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Organisations go through change frequently and in order for organisations to successfully reach their
goals and outcomes, the process must be managed effectively; failure to do so may negatively
impact the employees, culture and organisation (CIPD, 2019).

Coleg Ceredigion (CC) has undertaken many changes since the merge with Coleg Sir Gar (CSG) in
2017. The drivers for change within the college are, government legislative changes which affect
policies and process used at CC, competitive pressures from other Further Education colleges and
technological changes (Rees and Hall, 2013).

Following the merger, the aim of the HR functions and senior management were to work closely in
order to provide parity with regards to policies and procedures.

The need for the following change was to harmonise policies and procedures; CSG’s pay scales,
maternity and sickness policy and procedure. Evidence 1.1, 1.2 and 1.3 shows the proposed policies
and procedures. Focusing mainly on the sickness policy and system.

Before implementing cha nge, it’s important to assess the advantages and disadvantages that the
change will have on an organisation. A commonly used method to determine this is the use of a
SWOT analysis. The CIPD (2018) states that the SWOT analyses are best used to ascertain any factors
which may influence something such as change; drawing on the strengths, weaknesses,
opportunities and threats.

As seen in evidence 1.4 a SWOT analysis has been completed to discover any factors which may
prevent or empower the change. The potential strengths of changing the sickness process is number
of short-term sickness absences may decrease due to effective absence management. A decrease in
absence figures could mean an increase in employee wellbeing; leading to higher performance
(CIPD, 2019). Weaknesses could be that CC haven’t adopted a change ready culture which may slow
down the progression of the change (Wilkinson and Taylor, 2016). An opportunity of this change
could be a reminder to managers that they act as role models to employees; employees will choose
whether to follow or not (Marris, 2017). A threat to the change could be resistance from employees
(CIPD, 2018).

There are internal and external drivers for change. Internal drivers often stem from management
decision made to reach performance outcomes; whereas external drivers are often uncontrollable
(Rees and Hall, 2013).

An internal driver for this change is the development of policies and procedures. CC have needed to
implement adaptations to existing policies to allow for the new sickness system and procedure to
work (Coleg Ceredigion, 2019).

The external driver is the colleges’ stakeholders. CC’s stakeholders are the students. When lecturing
staff are frequently off sick then this affects the education and support provided to the students;
potentially leading to decrease in motivation which affects the results and retention rates.
Therefore, ensuring short-term sickness absences are managed and kept low is important for the
college outcomes.

The aim of this change is to have successfully implemented a new sickness policy and procedure and
effective use of the sickness system; ideally showing a decrease in sickness figures.

During periods of change, it's good practice to devise a stakeholder plan, to establish those affected
by the change. This allows the organisation to plan and arrange appropriate communication and
support techniques to be put in place (SHRM, 2019)



With the change of sickness policy and system, only CC employees would be affected by the change
therefore no stakeholder plan was devised. However, evidence 1.5 shows an example of a
stakeholder plan that could have been used.

A communication plan, as seen in evidence 1.6, guarantees effective communication throughout
change, and is crucial when involving and updating employees; it also provides understanding and
allows managers to address concerns and listen to employee voice, which helps gain commitment
from the employees (ACAS, 2019).

The stakeholder plan identifies the main people concerned are all CC employees. CC have undergone
many changes and the morale amongst staff is low. It’s important that management adopt new rules
or change immediately as they are role models to the rest of the workforce. How they behave will
affect on the behaviour and acceptance of staff (Wilkinson and Taylor, 2016).

Announcing and communicating the change will also allow HR and management to reinforce and
tackle the reoccurring issue surrounding short term sickness absences within the college.

The change will be communicated through various channels; through the intranet, letters and
through employee representatives. (evidence 1.7.) The Executive Director of HR and Wellbeing will
have involvement with the consultation process with Union representatives with the Assistant HR
Officer, the HR Advisor and Assistant HR Officer will work together to provide training on the new
systems and the HR Service Manager and Assistant HR Officer will devise and send letters to
employees.

The resources required were time for HR to discuss the harmonisation of policy with the Union
representatives, IT support to help with creating and setting up the sickness system to support the
policy procedure and detailed reports and instructions to help employees use and familiarise
themselves with the new system (evidence 1.8).

Policies and procedures are already available; it would potentially save the College money as a
decrease in absences will lead to fewer contracts issued to staff for covering sick colleagues.

A change plan as seen in evidence 1.9 consists of several steps and is created by the change
management team in order to reach the set outcomes (Prosci, 2019). Organisations often use Gantt
Charts as a way of monitoring projects; a visual bar chart that shows the connection between
activities and the start and deadline date to be completed.

The objectives were to harmonise policies, implement the adopted policies, remove recording of
absences from the HR department to Campus Office and to ensure effective communication. The
timescale for this to happen was over a couple of months; as our intention was to have the changes
in place by 1% April, when the approval was provided by the Executive Team it only gave us 2
months.

The approval to consult with Unions regarding the harmonisation of policies and new system was
given by the Executive Team. HR submitted a request to the Executive team who gave the outcome
to proceed with the change (Evidence 1.10).

Following the approval from the Executive team, the Executive Director of HR met with myself as a
note taker to discuss the harmonisation of policies with the Union representatives who would
feedback to the employees (Evidence 1.11). Following the discussion between employees and
Unions, myself and the Executive Director met with the Unions again for the response.



Following this process, | received positive feedback on my approach and assistance with the change.
My line manager has supported these comments as shown in evidence 1.12.
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MATERNITY LEAVE
POLICY

HR/MaternityLeavePolicy/01082019
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Policy Title Maternity Leave Policy

Policy presentation This will be made available in writing (Arial font size 12)
in Welsh and English. Alternative formats may be
requested. Such requests should be made to
mike.williams@colegsirgar.ac.uk

Policy communication Gateway

Main purpose of the To set out the rights, entitlements and obligations of

policy (Brief Summary) employees who are pregnant and wish to avail
themselves of the maternity benefits provided by the
College.

Main Author Executive Director of HR and Wellbeing

(Who can provided advice
and guidance on contents)

Date approved at
Corporate Board

Date effective from 01/08/2019
Date for renewal Annually and in line with legislation
Equality Impact Yes
Assessment needed
Yes or no)
Date of Equality Impact 19/07/2019
Assessment
Welsh Language Impact [ Yes
Assessment

Date of Welsh Language
Impact Assessment

Risks Associated with Potential health and safety breach if risk assessments
Policy are not carried out. Unfair or inconsistent approaches to
(If policy is not dealing with maternity leave applications and pregnant
implemented) employees.

HR/MaternityLeavePolicy/01082019
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CONTENTS PAGE

-

. Introduction

2. Initial Notification to the College
3. Maternity Pay

4. Pension Contributions

5. Keeping In Touch Days

6. The Right to Return to Work

7. Annual Leave

8. Protection of expectant mothers

PER15 Maternity Leave Application Form

HR/MaternitylLeavePolicy/01082019
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SICKNESS ABSENCE MANAGEMENT
POLICY AND PROCEDURE

HR/SicknessAbsencePolicy.01082019
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® colegsirgdr § colegceredigion

Policy Title Sickness Absence Management Policy and Procedure

Policy presentation This will be made available in writing (Arial font size 12)
in Welsh and English. Alternative formats may be
requested.  Such requests should be made to
mike.williams@colegsirgar.ac.uk

Policy communication Union Consultation

Staff Meetings

Staff Gateway
Main purpose of the The main purpose of this policy is to ensure that all
policy (Brief Summary) sickness absence is responded to in a fair, caring and

sympathetic manner. That the procedure relating to
absence management is applied fairly and consistently
to all staff and to provide support to employees who are
unable to work through ill health.

