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1.0 Background Information

Mid & West Wales Fire and Rescue Service (MWWFRS) operates 58 fire stations across 12000 square
kilometres of Wales, employing around 1,300 employees. MWWFRS's vision is “to be a World Leader
in Emergency Response and Community Safety” (MAWWFire, 2020a). To do this, their role is to
deliver proactive and reactive fire and rescue services to the people of Mid and West Wales
(MAWWTFire, 2020b).

The Human Resources (HR) function aims to provide high-quality responsive support and advice to
employees and stakeholders on HR related issues (MAWWFire, 2019a).

In 2016, the Service appointed Eversheds Employment Law Specialists to undertake a review of the
HR provision. The subsequent report outlined that the HR team is functioning with reduced skill sets
(the norm in most businesses is 1 HR Professional to 100 staff, ratio for Service 1:216) and that there
is excessive manual intervention and transactional activities (MAWWFire, 2019b). As a result, the
current HR structure is being forced to provide a reactive service, rather than proactive service. As
outlined in EV01, a proposed change of structure within the HR Department aims to address this
issue.

1.1 Reasons for Change

In line with the outcomes of the report by Eversheds Employment Law Specialists, and proposed
transformation within the HR function, elements of the On-Call recruitment process will be
delegated out to County Command Officers whom will take on more responsibility with the process,
rather than sole responsibility lying with the HR team. On-Call recruitment is currently a full-time
role for one individual, therefore all other HR duties become reactive, and as such, because of the
reallocation of responsibility, efforts can be realigned within the HR department.

It has become apparent from communications with those involved in the recruitment process, that
they would like more involvement with the process (EV02), and feel how certain elements are
irrelevant, or cause a hinderance when completed by others (EV03). Taking this on board, this
become another reason why changes to the recruitment process have been considered.

After meeting with Management and relaying the views of others, a decision to proceed with such
change was agreed, and by using Peter Drucker’s SMART approach as explained by Mindtools (2019),
realistic targets and objectives for the change process could be set and achieved (EV04).

As suggested by McCullough (2019) the benefits of such change include skills growth for employees
such as County Command Staff who will now be responsible for elements of the recruitment
process. It also allows for personal development especially for myself whose role fully revolves
around On-Call Recruitment, whereby | am now able to experience different HR functions. Following
on from EV02 and EVO03, it is apparent that people become frustrated with the process and the work
that was involved, therefore by making such changes, employee morale should improve and be
more inclined to contribute to the process.



1.2 Impacts of Change

The On-Call recruitment process involves and requires the cooperation of several
Departments/Roles to be successful and as previously mentioned, such changes to the process with
impact on these. Project Manager (2021) defines a stakeholder as “an individual, group or
organisation that is impacted by the outcome of a project”.

EVO5 addresses that the Human Resources Department, Training Delivery, and County Command
Officers are key players in the change process as the change is going to impact them the most. It was
identified that the Executive Leadership and Trade Unions should be ‘kept informed’ of such
changes, to assist employees who may feel aggrieved by such changes. Even though the Purchasing
& Supplies team, Occupational Health, and the Fitness Team, are required to assist in the Point of
Entry process, it was identified that changes to the process would not directly affect them. With
candidates already in the recruitment process, they will need to be ‘kept informed’ of the changes,
with the new process clearly communicated.

In terms of resources, the change is to be made to the Point of Entry Selection test process,
therefore it was confirmed that no additional resources would be required, instead the change will
have an impact of department responsibility (EV06). However, after discussions, it was identified
that in the initial stages of change, a short-term release of staff from their current roles to
participate in further training and development may be required.

1.3 Managing Change

Mindtools (2021) suggests that change is a four-stage process, whereby the first two stages of
change needs to be: 1) understood and 2) properly prepared for, to be implemented successfully.

1.3.1 Change Plan

A change plan sets out the requirements of the organisation in enabling them to meet their
objectives for change. Bridges (2018) suggests a change management plan “defines activities and
roles for managing and controlling change when executing a project”.

To successfully implement the proposed changes to the On-Call Recruitment process, a meeting was
arranged and held with representatives who are involved in the recruitment process, and a change
plan developed (EV07) clearly outlining the reasons for change and the objectives to achieving the
desired outcome. This also included a communications strategy which will be used to target all
communications throughout the process, and the timings of such communications, with the aim to
engage and motivate employees (EV08).

Horn (2009) explains that the Gantt chart is used for planning and communicating the timeline of a
project. The Gantt chart is representative of the tasks and amount of time each task should take. |
have learnt that as an individual, | work best through visuals, therefore decided to develop a Gantt
chart to reflect the upcoming change highlighting the key milestones (EV09).

Finally, the change plan consisted of an ‘action plan’ whereby resources and associated costs could
be specified (EV10).



1.4 Approval of Change

Once all parties had agreed on the change plan, it was firstly communicated to the Executive
Leadership Team for approval (EV11). As per the request from ELT, the plan was issued to the Trade
Unions in case anyone in the process had any concerns which needed to be addressed (EV12).
Following this, a copy of the plan was issued via Heads of Department, to those who will be
responsible for elements for the recruitment process, along with the Service’s Occupational Health
provider, Insync Corporate Healthcare Ltd., before being issued Service-wide via memo.
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EV02

From: Jones John Response Carms. Command <j.l.jones@mawwfire.gov.uk>

Sent: 22 January 2020 12:45

To: Thomas Rachel H.Q. <rm.thomas@mawwfire.gov.uk>; Davies Geraint Carms. Command <gh.davies@mawwfire.gov.uk>; Jones Anthony Carms. Command <ap.jones@mawwfire.gov.uk>; Jones lwan Carms. Command
<il.jones@mawwfire.gov.uk>; Hands Gareth Carms. Command <G.Hands@mawwfire.gov.uk=

Cc: Pearson Simon Carms. Command <s.pearson@mawwfire.gov.uk>

Subject: On-Call Recruitment Process

Rachel,
As a Command, we have agreed that, should you require any assistance from County Command Staff during the recruitment process, we would be happy to assist where possible,

It has been noted within Command meetings that certain candidates are outstanding information such as: application form, and optometric assessment forms, which we will now chase on your behalf, It has also been
suggested that we conduct written assessment and interviews within Command to save time during Point of Entry Testing Days. What are your thoughts on this?

Kind Regards

John Jones
Response Manager — Carmarthenshire County Command

EVO3

Hi Rachel

The application form is only sent to HR after a meeting has been held with the potential recruit. This is the point where if the hours are unacceptable the candidate would have this explained to them and informed that if
their situation changes they are to re-apply. Only applicants that have acceptable hours have their application forms sent through to HR. There is too much wasted time and paperwork invelved. | have the dI7 for Jamie and
others that | have met. This would get sent through the system if and when he passes his POEST. | keep in contact with the candidates through the process. HR will receive all required documentation prior to candidate
starting any initial course.

Thank you

TONY JONES

Watch Manager

/ Rheobwr Gwylfa

Station Liaison officer

Carmarthenshire/ Sir Gaerfyrddin

trtfAllanol/ external: 0370 6060699

Mewneol/ internal:

Ffon symudell Mobile: 07488 238725

E-bost/E-mail: ap jones@mawwfire gov.uk
fan/ Website: e.gov.uk

| FIBR Y2+ in KT
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On-Call Recruitment
Microsoft Teams
04 February 2020 @ 10:00 hours

04/02/01 Attendees: Mark Miles — Head of Human Resources
Karen Fairhurst — Human Resources Manager
Steve Rees — Human Resources Manager
Rachel Thomas — On-Call Recruitment Advisor
04/02/02 Objectives for Change
Specifics

Free up HR departmental staff realigning responsibilities to
departmental responsibilities — assisting with transformation and
Support Service function.

Realigning responsibilities of Command Staff to that stated within
their job descriptions.

HR involvement in the On-Call recruitment process will be minimal
— processing of applications and issuing of contractual
information.

County Command Staff to liaise with candidate to arrange Point of
Entry Selection Tests within Command and attending Testing
Sessions.

Training Delivery to conduct two testing sessions per Testing Day
—am and pm.

Purchasing & Supplies to attend testing sessions to conduct kit-
sizing for the appropriate PPE.

Create a plan for change. Identify areas of resistance and how to
overcome this.

Measurables

Length of the recruitment process — should decrease as less stages
involved

Service statistics — turnover, number of new starters

Employee satisfaction — surveys, feedback

Candidate satisfaction — surveys, feedback

Achievable

Stakeholder analysis — determine who is involved in the
recruitment process and how the changes may impact on them
Communication analysis — determine the best communication
methods so everyone is notified of the changes

Proposal set out to ELT/SLT/CIT for approval

Relevant

Liaise with South Wales and North Wales FRS to see how they run
their On-Call recruitment processes

Review whether the Service has conducted such changes before —
utilise this information for this change process




Time-bound

e Theinitial planning stage should be completed by 31 March 2020,
with proposal going to ELT/SLT/CIT during April’s meetings

e Upon approval, discussions with all parties to address new process
moving forward, by 30 April 2020

e Training Delivery Calendar should be issued to HR, County
Command Officers, Fitness Team, Purchasing & Supplies by 30
April 2020

e Training Delivery Calendar to be issued to Insync Corporate
Healthcare Ltd. to schedule pre-employment clinics, by 30 April
2020

e New process to start 01 May 2020

Signed:

c T // s (9
v \ar\ ML s ﬂ_ﬂ\\h@'wc\% 6&&01 { 742(4—;"14:.4/’




EVO5

Stakeholder Influence/Interest Matrix

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

@ High Keep Satisfied Key Players

o

=

ey

£ low Minimal Effort Keep Informed
Low High

Level of Interest

Stakeholder Grouping

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

Stakeholder Name I lIEEE S Stakeholder Grouping
Level Interest
Human Resources High High Key Players
Training Delivery Department | High High Key Players
Purchasing & Supplies Low Low Minimal Effort
Fitness Team Low High Keep Informed
Occupational Health Provider | Low High Keep Informed
County Command Officers High High Key Players
Executive Leadership Team High Low Keep Satisfied
Trade Unions High Low Keep Satisfied
External Candidates Low High Keep Informed




EV06

From: Fairhurst Karen H.Q. <k.fairhurst@mawwfire.gov.uk>
Sent: 07 February 2020 20:27

To: Thomas Rachel H.Q. <rm.thomas@mawwfire.gov.uk=
Subject: On Call recruitment

Rach

I have spoken with Mark, and it has been agreed, that as we are making changes to the existing recruitment process and realigning roles within such process,
that no additional resources will be required.

