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Contributing to Change Management

There is an ever-increasing need for organisations to become and remain agile, with change being a
constant within most organisations (CIPD). This includes all sectors of industry, including public
sector, private sector as well as the third sector or not for profit organisations.

The need for agility needs to be ingrained into organisations and employees and line managers must
ensure that they are equipped to deal with such changes (McKinsey & Co, 2020), whether these are
due to internal or external factors. For this to take place, organisations need to understand the need
for change to be managed effectively and must make sure their staff are trained in how to deal with
these changes when they occur. This must include resilience training for staff, as well as training line
managers In how to support their staff when they are faced with a change process.

To support the above, there is also a need for HR to remain agile and for policies and procedures to
be fluid enough to be able to support change taking place quickly and with as minimal barriers as
possible {CIPD, 2014). This can include flatter organisational structures to reduce the approval
process for any changes, or mare generic role profiles, to assist in moving people throughout an
organisation if this is needed. Policles and procedures can also assist by supporting individuals who
may be affected by a change programme. This can include a wide range of family centred policles,
including the provision of flexible working arrangements, more agile and fluid working patterns or
the use of smarter and home working practices. This has never been more apparent than since
March 2020, with the emergence of the COVID-19 Pandemic. This has catapulted the world into
considering vastly different ways of working for most organisations, with change inevitably having an
impact on workers in these areas. This includes organisations who have change manufacturing
process, to the wide spread increase In home working and the IT changes and advancements that
this as brought about, some of which has been done In days rather than months. This pandemic has
proven the ability for mass change to take place in quick time and has shown the impact that
urgency and a collaborative approach can have on a change management process.

The need for change has been no different in Dyfed-Powys Police, with a large proportion of the
workforce having to work remotely and for long period of time, with little time to plan for this. This
has resulted in changes to many processes, however it has also given rise to improvements in the
way the organisation works, with processes becoming more digital and automated wherever
possible.

During the period since the COVID pandemic started, the HR team within Dyfed-Powys Police has
been required to work in a more remote and agile manner with far less time spent in the office. This
has required a change to certain processes to allow business to continue as normal, whilst ensuring
that performance remained unaffected. One of these process changes which | have implemented is
a move from a paper based recruitment administration process to a completely virtual process. This
was required due to multiple issues, which are namely:

e Excessive paper being used in the process, with unnecessary documents being printed and filed
within each recruitment file.

o Delays being faced with the authorisation of recruitment files due to these having to be
manually checked and signed, particularly due to agile working.



o lack of consistency in recruitment file construction.

Recruitment is an ever-changing and evolving process, and COVID has certainly increased the speed
by which.these changes take place, with a more digitised process being ever more common place
(Robinson A, 2020).

To start this process change, | initially met with my team to discuss the issues we were encountering
and to discuss what impact this would have if we were required to work completely remotely from
the office (EV1). Following this meeting we were able to agree that the files were being completed
differently by different individuals in the team. Additionally, we were also able to identify that the
current paper based process was a longer process, requiring each piece of correspondence to be
printed off and saved In the recruitment file individually. This process also resulted in the paper files
being largely made up of documents which were not always of use to the recruitment process, and
often consisted of simple e-malil traffic.

| drafted a stakeholder analysis (EV2 & EV3) to identify who would be affected by the proposed
change, and whether these individuals where part of our department or outside. This identified that
as well as the HR Team, we would also need to inform the Payroll team of this, as they would now be
receiving new employee forms electronically rather than a physical copy as they previously had
done. It was felt that this would not Impact Payroll greatly, as they too were starting to digitise thelr
process in its entirety. This process was key to be able to identify who would be affected by the
change and needed to be communicated with during the process (KnowHow, 2017).