Main Author Executive Director of HR and Wellbeing
(Who can provided advice
and guidance on contents)

Date approved at 05/02/2015
Corporate Board

Date effective from 01/08/2019

Date for renewal Annual and in line with any legislative updates.
Equality Impact Yes

Assessment needed

Yes or no)

Date of Equality Impact | 09/10/2014

Assessment

Welsh Language Impact

Assessment

Date of Welsh Language
Impact Assessment

Risks Associated with Cost of sickness absence.
Policy To ensure staff wellbeing and consistency of approach
(If policy is not across the College in managing absence

implemented)

HR/SicknessAbsencePolicy.01082019
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Contents
1.0  Introduction
2.0 Scope
3.0 Aims
4.0 Conditions
4.1  Entitlement to Sickness Absence Pay
4.2 Rate of Allowance
4.3  Calculation
4.4  Annual Leave & Sickness Absence
4.5  Abuse of the Sickness Absence Management Procedure
4.6  Special Circumstances
4.6.1 Industrial Injury
4.6.2 Third Party Accident
4.6.3 Victims of Violent Crime
4.6.4 Communicable Diseases
4.6.5 Infection Control
4.6.6 Withdrawal of Policy Payments
4.6.7 Terminal lllness
5.0 Procedure
5.1 Reporting, Monitoring & Recording of Absence
5.1.1 Reporting of Sickness Absence
5.1.2 Contact
3.1.3 Returning To Work
5.1.4 Medical statement of fitness
5.1.5 Monitoring and Recording of Absence
3.1.6 Return to Work Discussion
5.1.7 Occupational Health
6.0 Short Term Sickness Absence Management Procedure

6.1
6.2
6.3
6.4
6.5
6.6
6.7

Intermittent/ Persistent Short Term Absence
Employee Support Meeting (Informal)

First Formal Absence Review Meeting (Stage 1)
Second Formal Absence Review Meeting (Stage 2)
Third & Final Absence Review Meeting (Stage 3)
Capability Hearing

Appeals

HR/SicknessAbsencePolicy.01082019
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7.0 Long Term Sickness Absence Management Procedure
7.1 Long Term Sickness Absence
7.2 Phased Return To Work
7.3 First Absence Review Meeting (Stage 1)
7.4  Second Absence Review Meeting (Stage 2)
7.5  Third & Final Absence Review Meeting (Stage3)
7.6 Capability Hearing
7.7 Appeals against Dismissal
7.8 Permanent Ill Health

Appendix 1 — Notification of Absence Flow Chart
Appendix 2 — Short Term Sickness Absence Procedure Flow Chart
Appendix 3 — Long Term Sickness Absence Procedure Flow Chart

HR/SicknessAbsencePolicy.01082019
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Reporting of Sickness Absence Procedures

If you are unable to attend work due to sickness absence you must:

Telephone your campus office and your line manager or management team on your first day
of absence between 8.00 and 8.45 or with as much notice as possible if normal start time is
different to 8.45

Advise of the reason and likely duration of absence

If you have not been able to speak to your line manager, you will be asked to leave a contact
number with campus office for your manager to get in touch with you later that day. Your
manager/ management team is expected to speak with you on your first day of absence.

Maintain regular reasonable contact with your line manager/management team throughout
your absence.

If your absence spans more than 7 days, provide a Medical Statement of Fitness from the 8t
day. These must be provided in a timely manner and must run consecutively with no
uncovered days.

Notify your campus office and your line manager immediately on your return work.

Payments made for days taken as sick leave will be shown on your payslips. These will be done
automatically. Failure to report your return to work could result in incorrect adjustments being
made to your salary.

Complete an SA128 Self Certification Form. It is important that these indicate actual days of
sickness even if they are days that you would not normally work, eg weekends and public
holidays.

If you leave work due to sickness before 10.00 the full day will be recorded as 1 day’s sickness
absence, if you leave after 10.00 OR leave 1.25 hours after the normal start time it will be
recorded, not as sickness absence but may be considered as a unacceptable pattern of
absence under the new Short Term Absence Management procedure. You must advise
campus office and your line manager that you are going home.

All staff will be required to participate in a return to work discussion with their line manager
following every period of absence. Details of this will be recorded on the CSG My Absence
system and must be agreed by the employee prior to submission to HR.

All staff are able to view their own sickness record by accessing CSG My Absence via the College
Gateway. All staff should be familiar with the contents of the Sickness Absence Management Policy

and Procedure.

Please note, failure to comply with the provisions of the Sickness Absence Management Policy

and Procedure could lead to the withholding of sick pay and may constitute misconduct and be

dealt with in accordance with the College’s Disciplinary Policy.

Updated 21/08/2017 Ly



@rdence .

Absences Other Than Sickness Absence

The College has a Special Leave of Absence Policy and a Parental Leave Policy, which contains
details in relation to absence from work not relating to sickness absence. These policies are both
available on the College Gateway. The following are the most common forms of absences:

TIME OFF FOR DEPENDANTS

¢ All employees have the right to time off during working hours for dependants, this time off is
intended to deal with unforeseen matters and emergencies. A dependant could be a spouse,
partner, child, parent, or someone who depends on an employee for care. The leave can be
taken for example, to deal with a breakdown in childcare or if a dependant falls ill or is taken into
hospital. Please refer to the Special Leave of Absence policy for more detail.

There is no statutory entittement to receive pay while taking time off for dependants,
however, the College will allow the first day to be paid but any subsequent days will be
unpaid.  Alternatively, an employee can take annual leave or TOIL. An SA128 must be
completed on return to work.

COMPASSIONATE LEAVE

¢ Compassionate leave normally up to 5 days will be granted for the following (this may be
increased to a maximum of 10 days at the discretion of the line manager taking in to account
individual circumstances): Death of, or life threatening illness or injury to: Spouse, Civil Partner,
Partner, Child, Parent/ guardian, Sibling, Grandparent, or other close dependent relative or
partner.

The employee should inform the manager of the need to take compassionate leave as soon as
is reasonably practical to. Each case will be viewed sympathetically and the individual's
circumstances will be taken in to account. An SA128 must be completed upon return to work.
Please refer to the Special Leave of Absence policy for more detail.

DOCTOR/DENTIST/HOSPITAL APPOINTMENTS
(The intention is that the time granted would be a maximum of one whole day per appointment.)

¢ The line manager and campus office should be notified in advance of the appointment if it is a
planned visit. If an emergency arises, notification should be made on return to work.

JURY SERVICE/COURT WITNESS

¢ The line manager should be advised and the campus office should be notified in advance of any
impending absence, and an SA128 completed. Please refer to the Special Leave of Absence
Policy for further details and information relating to pay during this type of absence.

PARENTAL LEAVE

¢ All staff are entitled to apply for parental leave provided that they meet the required eligibility
criteria. The entitlement is for up to 18 weeks of unpaid parental leave. Employees may not take
leave in blocks of less than one week (except in relation to a child who is disabled) and may not
take more than four weeks leave in respect of any individual child in any year, an application for
parental leave must be made. Please see Parental Leave Policy for further details.