Have you heard back from any of the County Command Officers with any concerns? Conscious that we are receiving a large number of
resignations/retirements in this sector, so nead the transition to the new process to be as slick and quick as possible.

Thanks

Karen Fairhurst
Rheolwr Adnoddau Dynol / Human Resources Manager

® Mewnol [ Internal: Ext 4437

E Allanol / External: 01267 226837

‘E Ffon symudol / mobile: 07883573343

* Post: k.fairhurst@mawwfire_gov.uk / = Mail: k fairhurst@mawwfire. gov.uk

Wefan | Website: www tancgc.gov.uk / www.mawwfire.gov.uk




EVO7

Change Plan
Created by Mark Miles — Head of Human Resources
Karen Fairhurst — Human Resources Manager
GM Gail Smith — Head of Training Delivery
GM Sean Lloyd — Head of Service Delivery
Rachel Thomas — Human Resources Assistant — On-Call Recruitment
Date 15 February 2020
Version 2.0

Vision and Objectives

Realignment of responsibilities within the HR Department with reference to the devolvement of
On-Call recruitment to County Command Officers in Powys, Ceredigion, Pembrokeshire,
Carmarthen, Neath/Port Talbot and Swansea.

The Human Resources Department will be responsible for collating all the submitted application
forms onto a system, shortlisting against the set criteria and inviting candidates to the next stage
of the process if successful. The arrangements of references, medical and DBS check will also
remain with the HR Department.

County Command Officers will be responsible for meeting the candidates to carry out the initial
application documentation. Conduct structured interview and ability assessment within County
Command prior to candidate attendance at the Practical & Physical assessment held at one of the
Service’s Training facilities.

The Training Delivery Function will split the day into two sessions to accommodate smaller group
numbers: 08:30 hours and 13:00 hours. Numbers per session to be reduced to 6 per session.

All other elements will remain as per the current process.

To achieve this, the below outcomes must be met:
e Review of current job descriptions and responsibilities of those involved in the
recruitment process
o Create new Job Descriptions where and if required
e Provide training and educate County Command Officers on new responsibilities. Realign
responsibilities of County Command Officers to that specified in Job Descriptions.
o Provide interview training if required
e Implement a communications strategy
o Cleary communicate responsibilities of departments within the On-Call
recruitment process
e Monitor and evaluate the change

Activities to achieve objectives (attach Gantt chart)

To achieve this, the below outcomes must be met:




Review of current job descriptions and responsibilities of those involved in the
recruitment process

o Create new Job Descriptions where and if required
Provide training and educate County Command Officers on new responsibilities. Realign
responsibilities of County Command Officers to that specified in Job Descriptions.

o Provide interview training if required
Implement a communications strategy

o Cleary communicate responsibilities of departments within the On-Call

recruitment process

Monitor and evaluate the change

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

The Fire Authority publishes a five-year Strategic Plan, outlining the strategic vision for Mid and
West Wales Fire and Rescue Service over a five-year period. Out of the seven priorities listed for
2016 — 2021, the plan has a clear focus on improving the safety of the communities throughout
Mid and West Wales, whilst also ‘empowering our staff, ‘making better use of our resources and
assets’ and ‘communication and engagement’ (MAWWFire, 2016).

Within each five-year cycle, Annual Action Plans provide an analysis of the specific areas of
improvement that the Authority have identified. A recurrence within such plans is to ensure
sufficient crewing in all Fire Stations situated within Mid and West Wales area, with the intention
of utilising our resources within other areas of the Service.

In 2016, the Service appointed Eversheds Employment Law Specialists to undertake a review of
the HR provision. The subsequent report outlined that the HR team is functioning with reduced
skill sets (the norm in most businesses is 1 HR Professional to 100 staff, ratio for Service 1:216)
and that there is excessive manual intervention and transactional activities (MAWWFire, 2019b).
As a result, the current HR structure is being forced to provide a reactive service, rather than
proactive service.

According to Service statistics, the turnover rate for On-Call Firefighter roles was 13.15% for the
years 2018 — 2019, some 5% higher than other sectors of the organisation. As such, the Service
cannot lose focus on its recruitment efforts which has become a constant, rather than using the
approach of a singular campaign.

The realignment of responsibility to County Command Officers, should provide ample opportunity
for personal development within their roles and ensure that job descriptions are being met. Due
to the increase in demands, this may cause a delay in output and have subsequent knock-on
effects moving forwards.

People affected

Stakeholders for this have been identified as:

Human Resources Department

Training Delivery Department

Purchasing & Supplies

Fitness Team

Occupational Health provider — Insync Corporate Healthcare Ltd.




e County Command Officers — Powys, Ceredigion, Pembrokeshire, Carmarthenshire,
Neath/Port Talbot and Swansea

e Executive Leadership Team

e Trade Unions

e External Candidates

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

The change will:
e Realign responsibility for recruitment from the HR function to County Command Officers
e Impact job roles due to the increase in workloads. Job roles may need to be
adapted/changed in accordance with demands.
e Free-up the time of the HR Assistant to provide a proactive HR service, rather than
reactive.

Roles (project manager, sponsor, team members)

The following roles have been identified to assist with the change to the Point of Entry Selection
process:

e Project Manager — will be responsible for the development and delivery of the change.
The change will be overseen by Group Manager Sean Lloyd, Head of Service Delivery.

e Communications Manager — all communications will be issued via internal sources. Will
be required to attend meetings relating to the change, and issue regular updates via the
Service’s internal website, @Work.

e Change Practitioner — will follow change activities and monitor accordingly

e People Managers — As a result of the change, employees may feel aggrieved by the
changes, therefore will need to manage those involved, providing necessary information
and support throughout

e Impacted Employees — will require regular communication and support throughout the
process

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

A communication strategy has been created and will be taken into consideration throughout the
change process.

Support to be offered

Human Resources to sit with County Command Officers to go through recruitment process, in
particular, the structured interview and ability assessments elements of the Point of Entry
Selection Tests for On-Call Firefighters.

ACAS interview training to be arranged for Watch Managers who are not yet competent.

Meetings to be arranged fortnightly between: Human Resources, County Command Officers and
Training Delivery. Opportunity to provide feedback on the process (pros and cons).

Feedback of recruitment process to be gathered from external candidates using a survey issued as
part of the induction pack for Initial Recruits courses.




Timings and milestones (see Gantt chart)

A Gantt Chart has been created to plan the timeline of the change process. It is representative of
the tasks and amount of time each task should take.

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

An action plan has been drafted to highlight any additional resources, costings and people
requirements to implement the new recruitment process.

Monitoring activities

On-Call Testing sessions take place on a three-monthly basis. On-Call Initial Recruits Courses take
place eight weeks after the scheduled testing sessions. Based on this, a measure of success will be
the number of successful candidates who have been processed within the required timeframe
(testing session to course).

The success can also be gauged through feedback from external candidates who are in the
recruitment process.

Success Measures

The use of KPI's within the HR department will gauge whether the realignment of responsibility
has provided ample opportunity for further HR elements to be addressed.

Feedback from those involved in the recruitment process will contribute to assessing how
successful the change has been, and any further changes that need to be made.




EVO8

Communication Strategy

Company Profile

Mid & West Wales Fire and Rescue Service (MWWFRS) operates 58 fire
stations across 12000 square kilometres of Wales, employing around
1,300 employees. MWWFRS's vision is “to be a World Leader in
Emergency Response and Community Safety” (MAWWTFire, 2020a). To
do this, their role is to deliver proactive and reactive fire and rescue
services to the people of Mid and West Wales (MAWWFire, 2020b).

Issue

In 2016, the Service appointed Eversheds Employment Law Specialists
to undertake a review of the HR provision. The subsequent report
outlined that the HR team is functioning with reduced skill sets (the
norm in most businesses is 1 HR Professional to 100 staff, ratio for
Service 1:216) and that there is excessive manual intervention and
transactional activities (MAWWFire, 2019).

The proposed change is to move to an alternate service delivery model
which could be used within MWWEFRS, aligning the attentions of the HR
department to strategic matters, rather than transactional activities.
Changes to a business partnership model, will delegate tasks to other
areas of the Service, particularly the On-Call recruitment process.

Research

Based on the demographic of those who assist with the recruitment
process, along with their length of Service, this has been identified as a
weakness to the possible change. These individuals are used to current
processes and practices, and therefore may show reluctance to
change. There is also the possibility that these individuals will be
reluctant to share their knowledge with others, and not willing to learn
new things.

Previous change initiatives within the Service highlight that employees
like to be kept informed with all changes which may have an impact on
their role.