Once we had identified the different groups affected, | drafted a brief communication (EV6) to
explain the change in our process, the background to the change, what affect this would have on the
different stakeholders along with what benefits this would bring to the recruitment process
(Management Study Guide, no date). | also drafted a brief change plan, to ensure that important
elements of the process were document fully (EV5).0One of the documents | created was a brief user
guide for my team (EV8), explaining the nature of the change and how the recruitment files would
be designed moving forward as well as an e-mail to the payroll team to explain how they would be
receiving employee data moving forward (EV4). Additionally, we looked to amend part of our
recruitment process to move away from receiving paper interview booklets, wherever possible. This
linked In with the organisation’s move away from face to face interviewing to a Skype interview
platform (EV7).

To ensure that the HR team understood the new process, | delivered a brief training Input to explain
how to set up the new electronic recruitment flles, so that everybody understood how this process
worked. This was followed up with some shadowing when new vacancies were to be advertised, so
that the new process was fully embedded (EV17).

During the implementation of the new process, | identified that due to recruitment files and
paperwork now being transferred by e-mail across the team for checking and authorising, this was
causing an issue with e-malls due to the size of these documents. | e-malled this issue to the team
and suggested the use of a file transfer process, which | had used for other processes in the past
(EV16). This involved a folder being created within the organisations W Drive (EV9, EV15 & EV18),
which would be separate to the recruitment file set-up, however would allow large files to be
transferred between team members without the use of e-mail (EV10). This process was then
discussed in a subsequent team meeting and the team were happy to trial this to see whether it
would alleviate the issue with mail box limits and e-mails therefore not being sent.
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During the implementation, period there has been a need for regular discussions regarding this
process and how well it was working. This formed a regular part of the HR team meetings and was
discussed at length on occaslons to ensure that it met the needs of the recruitment process,
maintained an adequate level of information within the recruitment file, whilst also not increasing
workload for the team (EV13). During these discussions it was identified that a member of the team
was not regularly creating a progress sheet for each indlvidual; which contained the latest updates
for each successful applicant In any recruitment process. This document was vital as it offered a
snapshot of progress on each vacancy, but also acted as a checking mechanism when the file was
reviewed and signed off. in light of this | had an open and constructive discussion with the individual
about the Importance of this and whether they required any additional support in this part of the
process. Through these discussions we were Jointly able to identify that this was just an oversight,
due to the process now being digital, whereas previously this would have been a paper based
process where they would have stored copies of this form at their desk. We were able to identify a
new means of this being identified, with a new folder being placed in all files, specifically for the
progress sheet (EV9).

In addition to regular discussion with my direct team, it was important to maintain a positive
relationship with the other key stakeholders, such a Payroll and some of the Business Leads. This
ensured that the process continued to work for all stakeholders and if issues arose, then these could
be addressed as promptly as possible (EV10). This communication was vital to ensure that both
teams knew how the change would Impact on each other’s processes, particularly given the need for
this to be in place with the need for remote work.

3

Overall this new process - whilst not [arge scale In Its scope or the level of resources required to
Implement it - has definitely had a positive impact on the way in which the recruitment process has
been dellvered during the COVID pandemic and resulting lockdown period. There has been a vast
improvement in the speed with which recruitment files are able to be processed and a far more
efficient means of file creation and file make-up. In addition, there has been other areas of
improvement identified during the course of the change plan, which has resulted in amendments
being made to the change process. Since the enforcement of national lockdowns and the
organisation’s Instruction for employees to work from home if they are able, recruitment files have
continued to be processed with minimal delay and shared across the organisation’s network freely
and easily. Staff within the Business Support Unlt have seen vast improvements in the speed at
which files can be created.

The outcome of this process has been communicated to the Head of the Business Support Unit, in a
brief update to highlight areas of continuous improvement within the department and how the HR
team has been able to adapt ways of working during the pandemic to ensure business delivery
remains unaffected (EV11 & EV12). In addition to this | also undertook a self-reflection on how the
change plan was planned, delivered and analysed afterwards. This Is a key part of any process, to
allow you to understand what has worked well and what would need development for the future