Updated 21/08/2017
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SWoT

The introduction of this change is adopting of the policy went to negotiating with the Unions, the
new system required involvement of IT to develop a system appropriate to the policy and procedure
and then training with staff and managers on how sickness reporting and recording will be used.

A SWOT analysis on this change is seen below.

Strengths of the change are, improved sickness procedures which aim to manage absences to
reduce and maintain low levels of short-term sickness, harmonisation of policies with CSG for parity
across all campuses; ensuring all staff follow the same rules without any disparity. Focusing on
decreasing sickness could positively affect employee wellbeing which will lead to higher
performance (CIPD, 2019),

Weaknesses of the change are that it is time consuming to develop the systems and policies as well
as taking time in delivering the change to all staff; as well as this, despite CC employees having
undergone many changes over recent years, CC still haven’t adopted a change ready culture which
could affect how quickly the change is accepted and moving forward. The HR function haven’t
implemented effective technigues to manage impacts of change (Wilkinson and Taylor, 2016).

Opportunities of the change are, potential to decrease short-term sickness absences and to
effectively manager absences. The introduction of trigger points based on Bradford factor will allow
HR and managers to monitor and resolve reoccurring absences; this could lead to a higher engaged
and productive workforce. Another opportunity is to encourage managers to act as positive role
models; employees will choose how to act depending on managers’ behaviours (Marris, 2017).

Threats of the change could be negative presence of trade unions which could delay or prevent the
change from progressing as well as the change not being communicated clearly or frequently
resulting in staff feeling confused, uninvolved and lack of trust in the organisation and leadership
(CIPD, 2018a).
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Stakeholder

Influence

Interest

Stakeholder Grouping

Employees

High

Hugh

Maintain frequent and
thorough
communication of the
impending change and
throughout the
implementation;
involving staff at each
stage

Management

High

High

Communicating
frequently and
honestly, providing
training on managing
sickness.

Students

Low

Low

Inform students of
changes if asked.

General Public

None

None

NA

e
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Communications Strategy

Coleg Ceredigion Profile

Coleg Ceredigion is a Further Education college
based in West Wales. The College had two
campuses based in Aberystwyth and Cardigan;
however, following a merger with a second
college, Coleg Sir Gar in 2017 the colleges have
now become 1 with 2 brands and 7 campuses.

Reason for change

To ensure parity and fairness for all, the HR
departments and managers from both brands
have been working closely in order to
harmonise policies and procedures. The
introduction of the new sickness policy and
procedure as well as the system will mean
further work and training for Campus Office
staff and management, as well as familiarising
employees with the changes.

Providing clarity and fairness for all will aim to
improve higher performance from staff (CIPD,
2019a)

Awareness

Following the merger, staff morale at Coleg
Ceredigion has been negative with the short-
term sickness absence rates increasing. During
2017 there was a redundancy process which
saw sickness rates decrease; this could be
associated with the redundancies. According to
ACAS (2019b) attendance records is a criteria
for redundancies and could leave employees
feeling pressured to attend to maintain job
security. However, during the redundancy
process in 2019, the sickness figures weren’t
affected.

To improve morale and to ensure employees
feel involved in the involvement of change,
communication is important, as well as having
employee voice and/or employee
representatives (CIPD, 2019h)

Communication Objectives
1. Outcome
2. Reinforce issue
3. Communication channels

The main outcome from communicating this
change to employees is to provide and
understanding for why the change must occur.
HR and management are responsible for
ensuring that everyone is aware of the new
policy and procedure and how and why the
new system has been implemented. Union
representatives have been given the
opportunity to affectively communicate the
change to employees in order to get their
commitment. Managers and HR will also be
visible and available to employees to answer

'S




EanAence |

©

questions and address issues should they rise.
HR will also be required to issue a letter to all
staff reminding them of the change. It's
important that the college actively uses a 2-way
open dialogue with representatives and
stakeholders (Wilkinson and Taylor, 2016).

Bringing employees attention to the change in
policy and systems will reinforce the
reoccurring issue that the college has with
short-term sickness absences; making staff
aware of the new ‘targets’ that are embedded
within the policy and system to provide HR and
managers the ability to monitor absence
figures.

The change will be communicated to all staff
through employee representatives, through the
staff intranet and letters (Coleg Ceredigion,
2019b)

Project Manager(s)

Executive Director of HR and Wellbeing to
oversea the consultation with Union
representatives regarding the acceptance of
the new policy with the assistance of the
Assistant HR Officer.

HR Advisor and Assistant HR Officer working
closely in implementing and training staff on
the new sickness system.

HR Services Manager and Assistant HR Officer
devising outcome letters to all staff.
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CSG MYABSENCE

Access: Through link on email notification or on the Gateway > Applications > CSG MyAbsence
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Misc eReports — Access to a number of Absence management reports
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Change Plan

Vision and Objectives

® To harmonize all policies and procedures to provide parity and fairness across all 7
campuses.

® To have an agreement to adopt the policies by 1* April 2019 and to implement from then
on.

® Remove recording of absence from the HR Department to the Campus Office and train the
appropriate staff and managers on the new system and procedures.

® Provide an honest and thorough communication process throughout this change

How to achieve the vision and objectives

® Request to harmonise and proceed with change of procedure and system to be approved by
the Executive team.

e Discussion between the HR Department and Union Representatives.

e Unions to consult with Coleg Ceredigion employees.

e Unions to report back to HR Department.

e Implement new policy, procedure and system from 1% April 2019

e Frequent communication with employees on the change

e Written outcome to employees.

e Training sessions with appropriate staff.

e Continuing support to all staff on using, fammiliarising and managing the sickness policy,
procedure and system.

Business Case

Coleg Ceredigion is the only Further Education college in West Wales. Following the merger with Coleg
Sir Gar in 2017, it is now 1 college, 2 brands and 7 campuses. As part of the merge between the two
colleges, focus has been on harmonising policies and procedures; in particular, the sickness policy.

Over the past years, short-term sickness absence levels have increased at Coleg Ceredigion (Figure
1.1) a factor recognized by the HR department and line managers as an issue which needs addressing.
The implementation of the new policy and procedure will allow for better management and
monitoring from line managers on dealing with short-term absences. The new policy will be based
around ‘trigger points’ like the Bradford Factors, drawing managers and HR’s attention to employees
who have reoccurring sickness reasons or pattern appears. To support this, a new sickness system will
be developed to automatically alert managers when an employee has reached a trigger point to
conduct and informal meeting as stated in the policy. The online system accessed via the staff Intranet
will reduce on the amount of paperwork currently used during sickness procedures.

Those affected

This change will mostly affect Coleg Ceredigion employees; from all levels of the workforce. The main
stakeholders for the college is students, however this affect won’t affect them other than hopefully
improving lecturers sickness absence levels which will benefit their education.
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The HR Department will participate in Union meetings, communicating with employees and
implementing and training staff on the adopted policy, procedure and system.

Union representatives will be required to consult with employees on the change and influence
a positive agreement to adopt the changes.