Communication

The aim of communication for this change is to:

Objectives e Provide clear justification of the reasons for transformation
e Highlight how the realignment will improve working practices
e Address the requirements of staff throughout the change
process
e C(Clearly address the timeline for change
Audiences Communication of change will need to be broadcast to the following:

e Executive Leadership Team

e Trade Unions

e Human Resources Department
e Training Delivery Department

e Purchasing & Supplies
e Fitness Team




e Occupational Health provider — Insync Corporate Healthcare
Ltd.

e County Command Officers — Powys, Ceredigion,
Pembrokeshire, Carmarthenshire, Neath/Port Talbot and
Swansea

e External Candidates — those who are currently in the
recruitment process, and new candidates

Key Messages

The key messages to be communicated are:

e The benefits of changing the On-Call recruitment process

e How the new recruitment process will operate

e Provide opportunity for feedback

e The reasoning behind making the changes to the recruitment
process — HR transformation & requests from County
Command Officers

Tactics/ Channels

Announcement

Messages to be delivered by Senior Managers and Staff in local team
meetings. (with Commands)

Departmental bulletin to the wider Service.

Change will impact HR and County Command Headquarters, line
managers to arrange time to discuss concerns and gain feedback.

The transformation will impact dramatically on ways of working,
therefore need to ensure announcement of the change does not clash
with any other major service event.

Transitional arrangements — regular briefing notes issued to senior
managers on the development of the changes.

Regular updates via memos to the wider Service

@Work — Service intranet

Updates on Service noticeboards

Informal discussions

Risk Risks include:
e Staff morale — possibility of employees going on sick
e Annual leave — finding time to get the work completed
e Organisational culture
e Unable to locate necessary systems to implement change
e Senior Managers
Measurement Feedback during staff meetings — departmental/ one-on-one

IDR’s

Email — Read receipts

@Work — Service intranet

Number of tasks delegated to County Command Officers
KPI's




Review

Review regularly to ensure objectives are being met. If not, potential to
change objectives as the change progresses.
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Change Timeline

Week1
(06/01/2020)

Week 2
(13/01/2020

Week 3
(20/01/2020)

Week4
(27/01/2020)

Week5
(03/02/2020)

Week6
(10/02/2020)

Week7
(17/02/2020)

Week8
(24/02/2020)

Week 9
(03/03/2020)

Week 10
(10/03/2020)

Week 11
(17/03/2020)

Week 12
(24/03/2020)

Week13
(31/03/2020)

Week 14
(07/04/2020)

Planning

Identifying the need/reason forchange

Arrange meeting

Develop Change Plan

Communication Strategy

GanttChart

Action Plan

Submit plan to ELT for consideration

Communicate Change Plan

Week 14

(07/04/2020)

Week 15

(14/04/2020)

Week 16

(21/04/2020)

Week 17
(28/04/2020)

Week 18
(05/05/2020)

Week 19
(12/05/2020)

Week 20
(19/05/2020)

Week 21
(26/05/2020)

Implementation

Agree implementation approach

Carry out skills analysis of employees

Arrange necessary training if required

Arrange time for HR to go through requirements

Change Completion

Communications/ Time for feedback

Review

Analysis of new receruitment process

Communications/ Time for feedback




EV10

Action Plan

Meeting to discuss requirements Required time of: Approx. £776.72
of Change — Change Plan 2 x Group Managers

1 x Head of Human Resources
1 x Human Resources Manager
1 x Human Resources Assistant
for approximately 7 hours

ACAS Interview training Required time of: Approx. £2847.43
20 x Watch Managers — to attend training
HR Assistant — skills analysis & arranging training

Cost of External Training Instructor

EV11

From: Rees Steven H.Q. <s.rees@mawwfire.gov.uk:=

Sent: 09 April 2020 11:12

To: Thomas Rachel H.Q. <rm.thomas@mawwfire.gov.uk> Miles Mark H.Q. <m.miles@mawwfire.gov.uk> Fairhurst Karen H.Q <k.fairhurst@mawwfire.gov.uk=
Subject: Agreement

Hi All,

Please be advised that the Change Plan for the On-Call Recruitment process was taken to ELT on 05 April 2020, and has been approved.

ELT have asked that Unions have sight of such changes prior to it becoming public knowledge throughout the Service (just in case someone has any concerns).
Thanks

Steve Rees
Rheolwr Adnoddau Dynol / Human Resources Manager

‘B Mewnol / Internal: Ext. 4434

‘® Allanol / External: 01267 2265834

‘® Ffon symudol { mobile: 07969913756

EEbost: s.rees@mawwfire gov.uk / BEEmail: s.rees@mawwfire gov.uk

EV12

From: Rees Steven H.Q. <s.rees@mawwfire.gov.uk=

Sent: 09 April 2020 11:30

To: Bartley Daniel H.Q. <d.bartley@mawwfire.gov.uk>, Smith lan H.Q <i.smith@mawwfire.gov.uk>, Walters Richard H.Q <r.walters@mawwfire.gov.uk=>, Jones Paul H.Q <p.jones@mawwfire.gov.uk>
CC: Thomas Rachel H.Q <rm.thomas@mawwfire.gov.uk>|

Subject: Agreement

Hi All,

Please be advised that the Change Plan for the On-Call Recruitment process was taken to ELT on 05 April 2020, and has been approved.
Please see the attached for your information in relation to your Trade Union role.

Thanks

Steve Rees
Rheolwr Adnoddau Dynol / Human Resources Manager

‘B Mewnol / Internal: Ext. 4434
‘& Allanol { External: 01267 226634
‘B Ffon symudol / mobile: 07969313756




Implementation of a New Recruitment Process
2.0 Change Model

Change models have been identified as an effective tool when looking at implementing change
within an organisation. Kurt Lewin’s Change Management Model refers to a three-stage process of
change, described as ‘Unfreeze, Change and Freeze’. Lewin suggests “Motivation for change must be
generated before change can occur” (Mindtools, 2020a), implying that by looking at change as a
process with three distinct stages, preparation can be made in readiness for transition, making the
necessary changes where required, so the change will sustain.

By using Lewin’s change model, the change process was broken down into three manageable stages:

Reviewing the current process and identifying the need for
Unfreeze change. Consulting with the necessary parties to gain approval
and planning how to implement such changes.

Implement the proposed change, provide guidance and regular
Change communication to all involved, as well as the wider audiences.
Adaptations to the proposed plan may be needed.

When comfortable with the change, ensure that all resources

Refreeze . .
in place to sustain for future.

2.1 Implementation

By using the agreed Change Plan (EV0O7) we were able to implement the necessary changes to the
On-Call Recruitment process. Due to the coronavirus pandemic and the subsequent Government
guidance, unfortunately we were unable to follow the proposed timeline of events. As a result, all
activities proposed after 23 March 2020, along with all recruitment activities, were placed on hold
until advised that it was safe for individuals to return to the workplace, and for such activities to
continue.

At this point, approval of the proposed change had been received by ELT and Trade Unions, and we
were therefore able to continue the process from this point onwards. Guidance was regularly issued
by the Chief Fire Officer (EV13), listing the necessary adjustments the Service would be required to
make.

A meeting was arranged by Head of Service Delivery, Group Manager Sean Lloyd on 15 July 2020
(EV14) who clearly outlined how the On-Call recruitment process would continue during such time. It
was agreed that the proposed changes would be introduced with immediate effect. Meetings with
candidates would now be conducted via telephone or Microsoft Teams, and the requirement to
wear appropriate personal protective equipment (PPE) would be essential during physical testing
where social distancing could not be achieved.



Regular communication: As we were no longer following the proposed timeline of activities, weekly
communications were emailed to all stakeholders to ensure the messages were consistent. This
information was also uploaded onto the Service’s intranet @Work, and Microsoft Teams pages
(EV15).

| was tasked with making the necessary arrangements with County Command Officers, whereby |
would provide training on the requirements for the assessments, and the requirements of them in
the recruitment process. Therefore, Microsoft Teams meetings were arranged for this to be
completed (EV16).

2.2 Information and Support to Stakeholders

By using the Stakeholder Map (EVO05), | was able to establish the communication requirements for
each stakeholder identified, and could therefore provide the following support and information
throughout the change process:

e | created a Gantt Chart (EV09) that broke down the change process into individual tasks that
needed completing, along with a timescale for the project to ensure that the project
remained on track. Following discussions on 15 July 2021, a revised Gantt Chart was made
available to all stakeholders (EV17).

e | scheduled fortnightly meetings with each of the stakeholders (EV18) whereby updates
could be provided as well as providing an opportunity for concerns and feedback on the
process to be raised and addressed. Due to the pandemic, these meetings took place over
Microsoft Teams.

e Service procedures were updated to reflect the change in recruitment process, and an
‘Employee Relations Update’ was issued via email to all employees with a link to access the
necessary information. This was also available on the Service’s internal website @Work.

e Regular communication with the workforce was achieved via weekly updates/memos on the
Service’s internal website @Work, and via the HR newsletter issued to all users by email
(EV19).

2.3 Techniques to Maintaining Positive Working Relationships

Sources such as Mindtools (2020b), Balance Careers (2020) and Inam (2018) suggest that a
combination of trust, communication, appreciation and respect, positivity, and gratitude build good
and effective working relationships. Taking this into consideration, the following techniques were
used:

Open Communication

Due to restricted access to Service premises and the inability to hold face-to-face meetings, a
Microsoft Teams ‘page’ was created (EV15) whereby information could be uploaded and accessed by
all members of the group. This included minutes, and any additional information that was felt would
be beneficial. This also allowed for virtual meetings to be held.