(HBR, 2017). This has shown that, whilst the change was a success and met the overall aims, it would
have benefited from a clearer plan and more defined success measures (EV14), This would have
allowed for a more clear rationale to how beneficial the change has been. This, coupled with the
inclusion of some benchmarking data, would have allowed for a greater objective data set to be
presented to show the true benefits of the change process and Its impact on service delivery.
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BSU Meeting Notes

Date:

Attendees:
David Harris
Sheila Morris
Eiryth Holdcroft
Sian Davies
Joseph Rees

Lia Jones

Agenda:

1. Welcome

2. Organisational Updates

3. Recrultment

4, Learning and Development
5. Tralning requirement

6. New Recruitment flle process

Action:

1. DH to check on system access for Lia for Oleeo

2. DH to chase up progress on sickness management system updates with IS&T
3. SM to provide update in next meeting on NIE and NPPF Exam process

4. Agreed process for new recruitment file digitisation — DH to draft user guide
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Harris David

To: Payroll
Subject: Change to Recruitment Process

Good afternoon all,

As you will be aware, due to the requirement for individuals to work remotely more often, due to the COVID
pandemic, the HR team have been looking at ways to amend our processes to adapt to these challenges. Part of this
has been to look at how the recruitment process currently works and this will mean a move to a more digital way of
working.

Qur intention is that the recruitment process will become a fully digital one, wherever possible. This will mean that
with immediate effect all new starter paperwork will now be held electronically by the HR team and will enly be
transferred to you by e-mail and not in hard copy. This will reduce the time take for these files to be created and
authorised and should reduce and delay in them being provided to Payroll. This change will also fit with the
organisation’s move to a more ‘smart’ way of working and should also fir with your intention for Payroll to become

fully digital.

| would be grateful for your support in this matter, however should you find that this poses any issue for your
processing, please do not hesitate to contact me to discuss.

Regards
Dave

A

Dave Harris

Swyddog yr Uned Cymorth Busnes/ BSU Officer

Uned Cymorth Busnes (UCB) — Adnoddau Dynol a Chyflogres/ Business Support Unit — Human Resources
Heddlu Dyfed-Powys Police

Ext:23817

INVE STORS I N PE'::} PLE g{:{:;ﬁli;!lccmdhed by investors in People.
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Electronic Recruitment Administration — Changze Plan

| Createdby | David Harris

“Date 10.03.2021

| Version o1 B
Vision and O_bjégives = P

The objective of this change programme is to transfer the current recruitment administration
process for a paper based process to an electronic one, fully utilising IT to support this and to
reduce the necessity for document handling and duplication of process wherever possible.

" Actlvities to achieve objectives {attach Gantt chart)
¢ Amending of current file layout.

Creation of electronic progress sheets for all recruitment processes.

Alteration of Progress sheet to incorporate link to recruitment file.

Communication to key stakeholders.

Evaluation of process and amendments, as required.

Business case {evidence-based - include data, benefits of change, gap analysis — difference
| between current and future states, issues and risks)
The benefits of altering this process to be an electronic one is that this will reduce unnecessary
double handling of paperwork, as well as reducing any delays potentially caused by remote/agile

working and will speed up the process of flle quality assurance and authorisation.

People affected (stakeholders — employees, particular employee.'_.', customers, sharEhoIders)
There are several different groups which will be affected by the implementation of an amended
vacancy request form. These are as follows:

e Business Support Unit Team
s Business Area Recruitment Leads
s Payroll

Scope of change {eg one site, one product group)
The scope of the change will cover the full recruitment administration process, including the initial
set up of recruitment files, the collation of recruitment information during the process and the
completion and authorisation of new employee forms at the conclusion of the process, including
the transfer of this data to Payroll.

Roles (project manaaer, sponsor, team members)
Business Support Officer - HR

BSU Recrultment Team

Business Support Officer Payroll

19



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

Due to the change planned, there will be limited support needed for the stakeholders, however
support would be offered to the Business Support Unit staff as these would be most affected by
the new process. This support would include:

» Business Support Unit Staff — Creation of a simple user guide to explain how the new filing
process will work, including screenshots.