Managers will be required to act as a positive role model for the change, answer and manager
any concerns or issues raised by employees and have open and honest communication at all
times.
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Notes of meeting held on Wednesday 6™ March 2019 in Faculty Director’s Office

on Aberystwyth Campus at 10:00am

Present

Catherine Hill, Executive Director of HR and Wellbeing (CH)
Nick Allen, UCU Representative (NA)

Daniel Titley, Unison Representative (DT)

Lynwen Williams, HR Officer (LW)

Katy Barron, Notetaker (KB)

3 things to discuss:

1. Harmonisation of Business Support pay scales — CSG/CC
Parity and Fairness

2. Sickness Absence Policy

3. Maternity Leave

NA Pay scales first

CH Everything works advantageously
Nobody loses out
Scale 5 - 3 people on top of the scale, doesn’t correlate to CSG scales. They are
earning more than top of scale at CSG, proposal to freeze those 3
4 people are due increment in August, they have a choice:

Choice - current increment is below top level at CSG. Can choose to take £500 now
and go over to CSG scale or stay and wait for CC increment but will lose out £200
long term. Choice is theirs.

DT How much cost for the college? Does it affect elsewhere?

CH Parity and Fairness s critical
Can freeze 3 people - earning fairly
Pay award being added to CC pays scales
Harmonisation of pay scales from 1° April

NA Those 4 can make individual decision?

CH Yes

DT Still get cost of Living rise etc in future

CH Yes

NA & DT Happy with pay scales agreement as discussed
CH Sickness and Maternity

Trade off here
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“harlotte Jensor
The 10/16/2019 17:17

#aty Barron

Hi Katy

anted o cangratulate vou on ail
very hard on encuring all parties i

Gur hard w
/e were given tha ri

during the harmamzation process.
ht information at the

This has been 3
ight time.

ully implamentad with vou

All the staff | have spoken with have commentes an vour professional approach and how tney feit informed threughout.

Thank you for your continued harg wark
Kind regards
Charictte

Charlotte Jepson

Rheolwr Gwasanaethau AD / HR Services Manager
Coleg Sir Gar / Coleg Ceredigion

Campws Graig Campus

Llangli

SA1S 40N

01554 748093

charlotte [epsond@colegsirgar ag uk

¥ colegsirgdr ) colegceredigion @

Rhan o Grwp PCDDS  Part of the UWTSD Group

LT 2 " nigel 7 AR set eS8 8 rLzos

0 e s 5 agirgn oe

egsgarat s

5 1 IO Sy a0 3TOMEMT. Ay s OF Op i 3rs ErE

23

ul planning and g

t communication skills, You have werked

= sngrenraid far

cfthe dutrar ang




LO2



The vision and objectives of the change plan as seen in evidence 2.1 was to adopt policies by 1% April
2018. Although the plan was followed and the sickness policy and procedure were implemented, we
weren’t able to implement the changes until 1% August due to communication difficulties.

As part of employees accepting the new sickness policy, they must agree to adopt CSG maternity
and pay scales as a ‘package’. However, the Union representatives didn’t communicate that this was
a package deal and that employees can only agree to all or reject them all. The minutes from this
meeting in Evidence 2.2 supports that this wasn’t clearly explained.

As it wasn’t made clear that this was the case, the employees understandably rejected the maternity
as the proposed policy wasn’t as generous as the existing one and were happy to adopt the sickness
and pay scales as they were advantageous.

During a second meeting in late March 2019, between HR and Union representatives, it was made
clear that there was miscommunication and required the Unions to meet once again with employees
{see evidence 2.3). Once the Unions met with their members and further explained the situation and
package deal we were able to get an answer, which was yes CC will be adopting all 3 policies.

However, as this was too late for 1% April, it was decided by the Executive Director of HR and
Wellbeing that the implementation of the 3 policies and procedures would be from 1¢ August 2019.

The agreement to implement the policies and procedures was communicated to staff through a post
on the staff intranet (Gateway, 2019) and a letter from the Executive Director of HR and Wellbeing
to each employee; including copies of the policies to familiarise themselves (evidence 2.4).

Poor communication can lead to time loss and decrease in productivity (HRM, 2010). With this
change, poor communication lead to time lost and resulted in the implementation of policies being
delayed.

Once there was agreement in place, other than changing employee’s salary and pay scales to align
the pay scales as agree by Unions and members, the main focus was the sickness policy, procedure
and system.

Myself and the HR Advisor worked together alongside the IT department in setting up the system
and various management groups; ensuring that when a sickness or absence record is inputted on the
system, the relevant manager is informed, we also created appropriate instruction packs and
arranged training sessions. (See evidence 2.5, .20, L448.208 2.10].

The arranged training sessions happened during the Summer period, meaning many managers or
staff were on annual leave. Therefore, | contacted them and arranged one to one training when they
were next available (evidence 2.11). I also reminded staff at the beginning of September of the
changes which occurred over the Summer (evidence 2.12).

The techniques used in order to maintain positive working within the college were providing honest
and frequent communication. There are weekly staff meetings that occur on both campus; this gives
staff a chance to ask questions and for managers to inform employees of information and changes.
There are always minutes sent around for those unable to attend (evidence 2.13).

As seen in evidence 2.14 CC’s grievance policy and procedure is in place to ensure that any matters
or concerns raised by employees or managers are dealt with and managed appropriately and in a
timely manner. The policy is available through the staff intranet (Gateway, 2019).
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CC also encourages employee voice and positive relationships by supporting and encouraging open
2-way dialogue between employees, managers and employee representatives.

This change process reflects Kotter's 8-step change model (1996). HR and Executive team
established an awareness that the sooner there is harmonisation of policies and procedures across
the whole college, the better.

We approached Union representatives as change leaders to guarantee smooth and quick acceptance
of change. We informed and explained the story to staff for the reason behind the change;
emphasising on the need to reduce the sickness rates at CC. As soon as HR were aware that the
Union representatives had misunderstood the ‘package deal’, HR intervened in order to remove that
obstacle. Once this was done, the Union members Came to an agreed decision almost instantly.

A successful way to monitor effectiveness is through the use of Gantt Charts, although this
technique wasn’t used for this particular change. Instead, | met with managers to ask how the
implementation has affected them and the rates of sickness. The new policy and procedure has put
more onus on to campus office. They now record and manage the sickness absence system which
has improved the accuracy of the data recorded on the system. Campus office are also able to chase
and ensure self-certification forms are returned (evidence 2.15).

A previous questionnaire on sickness included a question on whether absences should be managed
by HR or line managers (evidence 2.16). The responses were mixed but this new system has been
designed for line managers to have more involvement in their employees’ absences. Wright (2014)
suggests that managers are more understanding and sympathetic for employee they manage.

HR report sickness absences annually. However, as the new sickness policy and procedure have only
been in place since the start of the academic, | have monitored the levels on a monthly basis.
Evidence 2.17 shows the comparison of rates between the academic year 18/19 and 19/20 for
months September until November.

The graph shows a significant difference between September and November sickness rates for this
academic year in comparison to 2018/2019, however the rates for October still remain high.
Through monitoring the rates monthly, | am able to notice patterns or areas of concern. As the first
term of 2019/2020 is almost over, the results show that the change of policy, procedure and system
have reduced absences.

The college’s mantra is “1 college, 2 brands, 7 campuses” and the harmonisation of policies helps to
reinforce that we are one. This cha nge has successfully enabled us to combine policies and
procedures to ensure all employees across all 7 campuses are working simultaneously; successfully
reaching the organisational requirements.

The previous sickness system at CC was recorded by the HR department and entries were submitted
on to the HR database. Now staff can access their own sickness records by logging on to the staff
intranet and clicking on the sickness system link (see evidence 2.18).
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Myself and my colleague in CSG work closely in ensuring the accuracy of the sickness system and we
analyse the system each month to check for inaccuracies or anomalies (see evidence 2.19). 1 also
share any concerns or questions regarding the system with her in order for us to rectify and correct
if needed; this guarantees that we maintain records in line with the organisation policies, procedures
and requirements.