Trust



MAWWEFire has encouraged a sense of trust amongst employees because of the pandemic. With
much of the workforce being encouraged to work from home, line managers are relying on
employees to complete their day-to-day roles from home and make decisions for themselves rather
than relying on others. As an organisation during such time, the Service is relying on its employees
that when carrying out written assessments and interviews, they abide by Welsh Government
guidance (EV20).

Listening

Stakeholders have been encouraged to provide feedback throughout the change process and have
been encouraged to provide constructive criticism. MAWWFire have listened to employees where
concerns have been raised regarding the pandemic and work-life balance, allowing more flexibility to
its employees in terms of working outside of the core hours because of childcare (EV21). Where
concerns have been raised in relation to the new recruitment process, discussions have been held to
determine the best way to move forward and the best approach to take.

Eliminating Conflict
Employees were given the opportunity to raise any issues via the Grievance Resolution Procedure
(EV22).

2.4 Monitoring and Measuring the Effectiveness of Implementation

The implementation of the change was continually monitored by the Change Practitioner, who was
able to identify issues and rectify them along the way. This resulted in minimum impact to the
revised timeline of events.

Using KPI’s recorded by the HR Department, comparisons in relation to the work completed, were
able to be made (EV23). Due to the pandemic, and restriction of access to the office, the workload
has increased dramatically, and therefore this change has allowed me to assist my colleagues who
are struggling with the amount of work coming into the office.

2.5 Records Management

In accordance with the Service’s Records Management Procedure (EV24), the following will be
recorded and kept in line with GDPR guidance:

e The Change Plan and associated Communications Strategy, Gantt Chart and Action Plan used
for this change project, along with the agreement received by ELT

e The record of agenda’s and minutes from the fortnightly meetings with Stakeholders, signed
off

e Feedback from Stakeholders

2.6 Analysis

Overall, under the circumstances, | believe that working in conjunction with the identified
Stakeholders, the change plan devised was implemented successfully, albeit, rushed. As per Lewin’s
Change Model, we had a clear plan for change set out, implemented the necessary changes when
safe to do so, and continue to monitor the process, ironing out any issues as they arise.
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Chief Fire Officer Memorandum 07/2020 — Coronavirus Critical Incident Team Update
Press Officer Account € Reply | 5 Reply Al
To _All-users

Chief Fire Officer Memorandum 07/2020
CORONAVIRUS CRITICAL INCIDENT TEAM UPDATE

Dear All,

As Wales comes to the end of its first week of lockdown, | think we can all agree that we ara living in unprecedentad

times.

Govermnment guidelines now stipulste four basic rules that we should all be living by and you are all urged to follow them,
niot onky for your own heslth and wellbeing, but also for that of your friends, families, neighbours and communities. We

should now only be lesving our homes for one of four reasons:

# Shopping for basic necessities such as food and medicine. Shopping trips should be 2= infrequent as possible.

# One form of exercise a day such as a run, walk or cycle. This should be done alone or only with people you live
with.

# Any medical need. or to provide care or to help a vulnersble person. This incledes moving children under the age
of 18 betwesn their parents’ homes, where applicable. Key workers or those with children identified as vulnerable
can confinue to take their children to school.

#» Travelling to and from waork, but only where work sbsolutely cannot be done from home.

The Service's Critical Incident Team has continued to meet regularly and is constantly monitoring the advics and
guidance being issued from the UK and Welsh Govemments, as well as the various heslth bodias, to ensure the Service
continues to play its part in helping to fight the spread of Coronavirus.

EV14

POEST Meeting

Organizer Lloyd Sean (Head of Response]
Time 15 July 2020 14:00-14:30

Location Microsoft Teams Meeting

Response ~ Accepted Change Response
Hello All,

I am due to go on leave Friday for 2 weeks, can we meet to go through POEST requirements etc so | can‘ share to County Commanders.
Regards

Sean

Join Microsoft Teams Meeting

Learn more about Teams | Meeting options
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EV16
Title On-Call Training Requirements
Davies Adrian Powys Command: Davies Adrian (Powys Command): Morgan lan Powys Command: Armes Paul Powys Command:
Hughes Kerry Powys Command: Pryce Matthew Powys Command: Hinton-Jones Liam Ceredigion Command: Pugh David Ceredigion Command:
Required Lawrence Christopher Pernbs. Command: Chant | ottie Pembs. Command: Jones Terry Wyn  Pembs. Command:; Artis Joanne Swansea Command;
Tovey Robert Swansea Command: Martin Russell Meath/PT Command: Howells lan Meath/PT Command: Jones Anthony Carms. Command:
Davies Geraint Carms. Command: Jones lwan Carms. Command; Hands Gareth Carms. Command
Opticnal
Start time Man 20/07/2020 =1 1eo0 v [Oallday [ & Timezones
End time Man 20/07/2020 5 1o w|  4* Make Recurring
EV17
Week 13 Week 14 Week 15 Week 16 Week 17 Week 18 Week 19 Week 20
(05/07/2020) (12/07/2020) (19/07/2020) (26/07/2020) (02/08/2020) (09/08/2020) (16/08/2020) (23/08/2020)

Implementation

Agree implementation approach

Carry out skills analysis of employees

Arrange necessary training if required

Arrange time for HR to go through requirements

Change Completion

Communications/ Time for feedback

Review

Analysis of new receruitment process

Communications/ Time for feedback
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Title On-Call Recruitment Process

Williams Yvette: Goldsbury Renald H.O. Jarvis Steven H.Q.: Bate Stuart H.Q.: Roberts Mathew Ceredigion Command: Evans Gareth H.Q.:
Philpott Steven H.Q.: Griffiths Alun Pembs. Command: Barry Phillip Pembs. Command: Thomas Carwyn 5. Ceredigion Command:
Williams Aimee Meath/PT Command: Merrifield Beverly Swansea Command: Tovey Robert Swansea Command: Mullan Rhys Powys Command:

Required Woodman Beverley: Blue Matthew  Carms. Command; Hands Gareth Carms. Command; Cheung William Swansea Command: Blewitt Hannah H.Q.
Davies Rebecca Earlswood: Hopkins Lee Carms. Command: Earp Shane H.Q.: Francis Spencer  Swansea Command: Davies Alison Powys Command:
Preece Gareth (ICT Support Manager): Barden Rebecca Powys Command; Walters Richard (Regional Implementation Managerl: Cole Karen H.0.
Bartley Daniel Carms. Command

Optional

Start time Maon 20/07/2020 E 15:00 | [Janday [J @ Time zones

End time Mon 20/07/2020 71| 1830 w| 3 Make Recurring

Location | Microsoft Tearns Meeting [&. Room Finder
EV19

HR Transformation Communication Documents

ke “en
Harding Susan H.Q. < Reply 3 Reply All — Forward

To Miles Mark (Head of HR); Rees Steven H..; Fairhurst Karen H.C.; Thomas Sarah H.OQ [a|Wed 15/04/2020 00:24
Gudgeon Elizabeth  H.Q.; Langston Paul H.Q.: Evans Jackie H.Q.:
Thomas Alison H.Q.: Phillips Lynwen H.C.: Rohman Samantha  H.O.
Thomas Rachel H.Q.; Page Dana H.Q.: Jarmes Ffion H.Q.; -

All Staff Communication - April 2020.doc Service Level Agreement - 1.4.20 final.docx
339 KB 1MB

s
Zig
@ L5A section 2 final.docx

46 KB

I thought it was timely to send another communication around as we had to cancel the workshops and halt Core development.

However, we are still working hard in the background — thank you.
Please see the attached documents which I plan to issue on Friday, | know you have seen them before but as yet they have only
been circulated in draft form. Can you please cast an eye over to ensure you are familiar with the content but also, is there

anything you wish to add in the newsletter, as it will be going to all users?

Sue

Sue Harding
Rheolwr Adnoddau Dynol/Human Resources Manager
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On Call Recruitment Process

A<
Pugh David Ceredigion Command O Reply © Reply Al 7 Forward

To Thomas Rachel H.Q.: Thomas Alison H.CQ. Wed 19/08/202

@‘r‘uu replied to this message on 19/03/2020 0904,

Hi both — Where are we in regards to the On call recruitment process? | have someone waiting an interview and
availability chat, am | permitted to meet up with them?, as well as someone waiting to attend the POEST__?