» Business Support Unit/Workforce Planning Team — Regular discussions at Recruitment team
meetings on process success. User guide on how the process works to be provided.

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

Resources required include:

e Business Support Unit development time.
o Business Support Unit— Testing time.
¢ Guidance documents to be created

Monitoring activities

The use of the digital system for recruitment file creation and recruitment administration will be
monitored on a weekly basis, and will be discussed in HR Recruitment meetings with the Business
Support Unit taff.

Success Measures

The success of the new process will be measured in the accuracy and completeness of recruitment
files, the speed in which these are able to be quality assured and the ability to be able to complete
this in a remote manner.




EVe

Business Support Unlt

As you are aware, due to the current COVID pandemic and the likelihood of this resulting in a need
for a greater degree of ‘Agile’ working, there is a need for us to amend the way in which we do
business. This will affect many aspects of our business and the way in which we deliver services and
should be seen as a catalyst for improvement.

As discussed recently, one of the areas of change for us will be the way we deliver recruitment
services, with the need to digitise this process wherever possible. This will mean a move away from
the current paper process to a more digital way of working. We will look to move away from paper
recrultment files completely, replacing this with a solely digital file, with all necessary documents
within it. Amongst some of the perceived benefits of this process will be a reduction in the delays
faced with the authorisation of paper files, a more cohesive and streamline recruitment flle being
created as well as a reduction in paper consumption.

Over the coming days | will be preparing a user guide to explain the new file format and how this will
be accompanied with a new digital progress sheet for each vacancy. This will explain exactly how to
continue to deliver business is this new way, with minimal disruption to us all in these strange times.

Thanks in advance of your continued support in ensuring we offer the best possible service.

Payroll

As you will be aware, due to the requirement for individuals to work remotely more often, due to
the COVID pandemic, the HR team have been locking at ways to amend our processes to adapt to
these challenges. Part of this has been to look at how the recruitment process currently works and
this will mean a move to a more digital way of working.

Our intention is that the recrultment process will become a fully digital one, wherever possible. This
will mean that with immediate effect all new starter paperwork will now be held electronically by
the HR team and will only be transferred to you by e-mail and not in hard copy. This will reduce the
time take for these files to be created and authorised and should reduce and delay in them being
provided to Payroll. This change will also fit with the organisation’s move to a more ‘smart’ way of
working and should also fir with your intention for Payroll to become fully digital.

| would be grateful for your support in this matter, however should you find that this poses any Issue
for your processing, please do not hesitate to contact me to discuss.

Business Leads - OK
Good afternoon alt,

As you are aware the current COVID pandemic is affecting all business areas across the organisation
and recruitment is looking to adapt to cope with the current changing landscape.

In line with the organisation’s decision to cease all face to face interviews, with these now only being
conducted via Skype for business, the Business Support Unit are also looking to amend the Interview
booklets themselves and the way these are administered. With immediate effect, the interview
booklets have been altered to provide additional Information to business leads on how to undertake
a Skype only interview, to include the need for identification to be seen virtually and to ensure that

yA



applicants are aware that they are not able to refer to notes during their interview. In addition, all
interview booklets will now be able to be accepted virtually, rather than as physical documents.
These booklets are to be forwarded to the Business Support Unit Recruiting email address of bsu-hr-

recruiting@dyfed-powys.pnn.police.uk.

Should you have any queries regarding this process, or any other recruitment matters, please do not
hesitate to contact a member of the Business Support Unit HR Team.
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E-Recrultment File Creatlon — Simple Gulde

Now that the Recruitment files will be fully digitised, the process for the creation of a file differs to
how it would have been done manually. This gulde details the necessary steps to ensure that these
files are created in a consistent manner.

Step 1:

First open the ‘Open Vacancles’ folder within the Recruitment folder.