Evidence 2.20 is an email from my line manager that my contribution was effective.
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Change Plan

Vision and Objectives

® To harmonize all policies and procedures to provide parity and fairness across all 7
campuses.

* To have an agreement to adopt the policies by 1°* April 2019 and to implement from then
on.

® Remove recording of absence from the HR Department to the Campus Office and train the
appropriate staff and managers on the new system and procedures.

® Provide an honest and thorough communication process throughout this change

How to achieve the vision and objectives

® Request to harmonise and proceed with change of procedure and system to be approved by
the Executive team.

e Discussion between the HR Department and Union Representatives.

¢ Unions to consult with Coleg Ceredigion employees.

® Unions to report back to HR Department.

® Implement new policy, procedure and system from 1% April 2019

® Frequent communication with employees on the change

® Written outcome to employees.

e Training sessions with appropriate staff.

® Continuing support to all staff on using, fammiliarising and managing the sickness policy,
procedure and system.

Business Case

Coleg Ceredigion is the only Further Education college in West Wales. Following the merger with Coleg
Sir Gar in 2017, it is now 1 college, 2 brands and 7 campuses. As part of the merge between the two
colleges, focus has been on harmonising policies and procedures; in particular, the sickness policy.

Over the past years, short-term sickness absence levels have increased at Coleg Ceredigion (Figure
1.1) a factor recognized by the HR department and line managers as an issue which needs addressing.
The implementation of the new policy and procedure will allow for better management and
monitoring from line managers on dealing with short-term absences. The new policy will be based
around ‘trigger points’ like the Bradford Factors, drawing managers and HR's attention to employees
who have reoccurring sickness reasons or pattern appears. To support this, a new sickness system will
be developed to automatically alert managers when an employee has reached a trigger point to
conduct and informal meeting as stated in the policy. The online system accessed via the staff Intranet
will reduce on the amount of paperwork currently used during sickness procedures.

Those affected

This change will mostly affect Coleg Ceredigion employees; from all levels of the workforce. The main
stakeholders for the college is students, however this affect won’t affect them other than hopefully
improving lecturers sickness absence levels which will benefit their education.
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The HR Department will participate in Union meetings, communicating with employees and
implementing and training staff on the adopted policy, procedure and system.

Union representatives will be required to consult with employees on the change and influence
a positive agreement to adopt the changes.

Managers will be required to act as a positive role model for the change, answer and manager
any concerns or issues raised by employees and have open and honest communication at all
times.
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Present

Notes of meeting held on Wednesday 6" March 2019 in Faculty Director’s Office

on Aberystwyth Campus at 10:00am

Catherine Hill, Executive Director of HR and Wellbeing (CH)
Nick Allen, UCU Representative (NA)

Daniel Titley, Unison Representative (DT)

Lynwen Williams, HR Officer (LW)

Katy Barron, Notetaker (KB)

3 things to discuss:

1. Harmonisation of Business Support pay scales — CSG/CC
Parity and Fairness

2. Sickness Absence Policy

3. Maternity Leave

NA

CH

DT

CH

NA
CH
DT
CH
NA & DT

CH

Pay scales first

Everything works advantageously

Nobody loses out

Scale 5 - 3 people on top of the scale, doesn’t correlate to CSG scales. They are
earning more than top of scale at CSG, proposal to freeze those 3

4 people are due increment in August, they have a choice:

Choice — current increment is below top level at CSG. Can choose to take £500 now
and go over to CSG scale or stay and wait for CC increment but will lose out £200
long term. Choice is theirs.

How much cost for the college? Does it affect elsewhere?

Parity and Fairness is critical

Can freeze 3 people — earning fairly

Pay award being added to CC pays scales
Harmonisation of pay scales from 1% April

Those 4 can make individual decision?

Yes

Still get cost of Living rise etc in future

Yes

Happy with pay scales agreement as discussed

Sickness and Maternity
Trade off here
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Minutes of meeting with UCU and UNISON representatives

Thursday 28" March 10:15-10:30am in the Boardroom at Cardigan Campus

Present:

Catherine Hill, Executive Director of HR and Wellbeing (CH)
Nick Allen, UCU Representative (NA)

Brian Nabney, UNISON Representative (BN)

Lynwen Williams, HR Officer (LW)

Katy Barron, HR Administrative Assistant (KB)

CH What is the response regarding the maternity policy?

BN We had a meeting with the members (20 women) and they rejected the maternity leave
policy. However, they are happy with the pay scales and sickness policy.

Staff/Members see it as a reversal of the rights that women have fought for.
They don’t want to give up what they already have.

Impression given was that the changes between CC and CSG policies are to be seen as
upgrading not downgrading.

It was mentioned in last week’s union meeting that Barry Liles [Previous Principal] had said
that everything should be upgraded and not downgraded.

CH Wendy Powell mentioned in last week’s union meeting that BL had mentioned this
previously, however there were no minutes from that meeting to show that.

We are in a situation where we need to watch every penny.
Sick and pay scales goes up, we need to find parity and harmonisation.
Putting CC’s maternity policy to CSG would be too costly.

We need to come to an agreement otherwise we will consult — changing the terms and
conditions.

NA What do you mean by consultation?

CH Consultation is an official term of changing terms and conditions/contractual changes. Those
who don’t accept can take voluntary redundancy

NA We're being asked to make a decision that affects all women. Their right to this maternity
policy has been in place a long time.

CH When did this policy come in place?
BN It was negotiated and agreed.
CH Ceredigion County Council, UWTSD and Colleges all have 12 weeks.

Lw | have checked with others and CC are very generous.
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Please ask for:
Catherine Hill, Extension 8124

Date

Address

Dear

Further to consultation and agreement with staff and unions, | am pleased to inform you of the
harmonisation of the following:-

Sickness Absence Management Policy & Procedure

Maternity Leave Policy

Pay Scales for Business Support Staff

These will be implemented from the 1 August 2019 and are available on the college gateway. Enclosed
is a copy of the Reporting of Sickness Absence Procedures. | would be grateful if you could familiarise
yourself with these documents.

Business Support staff will automatically transfer to the new pay scales from 1 August 2019 and
continue to receive the annual increment, if appropriate, until the top of the scale has been reached.

If current salary is higher in value than the harmonised pay scale, those staff will remain at their current
pay grade.

If you require additional information, please do not hesitate to contact me.