Many thanks

Dai Pugh

Watch Manager B / Rheolwr Gwylfa B
Station Liasion Officer Ceredigion
(M21, M24 & M26)
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HR 6.38, Coronavirus (COWID-19): Temporary Changes to
Workplace Procedures

Version 1: Valid as at 04 May 2020
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10 PROCEDURAL STATERENT

20 ANEOF THE FROCEDURE

10 ECEMESE AESEMCE

4.0 FLEXIELE WORKING, HOME WORKMNG £ WORK NG HOURS

&0 OPERATIONAL CHANGES WITHN THE EERVICE (WHOLETIME & ON-CALL|

8.0 CONTINUAL FROFEESIDNAL DEVELOPMENT [CPD} AFPLICATIONE
[GREY-BOOK| EMPLOYEES

7.0 BUSINESE FIRE EAFETY & COMMUBITY EAFETY

20 FECFLE DEVELOPWENT & TRAINING DELIVERY

B0 PROBATIONARY PERICODS (GREEM BOOE ROLES)

10,0 WVUALNERASHLE EMPLOYEEE [ EFECIAL LEAVE

11.0 DIECIPUME £ GREVANCE FROCEESES

1.0 COVID-1E TESTING

13.0 REVIEW OF PROCEDURE

Asouriy ClascHicaiion (s

[Dozament Dwner Direcior of Resbumes
[Dcspammet Ao Human Resouroes. Manager
Dabs of lesua Befay 2020

[Cabs of Enplmantstion || Daele of inodecion of each change speofied

Warehom Muamber o

Date of Lact Review Pefay 2020
_—|

HETL] Way 120

Dk of Maut Ravies ik by e

Approval Dstalic
Equallty Tmpact
Assencment Refammnos

. FROCEIMIRAL ETATEMENRT

As Cononains [alsn known as COVIDS19) continues i spnead, W GRapana fral the
Serdoe has neoded 10 adant its winys of working, whelher in relation (o pecplemaled
procedunes, of indeed The Sendoe’s approach o operational resporse and comenunity
saiehy

Wi wanl 1o heip reduce the spread of coronasinus and saleguard The wefane of o siaff
during thie conenairus outbreak, white coninuing owr operations insclar as possibie

Tris procedun: mpkaing whal lemoonany changes vz ane making 10 our ussl polces
anid prooedunes On variows matiens during he global haalth orsis

Trez Sereion sk Dot iSE0ing Quidance 1o amployees and Managens in wanous inms
sinoe the beginning of the culbreak, which have beenmade avalabie on the COVID-18
Tab on JMor, and ane also now being made awalate frough Moodie for ease of
anciss by all employens

0 AIM3 OF THE FROCEDURE

This Procedune follows the Governmient's laest addos on

t alsn inkends o provide clanty In emglowees on how any Sendoe processes and
may hawe been lemponan b amendesd to aooouni for necessany changes due
o COMID-1E

Wittt the included changes may nol form an e haustve 1S1, as the exdemal advice and
puidance on COWID-15, as wel as Service's underslanding is continually evniving, this



diopumaent provides infomealion an the main amendments ininduced, to avoid the
amendmem andir removal of exsing indsidual Procedural Guidance Documenis
during this. period.

Undeer our normral procedune, B you fal 1] and cannot afiend work, you would be
resgpuired Bo:

= noify Sendoe Coninol belone you ane due o stani work, of 35 Soon as possbi:
if thal 's rot praciical and

= prostde medcal evidenos (Froical by, a M nole from your dociior] dor sickness of
mare Than seven calindar days' absenos.

= Al absenoes il nomally cound iowands e absenos calegersalion prooess
Inchadeed In fre Serice's standand Absenoe Managemaen Procsdune, and
Iowards
TEMFORARY CHANBEST
1 yoLs or amynne wou e with dovedops

=  afewer, parfcuarky a high iemperature (1. & ferperature of 37.8 degrees or
ower|; andior

= @ Conlnums cough,

il snoukd foliow This quidance:

ou shosd stll nobfy Sendos Comrol thal you ane eihar sellEofaling Tor 7 days with
symplams, of 14 days due b0 Someond hasing symItoms within Yo Sesee-sold
Should your ciroumsianoes change dun m-wmumrwm 1 youl should
niot eonlact Eervioe Conirol, I:I.ﬂcnﬂ'h‘.lwu" Ingmanager o adwise e, Wi wil
providie oy Updales. neoRssany In Soreion.

Witilst Easiag ane normally mequl red dor absenoes of more Than T days, The
Govmment unched s seil-solalion noes o cower atsenoes of mone than 7 days
due o sell-solation. Boe:

. o - g ke niaticn-roles - gunched- N
- inS-aen non o M-wrk

Hcawaver, th masd mums pericd of seiisolabion sel by ha Governmant |5 20 doys, as
can be seen wihin the fol oeing dagam. howeser, ihis is cnly 'n sluations whene

somebody on 14 days Fousehoid olation becomes unwell sith symptoms herseves
on the 13* day of absence:

%]

Howaver, during this period, g5 lnDg g5 the Bervice’'s neteds oonlinge 40 ba met, you il
In agreement with your Head of Depadiment or Command (with no formad aopo cafon
proesss], be able o

= Qa0 POUT WONKINg PAIEMIS, 3] WOrs Dutsioe T Nomal cone haurs of your
robe to sl your personal oroumstances, & . chidoan: s

= work froms home  your roie alkows o this, Tor an exdended period winoul
harsingg o ol ko thae lomeal procesdune.

Yo can thenelore agnes informaly with wour line manaqer o these changes, indudng
reduced hours B necessary, prowided wour ine manager & abhe 1o cover any reduction
in resowmes. These arangemenis have already been pol Inplaoe in most cases,
hiowrve, you shouid speak 1o your Ine manager i you wish o fake advaniage of ether
of thesse options, o any cthier fexd e workd ng oplions thal may haln wou al ihis e,
subject o your mie alowing this

Hoawaver, thie decslon o 0 wheier 0o ool o agres o your requiest for Medbie working
remaing with your Head of Department o Command. Onoe agreed, The temponany
fesizde working amangerani will conbinue undl further noice. | circumsiances. change,
o mranager Wil dscuss with you any adapiatione fo, of the withdrovel of, the Jesitie
working amangement, with the fnal deciskon remaining with your Head of Depariment o
Coamimianid

Conmesrealy, IT you hayve besn toid to work at homs ouring thic pariod In tnes
Irderacts of safety during the COVID-18 outbessk, and you find any slement of
Rome-working difficul, please bring thic to e absetion of your line-manager In
dhe firct Imcismce. Guidancs on home warking Bac basn |lcosed by Rick
which cam B found under the COVID-18 tab on @iork.

Shoutd you ol be in @ posiion o provide Pesdbie working, or hame working during this
period, and ane unabie 0 oommiE o veur normal working hours due Bo childcare jor
examphe, then you can asplone other aeenues with your Inemananer. Oolons may e
ememency annsal leda, o unpaid leaes, however, approval wil be o the exgencies. of
thar Eervice, as senios delfveny needs 1o S manlaned during this period.

E hat baan cassaniped thet cecas of Domecto Viclanos have Inorescad
dramatioalty during the percd of COVID-18 loak-down, dus to prodiongsd pedods
af home, cometimes dise to he look-down Bcalf, buf slso dos fo sxbanded home-
working or cpaolsl laave far axample. Managerc showkd be axtra wighant during
ihic pasicd and oomcuf the Sardoe’'c guidanos and procadurs in this ragard,
avallsible on @AW ork.

WORKING HOURE | FLEXIELE WORKING HOURE BY ETEM |3REEM BODK]

Do reg ks period), ez winrking fiours of Groen Book or Suppon Staf will not be
monicned cemmaly, whether eectronically or on paper fomes. The amangenents for
working hours and amy manfianng sl theselore sE bebseen the empioyes: and thier [ina-
mranager. Du bo many indrddua’s working Trom homa, s el case the admintsialbe
Eurdan o iralty during This difoult me. and & neoord of warking hours should Thanefone
et kgl personally, for submissien o Ine-managers whane requned and requesied.

s such, tha Bervice will be aoceping e Gosermmaent s sefdsolation noles during s
pariod ioooover all periods of sofl-sokaton beween 1420 days whene anplcabie, and
wil not espaect submission of GF FE Noles io cover penicds of sell-Eofalion Trom day 8
onmards The drsd 7 days” absence will be covencd by P11 sefl-perfifoation In fhe usual
. Thar Gosernmam has |ndormation on sef4solation noles oniine:

AEJENCE CATEGORIBATHON AND AB BEMCE PAY ENTITLEMENT 3

Schness absences and seil-sofation due (o Coronanines will be exermgl inthe foliowing
s

= Eail-Eoialion falls within the Govwemment-el marameters of 7 days (aith
symploms) or 14 days whene [solaion 1S nked 1o @ household member
hiariing symnplomes, or ug b a sasdmum of 30 days inspecifio crcumsiances.
[ste esplanalory diagram by oicking harey

Onegoing skckness i supporied by @ MeddIFE-Mobe Inking the absenoe o
COVD1g.

A5 such, these absences wil nol aflecl absendce GRGOisRURR, O endilements to
durations of absence pay Le. fullaay or hallpay under esisting Condlicns of Serdoe o
nomal procsdunes. Atmence faling culskie of e above oriferia, will o oounded in e
nonal way

E WORFING HOUR 8

FLEXIELE WORKING & HOME WORKING
MORRMAL POLICY?

Wndder ihe Servdoe’s normal fesxd e workdng procedures, wou can normally ages
Irdormrally with wyour Ine manager to one-off or shot-bemn changes 1o your working
patiems or pencds of honeworking

Hoawaver, H you wish 1o change your warking pabiemns or work froms home for an
exiended period. we normally ask you o make @ formal request for fexdbie working and
fiodivw T procedure st ouf in th JReeaReRe prooedure.

TEMPORARY CHANGER?

Tre GowernmanTs advoe & 1o "work al home unless your work atsoiulely cannol be
dioni frams homne”. This will obwioushy nof be possinl e for fae majority of operalicna
personne| working an stations for examole. and thare may aiso be reasons that wour
Haead of Depariment or Commarnd may nised v o comrbale o essenial ok during
s Tinsaz, 'witich can only be caried oul from a specfio ooation, Inoander Bo avosd the
loss of, o long-lem detrimental imoact to essential fanclons or reconds.

ez nwrmnial Flesaibde Winrking Hiours Schame will e suspended during this pericd, and
unil furdner notice. s such, worsing howrs from homae should, in e man, B in line
wiln your nomral standand dally hours (whils! geaoonieRRhat thi fours sy be worked
ab diferant imes daring e day]. This means tal your seeky working hours during
fthis pericd shoud be your siandard howrs.