&« v » ThisPC # beu {\newbach) (W) # HQ s BSU_HR Recruiting * BSU_HRand Payroll » Recruiting
Nlll'l.-l . ) - *
# Quick sccess Fald ’
- ar tamplate
& Dasktop
- Meintenance Technician Pembs (OPCC)
¥ Desimioass OLEEO - DC CID Trainee Invastigator
Documents OLEEO - DC Pembroke Dock Ports
= Plctures OLEEG - Sgt ICAT
Appeal Pack (Feb) OLEEQ 552 - Constable, Crime and Incident Allocstion Teamn
CIPD Change Manag: OLEEQ 654~ Op Tatls (Organisstiona) Learning} Coordinatar
CIPD Coaching Partfc OLEED 848 - Victim Cara Officar
. OLEED 889 - DConstable - Mzjor Crime Support Team
Evidence
OLEEQ 670 - Dinsp - SOCT
W This PC OLEEQ 672 - Constable - Casualty Raduction Partnerships Enforcement and Enguiry Officer
¥ 30 Objects OLEED 690 - Digital Forenalc Investigator
= Daskiop OLEEQ 702 - Constable, Driv:rTrail.ling Unit
B Documents OLEED 703 - Health and Safety Assistant

OLEED 709 - Property Officer (Ammaenford)

Step 2:

Now create your vacancy file. This can be done by right clicking in this folder and selecting the option
‘new folder’

OLEEQ &70 - Dinpp - SOCT

OLZED 672 - Conatable - Comsally Radustion d Enaulry OMfcer
OLEEC 890 - Digltal Fuvensic investigntor
OLEEC 702 - Contstatola, Detver Tretndng Linkt
OLEEO 3 - Heatth wnel Safuly Assiriant
OLEED 28 - Proparty Officer (Ammanford)
OLEED T3 - Informwtion Manegement. Dificer
OLEEC 723 - Publlc Service Support (Tarmg) e 3|
OLEEO 724 - Raghetarad Nume i Sortby 5
OLEEO 725 - Part Tima Casushy Rathaction Polica Support Officar et >
OLEEO 726 - Casa Officar, Lagal Services i e
= OLEEQ 753 - Part Time: Trefk Casa Programion Cffiear |
% OLEEO 754 - Conatable - Lawming and Devalopment Castomisa this folder..
OLEED 753 - Amtsinnt Mngarprint Officer File folder
OLEED 757 - DC Child Criminal Exploliation Officer VD 240 P
OLEEO 778 - Firsarms Enqulry Officar
OLEED 777 - Renanrcher Anslyst (Tamp) New Fattr
QLEEQ 778 - Recogmition wrd Everts Officar DA/OY/2020 0823 i Properties F Shoeut

OLEEQ 797 - Sargaant - Crima Incléent Aliocation Taam WOSH0 155
OLEED 867 - Bublle Sarvice Support (Paoh)

OLEEQ 823 - Foransic Submision Support

8 Microesit Acoms Detabasa
itrnap Emage

Now title this the name of the vacancy (i.e Oleeo???)
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Step 3;

Once this file is created, now open the ‘Folder Template’ file

Home Share View
& w » ThisPC » becu (\\newbach) (W:) » HQ » BSU_HR Recruiting »
MName “

o Quick access

W Desktop lEI:;mllls

4 Downloads » Inbervicw

E= Documents Interview Notes

= Pictures f Progress Sheet
Appeal Pack (Feb) Role Profile
CIPD Change Manag: Shortlisting
CIPD Couching Portfy ~ Successful Applicants
Evidence Vacancy Request Form

2 This PC

Step 4:

Copy the files within this folder by highlighting them all and press Ctrl + C.

Step 5:

Now go into the folder you have just created and past these folders using Ctrl +V

Step 6: (following a successful individual at Interview)

Once someone has been successful at interview, you will need to create a new folder within the
‘successful applicants’ folder. This new folder should be given the name of the successful individual.

Step 7:

Now select the relevant progress sheet from the ‘progress sheet’ folder, depending on whether the
individual is either

¢ Internal Staff
e External Staff
e Internal Police Officer

This sheet must be saved in the ‘progress sheet’ folder within your recruitment file and completed
with the necessary details for that individual/vacancy.