Yours sincerely

Catherine Hill
Executive Director
HR & Wellbeing
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Department

Technology and Skills

Creativity and Care

Management Groups

Managers
Ashley Wallington (Faculty Manager)

Ashley Wallington (Faculty Manager)
Huw Thomas (Head of Section)

Ashley Wallington (Faculty Manager)
Allison Davies {Head of Section)

Staff
Allison Davies
Huw Thomas

Andrew Bermanski
Gaynor Boulton
Jane Clarke-Evans
Andy Copeland
Caryl Edwards
Marian John

Huw Morgan
Roma Morgan
Edward Phillips
Linda Phillips
Marion Phillips
Gareth Renshaw
Gareth Revel
Chloe Reynolds
Rachel Rose

Emyr Thomas
Tony Trumper
James Ward

Jim West

Val Williams

Lona Winney
Mark Cannell
Edward Evans
Anthony Goellnitz
Ben James

Ben Dick

Jeff James

Jet Moore

David Williams
Darren Stevens

Hannah Abbott
Russ Basford
less Baudey
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CSG MYABSENCE

Access: Through link on email notification or on the Gateway > Applications > CSG MyAbsence

ESENEt o CSG College Absences user (N

_ ¥ colegsirgar
Absences v Misc » Admin =
Session tmeout :24:30 @giect Languageq Pow ered by ¢ Trans late acd tofavourtes -
Absences:
e g e . .
e Associated Staff — Show absences of staff from area for previous
Absences
months

Associated Staff — . o
View Team » 2 e View Team —Allows you to select individual employees records, and

find absence review meeting records

® Your - View your own absence record and your own absence
review meeting records

Your »

Misc:

Misc v ‘ercrs | @Reports — Access to a number of Absence management reports

co—Re
[selec. oPrE et

Admin: Management don’t have access to this section. HR only.
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Open Absence System from the Gateway > Applications > CSG My Absence (College Absences)
Taking a Call:
When a member of staff phones in sick you will need to establish;

e The name of the member of staff and what department they work in/ who their line
manager is

e The reason for absence (if the member of staff doesn’t wish to disclose the reason you can
make a note of this in the message section on the system)

e The likely duration of the absence

e Whether they have spoken to their line manager

e A contact telephone number and convenient time for their manager to ring them back if
they have been unable to speak to them

Entering a new Absence:
This must be done immediately as this is what drives the email notification to the line manager.

1. Select “Add”

LauneL
Absences w Misc » Admin ¥
Session timeout in 2243 Add
View
Your ’

2. Select Campus, Aberystwyth/ Cardigan (system will automatically filter the campus that you
have responsibility for)

U —— 010 wioumes

Cardgan
Absences for EIEFETNT] Ausist  w| 2y v

T

1 Smlf; Floas: Snip1
I OR Stalf Number

H Sickness of| Sickness *
Other Absenee|———— e -
‘ Sicknass Reason Dascriphion

v i v i

I | sa128 presen o+
| Statement of Filness present |No_ | Expiry Date

HSR | No v . Healtn & Safoty Related g OF 15 3 WOk reiated ness o

| Dae l.f - d E ) |
| _?‘_"Elﬂ" L o e o |

Notify " = i
: Manageris)|| g

| message: |

S — e — —
i NumT !

| swmt ||
— — == - %

il
|
! Exported StaffNo  Mame = Positon SickiAbseni  Absence Reason Type of Absenca Sickness Reason Stan D |

i| Mo data bl

il b [ omoale

a. Select Staff Member from drop down list
Select whether the absence is “Sickness” or “Other Absence” and select sickness
reason or absence reason and type from the drop down box.

c. SA128 present; this will normally be “no” at point of entering initial absence. See
below for how to update this.
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MANAGEMENT REPORTS

Under “Misc” > Reports

LObLNET & ¥ colegsirgar

Absences v Misc + Admin «

Session timeout in 24:53 @L&E@_\ﬂ Bowarsdiy Gyl Traneate add tofavourtes .-
Reports

Return RTW Qutstanding

Pending Employee Feedback

Specific Absences

Trends - since 01 Apr 2015

Absences per calendar day / weekday

Trggers

3 or more Absences in last 3 Months (13 weeks)

5 or more Self Certified Absences in last year

10 or more Days in last year (comprising of 2 or more absences)

Absences of more than 4 weeks (26 daysjin last year

® Return RTW Outstanding — Return to work meetings that have not been completed by the
line manager.

e Pending Employee Feedback — Return to work has been completed by the line manager but
the employee has not confirmed the details recorded

® Specific Absences — Reports that will show absences other than sickness, ie Time off for
Dependents / Compassionate Leave

e Trends —since 01 Apr 2015 — Ignore

e Absences per calendar day/ weekday — Ignore

e Triggers — Will show who has hit one of the 3 triggers and who has had/ is on long term sick.
NB. The number of days reported do not discount part time working/ weekends. Please be
mindful of this when assessing whether an employee has actually hit a trigger point. Also
need to consider the most recent date of absence and whether it is appropriate to escalate
the process, eq if it is September and an employee has hit a trigger but the last absence date
was June.

56
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Sickness Training

@ fatyBajrcm o e

Caiegsingar.

The rooms | have booked only have the one PC with a smart hoard. However, | can speak with IT to sze if | can arrange for lapteps to be set up. Yes, there will be mere in Cardigan than
Aber. | think there will be about 4 or § of us in Aber {inclucing managers) and then 6 or 7 in Cardigan.

Tharks
Katy

Katy Barren

Cynorthuwryydd Gweinyddal AD / HR Administrative Assistant
Coleg Ceredigion

Campws Llzubadarn Campus

Aberystuyth

Ceradigion

5Y23 38P

01970 639 700 ext. 273

Laurs Lucas <Lauralucas@colegsirgarac.uk >
. =i

ve gat it Wil there be more than one 2C inthe ro

Lavra Lucas
PG Dip CIPD, Assoc.CIPD

¥mayrghorydd AD ; HR Advisor
Campws Graig Campus

Lianell

S4154DN

Flap Palambam sy A1ES 0 Tan e
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Overdue RTW Documentation notification

@

Hi Katy,

Yes please.
Diclch.

Darren

Katy Barren

Hi Darren

When | am next in Cardigan | will come and find ¥ou 10 go over the Sickness System if you'd lika?
There wvas training on this on 19th August but | am happy to go ovar it

Thanke
Katy

Katy Barron
Swyddog AD Cynerthwy-ydd / As
Coleg Ceradigion

Campws Lianbadarn Campus
Aberystwyth

Ceredigion

S¥23 3BP

01970 639 700 ext. 273

stant HR G

fice

h you,

593

"
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Policies

@

Katy Barron

Kios

r‘-:‘sen:e_Msnagem”

Hi Huw
| have attached tha new Sickness Absence Policy and Special Leave of Absance Policy.

Diolch
Katy

Katy Barron

Cynorthwyydd Guweinyddel AD / HR Administrative Assistant
Coleg Ceredigion

Campiys Lianbadarn Campuc

Aberystwyth

Ceredigion

SY23 3BP

01570 639 700 ext. 273

&
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Faculty Team Meeting Minutes

Ashley Wallington
Ved 2711 /2078 1448

Cardigan Staff Mailing List; Llanbadarn Staff Mailing List

&

FTH Minutes 261119.docx

Lo

KB

Plzase find attached the minutes of last night's Faculry Team Me:
Thanks,
Ash

enngs m Cardigan and Aber

4O
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colegsirgar § colegceredigion

GRIEVANCE POLICY AND
PROCEDURE

HR/GrievancePolicy/January2019

G
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¥ colegsirgar § colegceredigion

Policy Title Grievance Policy and Procedure

Policy presentation This will be made available in writing (Arial font size
12) in Welsh and English. Alternative formats may be
requested. Such requests should be made to
mike.williams@colegsirgar.ac.uk

Policy communication Staff Gateway
Main purpose of the To enable an individuai employee, who has a
policy (Brief Summary) grievance directly related to their employment, to raise

their concerns, and for these to be dealt with promptly,
fairly and consistently.