Wihene o ane requined In work addiional hours al any Tme o mest Serdoe
requiremenls, you should agres this with vour Ine-manager, andior any oiner daily
adpesimenls o your working hours (+5) 1o manage them aganst the needs of e
Berdoe  This will avoed any bulld-uz of hours duing this period, and ensure thal any
Aemitiity requingd, & introduced with line-Tanager approval.

Do by e sgnificand imnpact of the: COAVID-10 mandemic, Fire and Resose Berdoes
have had o adapt o new ways of working, providing a rsk-assescnd approach o
business-contnuity for operaional response, arelalsn communiy salty-based work. A
Mational ri-partie agreeen] has alzo aid e foundalion for Fire and Resose Senvices
o assied other emengenoy sendoes and he NHE during this linae of need.

TRI-FARTITE AGREEMENT

Tz Hatcnal Erpdoyers, Malonal Fine Criels Coundl and the Fre Brigadies Lnion fase
signed up 1o an Agreement which ensures that the UK Fire and Rescue Serdces ant
COMITEDS 10 SSSHING DN SMEMEncy Seraices, and Ihe MHS during what i an
exremety OMcut percd The Agreemen! exiends T expedations of e Fine and
Fescue Sendoes 10 cover tne folmeing aneas of work, whitst recognising thal mlanoe
ey b o vol urvicars $0 dio S in the first instanoe:

= Ambuanos Berdos assistance: Ambuance Deiving and Falenitumbul ance
personne suppon limiked tocument competenos (Mol addtional FRS Firsl ar Co-
Respondings

= Wulnerable persons — delivery of essenial Hesse

CONID-19 - Mass casualty (ovement of bodesk

= Faoe Filing for nrasks 1o e used by fronfine NHE and cinical cane slaff workng
with Cowid 19 pabasie:

= Detvery of PPE and ofter madical suppies 1o MHS and care [Beillise:

= Agsiding in taking samples for Covid- 15 andgen [BeSagE

Dirtwing amtdanos ransmot nol on biue-lighls (excluding known Coeid-19

pafiengs ) o culpatien appaniments of B0 neoshae wgent oo

Dirtwing Insinaziion by FRE driver trainers fo delver ralning for non-Senine

personng 1o dive amiulances [not on

= Thi assaminty of single e deoe shiekds for the NHE and care wors fron lne
B

= PackingRopacking food susplhes for Vainerabie pecalec

= Hnown o suspected Sovid 15 Palients: ranster o and frons Mightingalk:
hesplaks under emengendy response [bhae ighd) o frough noneemargency’
patient ransher (nok on Due lighlsg



= MoneCovid- 19 Patienis Trangler 0 and from: Nighlingabs: haspiials under
ETaEncy response (Hue Bght) or through non-evergency palient transfer (not
an biue Fgits) - s Includes recosering and recuperating palients no lonper
niechid with o 19,

CHAMGEE TD EERVICE OPERATIONAL PROCEDURE B AMD STANDARD
DOFERATING PROCEDURES

Changes nase been made wihin Service Response and procedunes in Service, as
foliows:

Wsa of Applancs durlng COVID-18 (On-Callp

R SNSRI E
Al T il

Wsa of Applance during COVID-18 Giikessboe)

R SNSRI E
Al T il

ATANDARD OFERATING PROCEDUREE (DP3 ALERTE)

T Seraion Fies B suing usdates o S0P by emal, lakng ceonsance of tha
It guidance on COVID-19. Examphes are o dollows:

1720 - COVIDAS Sately Soredeatons
1820 - Broathing Acparalus faee-saek cleaning;

1920 - Temporary separalion parilions for COVID-2E
2020 - Casualty Care | CPF EES;

2220 - Casualy Care | CFF: EES;

2330 « Brealhing Appartus face- mask deaning (REVISED]

The Oporadonal Frooedural Alers can be found on §0Work under Deparimants,
Operatinnad Rk Managemant, Poloes and Procsdures, DpcralbrulFmdu-: Bt

AHORT-TERM REVIEION TD OH-CALL CONTRACTED HOUR S |OLY o} 7E%-100%

Do b tha Tact Tral many mnone OneCall emplovees are ether working from home, o arn
il now engaged in main employment durng this perod, & has been agreed thal any
Indivduals who are now able to provide mons than 120 hours of oo D week for a
ahon-berm pericd, stoukd be porenihed to o from o TE oo 100% On-Cal payment
oft a shor-iem basis, subject 1o review in line with ihe changing drouvsiances and
auidance around COVID=10.

Ellgitiity: A empiopees aocas<ng this mponary U must oamenty be on 75%
contracts and during & dyepel perind provide inenoess of an average of 120 fours
OO T

Wie ane curmenty nol visiing homes 1o delver fome sakely advios and podipnend.
Wesg there ane no ofher oplions and the household |s al exdremedy high isk. Homae
Sately advios and Louipman s now predominanty underaien by ieephone and by
post, for example, Emoie Deteciors ame Deing sent oul to homes by Royal Mall, the
sl for which ane being monitoned for repariing purposes.

WOUTH INTERVENTION 3

Lol cur routine Youth Interveniions such as Fhoonix Courses, Crimes and
Consequences and Revoluions have beon suspended. Inberseniions am Deing
resvieaved.

ACHOOL E PROGARAMME

Trez Schools educalion RERRe nas boen suspended and been replaoed with laison
with educational parners through Hwk and clher platiorrs.

FIRE CADET?
Units have all been suspended, comact s maintiained Through sodal meda.

ARA0N RECUCTION

FooUTn BCIN RS SUSDEMIG, arson PalFns Nass condinue whens Neccssany due 1 the
dry weather and arson nsk, bul with social dislancing and hyglene profoocts maimained
Dperation Dawns Glakhas conl Dusng tech platfoms

FARTHERIHIF3

Links baing mialmained via o mail and ofher platforms with parines so tha we can
support and promoie acivitkes and thal we can Qias community hubs o disirisobe
Sk alarms.

FDAD IAFETY

nierentions hawe been suspended.

EUIINERE FIRE EAFETY (EFE]

Tz BFE deparisrent confnues 1o prowics a respone bo umgend comglance maders
Inechudingg, bt rect Bt d0, comsplaings, post-ine audis and e monilonng of
enforoement and probd bitlion nofices. Fouline Bulding Regulatons and other
corGulalions ane continuing 1o be conduched by skl whe an veorking from fomae.
Toeonaeritea siaf ane warking from hoame with the publc facing enqagement acihities

conducted by BFE Cfficers, kaking appropriate prolection measures, ina Tened
approach tnal secks 10 GaReR drect conlad, where possibie:

Depariment Stall o Den Realy ineohed inhe [onl amangemants for e
diovedopman of ierponany felkd haspials and body stonage shes. Aneas of foous wil
i b furmaed do those shes (denifed Tor ihe housing of the homeless and offenders on
carty nelease of Ui,

Coarabiom: This wil e for an intlal pericd of 3 weeks {nitaly agroed bo cower 245
Befarc i 147 Sprl (Dot thiss haes Do eorlenced ) and wil D subpect o revisw in ing with,
futurne Govermimient direction

Appllcation: The usual change of DLY process ndeid not be undenaken inthis
Instance, please underake e fol owing prooess:

1. Response Maragers for Command Hesd of Response] 1o send eyl o HR
Service Suppod IUManTesourTes Ingwwing 0oy, Uk

2. Subject Hoading - COVIDA 8 Tm'pnrar\l Change i DLEs Staon™ :
Empioyee hame : Employes Sarsdos

3. Fome ol wonds:

Phzase avend FFCKSA [neme], [S=awoe nwmbed Fomn Stasan [™7]
coniracied hours from T5% coniract fo 1005 coniract. | confirm thal | hasse
biseen advisad fal this ndydusl i seoad ng [ueess 2 120 Fours cowe par
wiik and as such authonse this amendment. This & 0 apply 8o tha ol lowing
pihesd ooty [Diales froma] A1 thia conclusion of this lerponany arrangement
the indwidual's coniractual chiigations as por cument DLT will apply.

"Flease ensune thal you mainain a recond of @l fese lemporany unlfs at a Command
lerwil. At e e of T porkod of upd it you s | reed 6o nolfy Finance of the numser of
upins 50 than addiional cost incurmad can e abrisded o the DOVIDTD costs.

DRILL-HIGHT ATTENDANCE

il Furthier notics, thine wil B & nasd muns nusnbaer of abendens for any stalion-based
il pericd.  This is i manage the number of emplopees imerading at any one lime,
culside of emergency response Inckienis. The cumenl mamum number s 5, 1 inchde
al least 1 Supenssory Manager.

D i the: addtional scdmindsiraliae bunden sssccaled with the annual CPD
appdcadan and re-appl katon prooess, and The requinemem for e Senvioe o iny
ard Imi (wharewer possible ) focus 1o maintaining operalional e

responss acliviies during the COVID-10 cutbreak, the dedsion wes taken o
canoe e re-appiication process for 201020 | re-appicalions due by 30 Aol
20200 and caminue CPD nawrenis for thase already in recsipl o 30 June 2021
[oiher than whene lemporary or subsianikse promolion would nomealy ciase
parymneni]

As such, CPD appicalion requinemients during WManch-Apn] 2020 wene resiricied
1o emplopees who were cumenily nof in receipl of paymants Fom O Ay 201910
30 Junee FEA0 fodowing the 201519 CPD apploation pooss.