Share View

Home

« v A 5 THsPC s beu [\newbach) (W) » HQ » BSU_HR Recruiting + BSU_HR and Peyroll » Recruiting »
Name “ Date modified Type
& Quick access .
Achived 2019 2007 A0 18 File folde
[0 Desktop d R : . .
Archived 2018 Z1/DEA0E T3 ile Folde
% Downloads N Templates 0001240 1002 File folde
Documents “ L3 2DE9FSAD.mp L0201 164 TMP Flle
» Pictures < [ 7CEODD.tmp T 183, TM? Fite
Appes| Pack (Feb) il Copy of Progress Sheat July 2020 e A A0E 144 Micteial
CIPD Change Manag: ET4mp 02D 1858 TMP File
CIPD Coaching Pt &%) Progress Sheet - Police Officer (Internal) It
Buidence BB Progress Sheet - Police Staff (External) 1 hhicys
Progress Sheet - Police Staff (Internal) | 1
% This PC 0 Progress-Sh 2021 1had Mitre
"B 3D Ohjects + Recruiting - Shortcut A/ Shorbout
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Harris David

From: Davies Sian (HR)

Sent: 28 April 2021 16:43

To: Harris David

Subject: [SWYDDOGOL OFFICIAL] Change Management
SWYDDOGOL OFFICIAL

Hi Dave,

Thanks for the chat earlier about the progress sheets and | agree that adding an additional folder in file for the
progress sheet would be a good idea. I think this will make it a much easier process for me to remember to do It
when | complete an individual’s file and should make things easler for you to approve.

Cheers
Sian

Kind Regards

Slan Davies
Uned Cymorth Busnes {UCB) — Adnoddau Dynol a Chyflogres/ Business Support Unit — Human Resources & Payroll

Estynlad/Extension: 23935
Llinell Union/Direct Dial: 01267 226660

E.bost/E-mall:sian.davies2@dyfed-powys.pnn.police.uk
d,on‘rq

Heddlu Police ! ﬂ
P F

DYFED-POWYS m o

SWYDDOGOL OFFICIAL

Hagars i gyfathretarn Gymieeg neu'n Sassneg
Happy 1o cormmumioats in Wslsh or 1 English
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Harris David

From: Rotberg Danielle

Sent: 28 April 2021 16:24

To: Harris David

Subject: [SWYDDOGOL OFFICIAL] Digitalisation
SWYDDOGOL OFFICIAL

Hi Dave,

Thanks for the update regarding the new digitised HR recruitment process. | have spoken with the girls in Payroll so
that they are aware of when this is planned to commence from and what this will mean for our processes and how

we will receive information from HR in the future.

As discussed, this will fit in really well with our change In our processes as we have been planning to change our
processes to a more automated process, so we will be moving away from accepting paper forms in the near future.
We will keep In touch in the future as this process embeds with you so that we can assess whether we run into any

problems.

Anything further you wish to discuss, please do not hesitate to contact me.

Kind Regards,

Danielle Rotberg

Swyddog Cymorth Busnes - Cyflogres | Business Support Officer — Payroll
Pencadlys Heddlu Dyfed-Powys | Dyfed-Powys Police Headquarters
danielle.rotberg@dyfed-powys.pnn.police.uk

1 am currently working from home and cannot recelve incoming calls unless through Skype.

Heddlu Police
DYFED-POWYS

INVESTORSINPECIPLE: =t ... | BUDDSODDWYR MEWN PUBL 5575 mem e
W lBrED in pogple Qo [R—— Fgoy nla S ad ke paiil S -
Mae Heddlu Dyfed Powys yn croesawu gohebiseth yn Gymraeg 2 Saesneg. Byddwn ni‘n sicrbau ein bad ni'n ymateb yn eich dewis lalth a¢ 1 firdd oed! mewn perthynas ag unrhyw oheblasth drwy's
Gymizeg.

Dyfed Powys Police welcomes cormespondience in Welsh and in English, and we will ensure that we respond to any cormespondance through the lengusge of your cholce. Cormresponding Wa the
madiumn of Welsh will not endure any deday.