Main Author HR Director
(Who can provided advice
and guidance on contents)

Date approved at 25/10/2017
Corporate Board

Date effective from 26/10/2017
Date for renewal Annually and in line with Legislation updates
Equality Impact Yes
Assessment needed

(Yes or no)

Date of Equality Impact | 19/09/2017
Assessment

Welsh Language Impact | Yes
Assessment

Date of Welsh Language | 04/10/2017
Impact Assessment

Risks Associated with Non-compliance with legislation and a risk of
Policy employment tribunal if failed to be handled
(If policy is not reasonably. Breakdown in working relationships.

implemented)

HR/GrievancePolicy/January2019

G2
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1.0 Introduction

2.0 Scope

3.0 Right to be accompanied

4.0 Record keeping and confidentiality
5.0 Mediation

6.0 Raising grievances informally

7.0 Formal Procedure

71 Statement of grievance
7.2 The grievance meeting
7.3 Notification of Decisions
7.4 The appeal meeting

Appendix 1 Notification of Grievance Form

HR/GrievancePolicy/January2019

(3
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Salwch Staff/Staff Sickness

@ Rhian Thomas

A1 Stafi Mailing List

]
=8

Statemant of Absenca.pdf

Annwyl Bawb/Dear All

Os ydych wedibod yn absennol o' gwaith cherwydd salvch, a allech sicrhau bod swyddfa'r campuis yn cael i hysbysu pan ddychwelweh i'r gwaith. Bydg hefyd angen cwblhau datganiad
absenoldeb (gweler yr atodiad am wybodaeth) ar &l dychwelyd a'i rol i Swyddfa'r Campuys.

If you have been absent from work dus to sicknass could you please ensure that campus office is notified when you return to work. A Statement of Absence (see attached for information)
will alse need to be complated en your return and given 10 campus cffice.

Diclch,
Rhian

Rhian Themas

Rheolwr Campws/Campus Manager
Caleg Ceredigion

MMaes y Parc/Park Place
Aberteifi/Cardigan

SA43 1AB

Rhif Ffon/Phone Number: 01239 612032 Est/Ext; 475

Ysgrifennweh ataf yn Gymraeg neu Saesneg
Please write to me in Welsh or English

Gy
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(These questions are based on short-term sickness absences of 7 days or less)

1. Do you think that short-term sickness absence is something that needs to be
addressed within the college?

[1]YES []NO

2. What do you believe is the main cause of short-term absence in the college?
[ ] Chest & Respiratory
[] Eye, Ear, Nose, Mouth/Dental
[_—_| Genito-Urinary/Gynaecological
|:| Heart, Blood Pressure & Circulation
] Infections — Cold, Flu, Fever etc
[_] Musculo-skeletal Problems
[] Neurological
[ ] Pregnancy Related
[ Stress, Depression & Mental Health
[] Stomach, Liver, Kidney & Digestion

D Other

3. What do you believe, if any, is an unreasonable amount of time off due to
sickness in a rolling 12-month period?

4. Do you think that absence management should be dealt with by line
managers or by the HR department?

[_]Line Managers [ JHR Department

LS



Ewnclence 2 -\b

5. (For those with line manager responsibility only) Do you consider that yo've
received adequate training in absence management, e.g. how to conduct
return to work interviews?

[JyEs [INoO

6. When returning to work after a short-term absence period, do you find return
to work interviews with your line manager useful?

[ 1ves [ Ino

Please justify:

7. Do you consider Coleg Ceredigion’s current sickness procedure to be:

[ ]VeryGood  [] Satisfactory [ ] Poor

8. If needed, how could the current sickness absence procedure be improved?

LG
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Absence Rates

25
20
15
N :

September  September October QOctober November November
2018/2019 2019/2020 2018/2019 2019/2020 2018/2019 2019/2020
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gateway

& colegsirgar

Applications

¥ colegceredigion m

Self Senvice Password =
appshed
Clickview
Cylix - Staff Development

Coleq Ceredigon Websile
ColegSuGar Websiie
College Internal Vacancies
College vacancies

C8G Net Reports

C56G My Absencs

EB!

5 Agent
Engineering Request
eTrack

Claims

System

& Googie

Geogle C
Googie Drive

SWAVA Retaln Archive
Helpdask - 1y Tckets

Libsary

L

Exam Tumetate P Forms

You are here: Home

Staff Info 8.12.19

PLEASE WEAR YOUR LANYARD

SAFEGUARDING CONTACTS please see HERE

TUTORIAL LINK 2019/20 YEAR hiips //sites google com/colegsirgar ac ukite
EBS AGENT DOWNTIME: This service will be down on Thursday 12th Decer
undertaken with the angeing Issue for progressions. Apologies for any incanve

FOOD BANK: Annual Library Feod Bank Collection - last day for donatic
any donations to your campus libranes before Thursday - any contribution gra

EMPLOYMENT VACANCIES SITE: Secky Pask has been working with the L
students - see mare il s /isites goodgle com Dlegsigar ac uk coleg=irgar-dyt

WELSH LANGUAGE STANDARDS: Some of the new students' nghts - see |

TEACHING TOOLKIT NUMBER 2: We are pleased to share with you our second
This haif term we have developed ‘Assessment Activities to Develop Le:
‘Effective Group Work'. Please feel free 1o getin touch if you have any sugges
Further supporl contact Liryony evatficolensirgar ac uk

t santation/dTHIAQEI2v TpIkMCD2y:

AAEIPY AN 22V

5 docs gaogle comipt

CHRISTMAS CLOSURE: All teacning will finish on all 7 campuses 3t 9pm or
20 December. a Chnstmas breaktast will be prowided for staff with the restoft
campuses will close at 1pm fo allow staff to attend any planned social activitie
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Sick System

@
@
@
@
@

Katy Barron
Fella Ha

15 add. I'm sarry for adzing to vour w

MNia Witliams
Fikaty Nope he's sefinitely not tharel! S0 0dd as all shis infarmation comes off resaurce link and he's an th

was he off wark witt

Iwill ask phil ¢ ha o me fing him, What dat

Katy Barrgn
Fello His name is Gareth Fenss

2y Barran Swyddog A

Cartigan Campus, No dou: you will find im strawgnt awsy. Thank you N Katy

Miz Williams
F Katy What's the nama of the memper

ydd/ Assistant HR Officer Campus Graig Campus Lianeli SA15 4DN e,

staft? I'li have a look my side now ) N s Wilkams

Katy Barron

Fri2 2018 11:32
Mia ams < Nia.WiliamsBco egsigaraciuc>
Hey Nia

i've noticed that a staff memeber doesn't appear on tha sick system - can you explain to me please how to add him?

Tharks
Katy

Katy Barron
Swyddag AD Cynortl
Coleg Ceredigiaon
Campws Lianbadarn Campus
Aberystuayth

Ceredigion

5Y23 3BP

wy-ydd / Assistant HR Cfficar

01970 639 700 ext. 273

L=\

2rmied by Campus Office that he was absent’. Thani,

“hat illness etc.,

znt HR Officer Coleg Ceretr gi.,

Maon 30/08/2018 0204

Mon 30,08,2019 0902

Mon 30,09/2019 8:32
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The first vision and objectives of this change (evidence 3.1) was to ensure the pay scales, maternity
and sickness policy was adopted and the development of a new sickness system to support the new
policy and procedure. This objective was reached and the policies, procedure and sickness are
successfully in place.

Our second objectives were to have the above implemented as of the 1% April 2019. However, as
discussed in LO2 there were set backs due to poor communication between HR and Unions which
meant the Union members did not agree on adopting the policies until much later, meaning the
implementation occurred from 1% August 2019.