W

COURIE HUMBERT 2 RATIOE

(COUMSE nUMtens ane meduced to 4 sludents in the dassroom and 1 insrudion.

[E4 REFRE3HER COURAE AMENDMENT E

BA refresher courses hawe been ahensd from a Z-day oourse 10 & one-day course,
omifing the devsopment day and focusing on 'what nesds o be done for comnl anos:
wiltn DGEA. Thi: hob wear pan of ihe assessmenl S compieied GRRRARR 2 propans
bumar as cpposed i cabonacemes fne as this reduces the number of instrucions
ropired B run ine course.

FROBATIOMARY AEIEIENENTE

Frobatcnary assessmants have been canceled (deemed nol risk criical).

EDAT COUREEER

Boat courses have boen ancelied |oannot comply with scoal dstancing)
EXTERNAL INETRUCTOR COUREEER

Esfemal insinactor coursies have been cancelied unt] further noice.

LoV COURIES

LGV oourse numbers have been reduced to a 1-1 ralio as cpposed to 2:1

Al powmssc have now beaan canosiied for 8 S-wesk period |subject bo raviesd amtl
enikd-May 2030

Dz o thar impact of CO05 on working amangemams for Grean-Book amgopess in
particular wilh regands to home-working, which may impact on weekly superdson tme,
GreenBook probaionary periods will De astended in line with the appropriaie duraan
of mgac which can be evidenced by Ing-managens andior Heads of Cormands or
Deparimenis

‘itere: this & e cage, nolfcation should be made to the Sendoe’s Human Resouroes
Daxpariment on tha anproproie exvension peniod bo be added for gapb ndbidul. Inline
with tha period of |misaet evdenced

For exampie, @ Green-Book emplopss may be 4 manihs imo & B-manth probation
pariod, which makes e ned 2 monine parfodarky imporiant considering the final
ansesnmenl Wil be wade on continued SrEgoynenl or ofansise. Due o SOV ID-19
howereer, thisy may nosw hase: boen sorking fons home it no futher cpponunilies for
davedupmam from Ther ne manager, and inihis case, e probationany period showid
b e nded acoond ngly



“iritien confinmnalion should be provided %0 affecled Indyiduals for ther recoeds, 1o
demanataie faimess during this difcal merod.

0.0 WVIALKERABLE EMPLOWEE R I BPECIAL LEAVE

Under normal ciroumslances, employees would have 1o apoly specificaly for Special
Leave by compieting an appboation fom, and submitling s to thelr Ine-manager, and
uitmately Head of Command or Depariment 1or anproval, in fne with the oiferia selot
wilhin ine Service's Leawe Procedure, under Bpecal Leadae.

Dz o thae COVID: 19 culbreak, and the fact that some employees may denbfy as
taling within the: GovernmanT s dassfcabion of sulnerable, o7 gaen a high-rss groun
dui 3 an urdariying haath condition, they can request thal fheir ing-manager conducts
an appropriae rsk-assessment wih them, using ihe fom. beime:

L e
(Y LT

‘Wihere tha risk-assessment kienifies that the sk for an indwidual B oo greal within ihe
workplace, and no reascnable adjusiments can be made 1 ensure ther safety, the
Inecividual can e her weori Trom fomae for the recommended penod, of wil e plaoed on
paid sl leae dor e duradon, withoul haring 1o ol low the standand appdcation
PO (Rpael wihin existing procedures.

Lins-managers chowld ansurs ragular sontact with $hoce on long-ism absenos
from work, whethar an hm-wul.lh ng or rlsl,a:;mdmml Lmnm to amcurs

support, and also \ta Cooupaticnal =11 whars
necaccary, In ralabon to smy hﬂﬂm‘l sk fram thalr kealth condition and
COVID-18 during their sboamce. | chould ba raseaniped Bowevaer, that the firck
point of cortscd for the Individual chould shamye be a medically qualifisd percon,
alfher turcusgh thalr GF, or HHET1 In the firc Inciamcs.

B hac baan oassaniead that opscas of Domacto Viclanos have Increscad
dramaboally during the percd of COWVID-18 look-diown, dus to prodonged perods
af home, comadimes des to the look-down Ecall, buf slco des fo sxbandsd home-
working or spaoisl lsave for axampls. Managers showld be axtra wiglang during
ihic pesied and conswif the Sardos'c guidanos and procadurs In this regard,
avalisibbe oo @MW ork.

1.0 DI ECIPLINE E BRIEVANCE PRONCEEIES

‘Wihilst the polendal risk from COVID-1 (s chear, and we nesd 1o do al we can B0 prolsd
empioyens oM Unecessany rsk, and base decsion-making o appropiaie sk
assessmenl, | & %0 (aepEnsa hal where Impoan processes such as disolpine and
ariEvances can continue in 3 safie and risk:ree manner, Ty shoukd do so, 1o @eoid the
UNNEoEssary AnEkedy and conoems which an semelimes arse from deiay:

t has iheredone been agreed inprinciple with the repnesentalior bodkes nal such
proosses should continue wherever possbie during the culhreak, as long as a risks
assesstd apnrnach s adoped, and that allernative MEasares. can be adonted when

necessany, win regands o discipinany niendess and hearings in narfodar, The
approaches agreed with the represe mative: bodes during this period ane as. fobowes:

= Rsi-assessed use of approprialely sized mesting rooms, with ample space for
scoaldstancing. eniry and i conirol, hand santsers sle

= Lseof Microsoft Teams or Skype whene anyone involaed s showing symplams
of COVID-15, or whene ravel 10 @ sullable mealing oo is oo

= Agalash nesort, quesiions sued inowriing by nsestigabing oficers, and wiitien
respanses proded accordingly.

Asite from ihese changes. nomal discinline and grievance procedures wil apply.

C-18 TE ETIRG

Tre foliowing process has been adopbed by e Sendoe, In consideration of The cument
abseno: rales in relafion o COVID-19 and redevam advios and gudance fom Pubiic
Hazalkh Wales.

=  Emplopes conlacts Sendos Control and books Gogsg-nelmod absance [in thi
same way ey would booi nonmal skckness atsence ). Conin record whether
ihe empioves ks symplomatic or ¥ i 1s @ member of e employee's househoid
il (5 Ao

= Abgenoe nolfication & forsarded In Sendor’'s Singhe Poinl of Conlact {EPOC) for
COVID-19 tesiing. Human Rescurces Adisor Faw Langsion.  EFOC will contact
1he empioyves by ieiephone fo confim who the suflener of sympioms is and offer
a Sukabke lest [efhar througn PFHW — Cardi, or thnough, somsen ng with Hyweel
Dda. Tests {where deemed In e reguined though screening) for Hywel Dda ane
arranged al Cordigan, Aberysiwyin, Llanell, Camarnhen, Haverfondwest
Sitbebust Hospial coming ondine Soon, togehar with specfo lesting sithin ti
Proswys amay

= Emplopes 5 requisied iooadvise EPOC of best culoome — tracking recond B then

uesalad:

= employes (or househoid member) i negalive Ty may netum io wors ai the
earbesh opponuniy, 1ney ane physically 7t enough o do so [effecs of any
Tinass nobwitraiarndings

= Hmanagers have o specfic ndividual which they waoid ke cons dered for
fesling, ey shoukd comact e BPOC directly o dsouss, as the I'-Hﬂ'u
boardfiesting cendre will nomealy only tesl peopks who ane

= Them ane cumenty g o of hiwrs or seskend amangemenis in place -
Notfications ane poked up Monday toFriday. This i based on curent numbens
requiring besting et present andwil be reviesosd perodcaly masing fonwand.
It on oneratonal delwery and avallabd by of besting siols wil also fonm part
o s res e,

REVIEW OF PROC EDURE.

This prooedune shall be st

1 Wieek by during the penicd of tha COVID-19 pandemic, o

[ folowing recepl of new informaton Trem the Criical incidenl Team, o
assoiaied COVIDAE Cels’.

=]
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20 : d LES OF GRIEVANCE RE

Grievances must be raised within 3 manths of the svent that causes the grievance. In
excaptional circumstancas and in discussions with individuals or their representatives,
this time might be extend=d.

The existence of this procedure does not remove or interfers with management
responsibilities or a manager's authority to undertake appropriately considered
management decisions, interventions or actions. The procedure is not a means for
questioning, validating or reversing management decisions that are fair and non-
discriminatory. Furthermore, the submission of a formal grisvance will not delay
appropriate imph ation of any manag: t decision or the effects of that decision.

There is no right of status quo under the grievance resclution procedurs and appropriate
management decisions can be implementad sven where these decisions are subject to
further stages of the grisvance resalution procadure.

All these considerations are, howewsr, subject to the exigencies of the Service, and

fi 't decisions can be imph ted without delay if the Service
requires this. In this paragraph, and in all other instances, reference to “until the
grievance has been reselved” means until all stages of the grievance procedure have
been exhausted.

Where clear causs for concern regarding the walidity of 3 management decision is
apparznt an submizsion of an izsue, the appropristz Director will be informed and will
make immediate enquirizs with the relevant manager(s). This would be the exception
and would only be considered where there was clzar evidence in the submission that
immediats intervention was nacessary and warnanted.

Managers responsible for dealing with grievances will bear in mind that the procedure is
aimed at achieving a resolution at an early stage, rather than establishing inmocence or
guilt, or providing punishment.

It is not necessary for the aggrieved person, nor persons against wham a grievance
might be lodged, to prove their position beyond 3l ressanable doubt Often an issue
cantres on the parception of one person against anather with little or no supporting
evidence. Therefore, those considering the grisvance will need to amive at their
conclusion based on the balance of probability.