SWYDDOGOL OFFICIAL
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. Business Support Unit
_lm

Heddlu*Police
DYFED-POWYS

\ Diogelu ain Cymuned - Safequarding cur Commundy

HR — Recruitment Digitisation
Update

Authored by:
David Harris
Business Support Officer - HR

Heddlu Dyfed-Powys Police

i Meddlu<Police
>DYFED-POWYS
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Heddlu+<Police

. Business Support Unit " >DYFED-POWYS

Introduction

The HR team within the Business Support Unit are responsible for the provision of recruitment
process on behalf of the organisation, including the administration of internal and external police
staff recruitment, as well as internal police officer and police volunteer processes. These processes
are administered by a team of 3 HR Support Administrators, supported by myself as Business
Support Officer.

Need for Change

Given the rise in the COVID transmission rate and the need for an increase in the number of
individuals to work remotely, the HR Team within the Business Support Unit identified a
requirement for the recruitment process to be reviewed. This was done with the intention of
digitising this process so that business delivery was not affected if a national lockdown was to
take place and staff were not able to access the HQ site. In addition to this, the intention to
digitise the recruitment process fitted in with the organisation’s drive for efficiency and to promote
an 'Agile* workforce.

What has changed

The HR team has developed a fully digitised process for all recruitment matters, with a complete
move away from any paper processes. This includes all recruitment files now being digital only

files, with no paper files being used at all. This has dramatically reduced the time taken to create
and review files, as well as reducing the volume of printing which takes place in the department.

In addition, this has also included a promotion of digital interviews notes being provided and
received from business leads, again looking to reduce the volume of paperwork processed by the
team and to reduce unnecessary time processing these documents.

All recruitment files are now able to be reviewed by myself on a fully remote basis (where
required) including the authorisation of these files. This now allows for a far speedier process,
reducing any delays which may have occurred previously due to reviewing paper documents, or
though not being located within the office on a particular day. In addition, this has tightened up
processes regarding what documents are contained within each recruitment files, with a more
streamlined approach being taken to file make-up.

What are the benefits

This change has shown a keen attitude and enthusiasm within the HR team to ensure that
business delivery is maintained, even during difficult and unprecedented times. This has resulted
in not only a more sfficient process, but also a speedier one and one which wili future proof the
process, should there be a continued need or desire for agile working to remain moving forward.

| am keen for this to be highlighted as a piece of good practice for continuous improvement within
the department.
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Metimy U cutienis Irwett Faviean Tt

Evid

[ Rtatl O el e webutt, ymed weattl R ho...

D Occurs every Tuesday eftective 08/061/2021 from 11:00 £ 12:00
Attendes responsex: 2 accepted, 0 tentatively accepted, 0 decfined.

1o Mol shellss  Holdcroft Biretly ©* Danden San (4R): - Ress Jossoh:  Jonssli

Subjec BSU HR Cstch-Up

send
Update  ootion  Sigpe Meeting
Starftime  Tue D5/01/2021 =
Endtime  Tue 05/01/2021 g
Morning all,

Glven the changes in how we will be working in th
opportunity for us to discuss enything that neads d

1 don’t plan on there belng an agenda, but | will be|

Regards
Dave

Join Skype Meeting
Trouble Jofning? Try Skype Web App

ioin by phone

+A41267228448 (UK)
18008 (UK)
+441269590760 (UK)

Find & local number

English {Untted Kirngd
English (Unfted Kingdom)
English {United King:d

Confarenca ID: 6812383
Forgpt vour dighin PIN? | Help

DPP Internal users must disl 18603 to Join. Extern)

BSU HR Catch-Up - 05/01/2021

Muating Date: 05/01/2021 11:00
Location: Skype Meeting

Link to Outlook Hem: glick Agrs
Invitation Message {Expand)
Participants (Collapse)