We successfully removed the onus of recording absences from the HR Department on to the Campus
Office and myself and the HR Advisor were able to successfully train managers and the campus office
on how to manage and use the system.  was also able to offer one to one training for those who
weren’t able to attend the training sessions in August or if they wished to have further explanation.

Our final objectives were to ensure honest and thorough communication was conducted throughout
the entire process. Although there was frequent communication and questioning between staff, it is
clear that Unions and HR needed better and clearer communication.

The quantitative data (evidence 3.2) shows short-term sickness absences decreased in 2019/2020 in
comparison to 2018/2019. The new sickness policy has introduced trigger points based on the
Bradford factors. Staff are aware that if trigger points are met, managers will meet with their
employees to discuss concerns; this makes staff aware that the college is monitoring absences
(BrightHR, 2019).

The accuracy of the sickness system is better due to having campus office/reception staff being in
charge of the system; they see staff to ask to complete their self-certification forms and can record
instantly when they return to work. Previously when HR were responsible there were delays in self-
certificates being returned. Evidence 3.3 shows more self-certificates were completed during
2019/2020 in comparison to the previous academic year.

The HR department is unable to measure the full success of the change as it is still new into the
academic year. At the end of the year, the HR department run a sickness report to measure the
fluctuation in absence rates, to chase any existing self-certifications and/or return to work
interviews; also informing managers of the absences within their departments. However, the
support evidence suggest that the change has been successful

The current results of this change have provided HR with statistics to show that the change has
improved sickness rates and the completion of self-certifications, which is an im provement on the
previous year. However, as the change has only been in place for a couple of months, its difficult to
see whether the current results are a true reflection on the success of the change; potentially there
could be no change or improvement in the absence figures when the data is analysed again at the
end of the academic year.

An element required to further develop a change management process would be nominating change
champions to be involved in staff meetings, employee representative meetings and to be visible to
staff to see and speak to. Having someone involved in day to day activities who will proactively and
positively promote the change will reduce the likelihood of resistance (Linkedin, 2017).

Although the change has successfully completed, the results are still ongoing due to how recent the
change occurred. | have contacted staff, in particularly managers and campus office staff for their
support and work with taking on the additional responsibilities and ensuring the accuracy of the

S



information recorded. Th rough regular checking and annual reporting of the absences, this will show
a true reflection of the success of the implemented policy, procedure and system which will require
positive and constructive feedback to all staff.

Evidence 3.4 is an email from my line manager to support how | effectively communicated the
success and movement of this change.

Being an assistant in this change management process, | feel my abilities are limited. | believe that
better and clearer communication when discussing the policy package with the Unions was needed,
to have ensured the information was presented to the members correctly. However, the
communication with staff on the changes and in particularly the training of staff was successful.
Often with new systems or procedures there are many issues that need sorting, however during the
first term where the policies and procedures have been adopted and in use, there have been very
little problems.

The SWOT analysis is an effective tool in establishing any potential benefits or difficulties that may
occur before, during or after the change is in place. Although Kotter’s (1996) 8-step model was a
basis for how the change was conducted, it’s possible that the effectiveness would have been
enhanced if another model was used, such as DREC (Kew and Stredwick, 2013). This model stands
for Denial, Resistance, Exploration and Commitment; reflecting the emotions and reactions felt by
individuals during change. This would have prepared myself and managers for any resistance which
may happen and to prepare for any additional time that may be required to discuss and answer
questions; ensuring 2-way dialogue is embraced.

Using change models when managing change is seen as best practice and provided employees with
the feeling that they are centre of the change and that the change is to benefit themselves as well as
the organisation.

To improve my effectiveness to managing change, | will ensure that Gantt charts are used to keep to
schedule, and to prevent changes running over the initial deadline. This will also enhance the
planning and delivering of the project as well as acknowledging milestones throughout the process
(CIPD, 2019c¢)

S2
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Change Plan

Vision and Objectives

® To harmonize all policies and procedures to provide parity and fairness across all 7
campuses.

e To have an agreement to adopt the policies by 1° April 2019 and to implement from then
on.

e Remove recording of absence from the HR Department to the Campus Office and train the
appropriate staff and managers on the new system and procedures.

® Provide an honest and thorough communication process throughout this change

How to achieve the vision and objectives

® Request to harmonise and proceed with change of procedure and system to be approved by
the Executive team.

e Discussion between the HR Department and Union Representatives.

¢ Unions to consult with Coleg Ceredigion employees.

e Unions to report back to HR Department.

e Implement new policy, procedure and system from 1% April 2019

® Frequent communication with employees on the change

* Written outcome to employees.

e Training sessions with appropriate staff.

e Continuing support to all staff on using, fammiliarising and managing the sickness policy,
procedure and system.

Business Case

Coleg Ceredigion is the only Further Education college in West Wales. Following the merger with Coleg
Sir Gar in 2017, it is now 1 college, 2 brands and 7 campuses. As part of the merge between the two
colleges, focus has been on harmonising policies and procedures; in particular, the sickness policy.

Over the past years, short-term sickness absence levels have increased at Coleg Ceredigion (Figure
1.1) a factor recognized by the HR department and line managers as an issue which needs addressing.
The implementation of the new policy and procedure will allow for better management and
monitoring from line managers on dealing with short-term absences. The new policy will be based
around ‘trigger points’ like the Bradford Factors, drawing managers and HR’s attention to employees
who have reoccurring sickness reasons or pattern appears. To support this, a new sickness system will
be developed to automatically alert managers when an employee has reached a trigger point to
conduct and informal meeting as stated in the policy. The online system accessed via the staff Intranet
will reduce on the amount of Paperwork currently used during sickness procedures.

Those affected

This change will mostly affect Coleg Ceredigion employees; from all levels of the workforce. The main
stakeholders for the college is students, however this affect won’t affect them other than hopefully
improving lecturers sickness absence levels which will benefit their education.

e



The HR Department will participate in Union meetings, communicating with employees and
implementing and training staff on the adopted policy, procedure and system.

Union representatives will be required to consult with employees on the change and influence
a positive agreement to adopt the changes.

Managers will be required to act as a positive role model for the change, answer and manager
any concerns or issues raised by employees and have open and honest communication at all
times.



Cwvwalence 32

Absence Rates
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September 2018/2019
September 2019/2020
October 2018/2019
October 2019/2020
November 2018/2019
November 2019/2020

35

30

25

20

15

10

September
2018/2019

18
10
33
32
27
11

11
10
22
29
13

Number of Self Certifications completed

September
2019/2020

October 2018/2019 October 2019/2020

56

November
2018/2019

November
2019/2020
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Harmanisation

o Charlette fepsen P e e oy

Hi Laty

and staff really supported the precess ang provided &

Thank yau for the valuable contribution yeu have made to the narmomisation pro Wour efficient planning and timely communication to mzn,

smooth transition,

| have receives fovely feedbark from managers ard staff confirming their appreciation of your suppart curng IS procass,
Rind regards
Charlotte

Charlotte Jepson

Rheolvr Gwasanaethau AD / HR Services Managsr
Coleg 5ir Gar / Coleg Ceredigion

Campws Graig Campus

Llanelli

SA15 40N

01554 743093

charlotte | legsi at.uk

Exs ROVAL
Ne AWARD

Y colegsirgar § colegceredigion @

27 Ry T angr 3o L 82 g

na Buthsr and g

EA3 A 805 ST SN S7E SAETEEISS Bre Bsig) B § rEmraRE 3 oote of
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