticipated at this
stage the amount of work required due to the astonishing
inaccuracies between the documentation

There was an obvious disconnect between the stakeholders within
HR and that of the wider business with HR putting it's reputation
first before the needs of the business

Good progress was made considering the Project Lead had to
coordinate this with the demands placed upon them by their
Division

The documentation was in a poor state with much being either
contradictotory or outdated. There was a need to go through each
document to quality assure it before placing it on the intranet. This
was not always possible for me and assistance was needed from the
document owner (who was responsible for ensuring this was up to
date). However, | was not given the authority to make these

changes and the document owner was too busy to update it
Sheet3 4

Achieve a good understanding of the freedom given to the
design of any future initiatives prior to undertaking the work

Obtain assurance that there will be a decision maker present at
the team meetings

Ensure agreement out the outset of the resources that would
be available to support the delivery of the project emphasising
the difference between success and failure

Ensure transparency and the needs of the 'customer' are at the
centre of all change

Ensure extra time is built into the project plan to account for
further demands being placed upon the project team

Ensure any issues are related to the SRO as soon as the issues
are identified so the plan can be reviewed to reflect a more
realistic timescale
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