47 Hamls David (Meeting Organtzer, Jolned In Skype for Buslness)
Morris Shella tioined In Skype for Business)
tioideraft Eirvih (Joined in Skype for Business)

27 Davies Sian {HR) [loined In Skype for Business}

%7 Rees Joseph {loined in Skype for Business)

Notes

change In working pattern - Op Talla / Laptops efther Shella/Elryth week on/week off.
Slan / Joe week on week off

Change In contract letters and FWA process
Sall point and new starters
Schaol closuras and hub letters 18.01.21

Updates ra: HR Recruttment Digitisstion {what's warking and what's not]
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Reflective Evaluation — HR Recruitment Digltisation

Given the change in the HR recruitment process and the drive for this area to be as digitised as
possible, it is vital to evaluate your own involvement in such a change and reflect on how efficient

the it was managed and what your individual affect was.

| feel that this process - albeit a small, and targely contained change process — it was still managed
effectively with regular discussions taking place between the HR team and other stakeholders for the
process. This includes the inclusion of this topic in team meetings, as well as dynamic discussions
which took place between myself and the team. Additlonally, whilst there was an initlal project plan
put in place and a communication strategy, this could have been more detailed with more clearly
defined objectives for the project. This would have perhaps allowed for a more clear monitoring
process to take place during the change itself. Also, if the change has been a slightly large change
which had more impact on a greater number of stakeholders there would have been a greater
requirement for a more detailed plan.

Also, on reflection, it would have been beneficial to have conducted some benchmarking prior to the
change being implemented, to try and quantify the length of time the process took pre-change, or to
detall what Impact the pre-change process would have had if not altered. Whilst it was clear that the
change process was required — due to the COVID pandemic and the requirement for home working -
and would be beneficial, benchmarking would have allowed a clearer analysis to be conducted of the
impact of the change. This could have included a return on Investment in time spent authorising
recruitment files, or the amount of time or paperwork used in creating the files themseives. Without
this, it was only possible to suggest subjective benefits to the process rather than this being based

oh objective data.

In conclusion and with the above in mind, | feel that the objectives of the change programme were
met and the change initiative can be seen as a success, however clearer planning and pre-change
benchmarking would have made this easier to analyse. The process Is still being used and has
resulted In a far more agile process, which is in keeping with Dyfed-Powys Police’s agile and smarter
agenda.
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Screenshot of IT Request for BSU Transfer Folder

summery

Self Servica

Detalls
Good aftamoon,

Would it ba possible to create a folder on the W Drive called: 'BSU HR Flle Transfer’.
GCould the balow people be given actass:

David Harris - 53552
Joseph Reas - 53983
Shella Morrs - 50220
Elryih Holdcroft - 53555
Sian Davies - 53231
Dewn Waltars - 50720.

Kind regards
Dave

Flle{s) attached

Incident Progress

Slatus:

Type: Complated Al 01/62/2021 11.05:08 By: Evans Rhys

Detalla: Foldar created undesr WAHOMHR B5SU Flle Transfer with access granted to the users spacified. Uzers will nead to log off and log baci
the acceas changes lo take effecl.

Many thenks
{887

Typa: Aseigned AL 2770172021 14:55:49 By: A Harrls David
Detafia: Incident Assigned to- Evara Rhys Walters Kaine

L |
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HR BSU File Transfer Screenshot

Home Share View

- - 1-| » ThisPC » beu (\\newbach) (W) » HQ » HR BSU File Transfer »
* Date modified ; Type
st Quick access
1 14:49 File folder
G ThisPC &R AN2T 14 File folder
1 3D Objects (13,2027 13:4 File folder
I Desktop [8/032021 1255 File folder
| Decuments 15/03/2021 14:58 File folder
% Downloads 12208112 File folder
File folder
B Music
« Pictures
H videos
2+ Windows (C)
ne 33552 (\\newbach\us
o beu (\\nu.nha:hl (W
15 Network

The above is a screenshot of the ‘HR BSU File Transfer’ folder, where large recruitment documents
can be transferred between individuals without the need for e-mail to be used.
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