Information gathered during the course of an inguiry must be assessed on the balance of
probakiliies. That is, itis more likely to have happenad than not. This coincides with the
standard of proof required by an Employment Tribunal. A written record will b= produced
providing the outcome of all grievances, which should include, if appropriate, conclusions
and / or recommendations for action.

The existence of this procedure does not remove the right of an individual under law to
take a case to Employment Tribunal at any time. Howewer, the Employment Tribunal will

HR .25 — Grievance Resolution Procedures, V& 3

INTRODLU

This procedure enables an employee to raise any concerns they may have about their
job. If an individual is unhappy about the treatment they have received or about any
aspect of their work, they should discuss this with their lins manager, who will sttempt o
resolwe the situstion on an informal basis. If the individual feels unable to approach their
line rr.anag=rd irzctly, the employ=e can approach another manager st the same or
similar level of suthority. or the HR Adwisor assigned to their region. Examples of types of
employment issues that may cause grievances to arise are provided at Appendix 1. This
procedure shall apply to all employses

The objective will b2 for bath parties to deal with an issu= with 3 spint and intznt that
resolves it through discussions. The procedure is not intended for use in the following
circumstances:

The matter invohees a disciplinary ssue, which must be dealt with in accordance
with the Service's Disciplinary Procedures

The issue inwalves 3 medical matter. which must be daalt with by an Independent
Medical Pans!

The matter invohies 3 pensions issue. which must be dealt with through the
Internal Disputes Resolution Procedures

Where the employee's grievance relstes to their salary grading in which case the
salary grading sppeals procedurs should be used

Where the Semice relstes to pay over which the Semvice doss not exsries
discretion

Any personal matter that is not directly related to conditions of service

Any matters relating to collective trade disputes

Any matters raised under the provisions of the Public Interest Disclosures Act

Tha prucedure aims to help to resolve individesl grievances in 3 manner which is as fair
and quick 3s possible. 1tis the Service's intant to find 3 solution to individual issuss as
early as passible and with this i mind, individual concems should be dealt with and
resolved by line management at any time before 3 formal grievance is raised.

Lobbying of Elected Members by individuzsl employses in respect of 3 grievance is not
encouraged and may wel prejudice individual rights under the Procedurs.

Although the procedurs may set down time limits within which answers to grievances are
to be given, it is important that grievances are dealt with 3= quickly 35 possible, and as
close to the level of ongin as possible to avoid further breakdown in working relstionships
and potential litigation.

Where an employee has sought remedy under a different service procedure, then they
will not be permitted o access the grisvance resolution process to try and s=ek 3 different
remedy. All izsuzs will b= dzalt with ance and once anly and grievance resalution
procedurzs can only be sccessed whers the issus has not been dealt with under an
alt=mative mors appropriats procedure. |t will not be used as an either/or option.
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expect to have seen, in the majority of cases, an attempt at resolution through intemal
pracedures prior to the submission of an applcation to the Tribunal.

Where the 5sue consists of an allegation against another individual or group of
individusls, thay will hawe the right to be informed of. and give 3 response to, thoss
sllegations and they will be regarded as nvolved parties. The invohlved parties will be
informed a= soon as practicable of the existence of 3 grisvance and how this relates to
them. The nesd to inform the involved parties as soon as practicable will abways be
wigighed agsinst the need to prevent possible victimisation. Whers necessary,
appropriate messures will be put in place prior to the notification.

Copies of meeting records or statements will be given to the aggrieved (and other
invoheed parties as appropriate) incheding any formal minutes that may have been taken.
In certzin cicumstances e g. to protect witnesses, some information may be redscted or
withheld.

Exceptional circumstances may arise giving causs to believe the aggrieved or other
imvoheed parties may cause harm to athers, themsehies or the Semvice. In such
exceptional ci 25 o senior managers a5 deemed spproprists may
become a requirement.

All information, decuments or with a gri resolution will
ahways be treated in confidence. —h:lwever it must be accepted that in the process of
resolving the issue(s), and to ensure appropriate fraining or development is provided
wihere identified during the resolution process, wider awareness of the matter may be
NECEssary.

Expactations of confidentizlity must be t=mperad by the realisstion that 35 soon 3= the
rasolution process stars, awarensss, even amongst those no ctiy invohied oftzn will
result. It is with this in mind that st=ps to prevent victimisation will b= appropriatly
prioritised. Where any person invohved in this procedure wilfully fails to maintsin
reasonable confidentizlity or seeks to unduly influence any party to the grievance such
action may be interpreted as harassment, particularly if victimisation results as a
consegquence

Managers will d=al with the involved parties and the information conceming the issue(s)
with care, sensitiity and as promptly s possible.

RA

G A GRIEVANCE INFORMALLY

Any employse who has a grievance relating to his or her employment may raiss the
maztter informally with his or her manager during the course of normal work. This is not
part of the grievance procedure. Only if the matter is not resolved betwesn them should
the formal grievance procedure need to be used.

Where the grievance is a complaint against the ine manager with whom the grisvance
wiould normally be raised, the employee can approach that person’s manager or another
manager at the same or similar lewel of authority. An attempt should be made to resolve
the issue st this informal stage. The manager should enguirs into the grisvance and
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discuss it with the employee and adviss the employee of a decision within a reasonable
timeframe. For less complex isswes and whers practicabls this should be within 21
calendar days.

0 MEDIATION

It may be appropriate for the matter to be dealt with by way of mediation, depending on
the naturz of the grievance. This involves the appointmant of 3 third-party madistar, who
will discuss the issues raized in the griswance with all of those involved and s==k to
facilitate a resolution. Mediation will be usad anly where all parties invoheed in

the griewance agree.

0 RIGHT TO BE ACCOMPANIED

All parties invelved m a gnevance resolufion procedure will have the right o be
accompanied at any interiew or meetings by a recognised trade union representative or
work colleague. In investigations it is important that the witness speaks for themselves
and generally it is reasonable to expect that the role of the accompanying person at an
interviews would be to ensure that the interview is conducted fairly, and to ensure that the
witness understands the guastions baing put.

At 3 Grievance Resolution Meeting. the accompanying person should be allowed to
address the meeting to put and sum up the employes’s case, respond an behalf of the
employese to any views expressed at the meeting and confer with the employee during
the meating. The accompanying person doss not however have the right to answer
questions on the workers behalf, address the mesting if the worker does not wish if, or
prevent the employer from explaining their case.

Reasonable time off with pay will be granted to those accompanying/representing an
employse in grisvance procedures. This should cover the investigation and mesting and
allow time for the representative to familiarise themselves with the case and confer with
the employee before and after the hearing.

6.0 FORMAL PROCEDURE

Written Statement

The employee must set out the nature of the grievance in writing and send a copy to their
line manager ar in the event that the grievance relates to the immediate manager, to the
next immediate manaper.

The writt=n statzment will form the basis of the subsequent grievance meeting and any
inwestigations, so it is important that it sets out the following:

. Title the letter- Formal Grievance or complete the form G1

. The nature of the grievance.

. Indicate the reasonable outcomelresolution that is being sought. This may be an
apalogy. 3 change within a process. the opportunity to access a specific
dewelopment opportunity etc.

0 oW
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Copies of the decision and reasoning will be sent to sl of the parfies. Line managers
should send a copy of all responses to written grievances, including all associated
documentation to the HR Support Coordinator for retention in accordance with the
Service's document retention timescales.

The Appeal

If the grievance has still not been resolved the employes has the right of
Appeal.

The employee should address a letter of Appeal to the Head of HR within 7 calendar days
of receiving the written decizion at the original meeting.

The appeal may be prepared through the medium of Welsh or English. If the appeal is
received in Welsh the responsze will be in Welsh.

The HR Suppart Coordinater shall arange for the employee to meat with the Head of
Department'Command; or should the Head of Department/Command be formally
involved in the Grievance at an earlier stage, the mesting will be with the appropriate
Corporate Head or Director. Also pres=nt at the appeal mesting will be a representative of
the HR Department. The employes can also be sccompanisd by a recognised trade
union representstive or work colleague.

The manager must ask the employee if they wish to use the Welsh language at the
meeting and explain that if they do wish to use the Welsh language a simulianeous
translation service from Welsh to English will be provided if the manager or any
accompanying persons are non welsh speaking.

The decision of the meeting shall be notified in writing to 3ll parties within 7 calendar days
of the meeting whare practicable.

The decision should be provided in Welsh if the employee has asked to use the Welsh
language at any stage in the procedure.

The outcome of the appeal mesting concludes the intemal grievance resolution process,
and this should be included in the notice of decision comespondence.

Copies of the decision and reasoning will be sent to sl of fhe parfies. Line managers
should send a copy of all responses to written sppeals, including all associated
documentation to the HR Support Coordinator for retention in accordance with the
Service's document retention timescales.

LAIMS I ALLEGATIONS

All related issues, counter claims allzgations from any involved party will be dealt with as
part of the one resolution procedure. Once dealt with in this way sttempts by those
parties mvalved to submit the same or intrinsically linked issues under a new procedurs
will not be accepted, other than in cases of malicious or vexatious allegations which will
be considered under the Service's disciplinary procedures
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. Concentrate on the facts of the situation.

. Provide clear indisputable evidence for the facts and figures. (As part of the
svidence, witnessas may be interviewad to give evidence, howswer, it is important
to first consider whether 3 witness has something relevant to say to support the
grievance). You do not need to contsct any witnesses, at this stage as the
Manager will consider this.

f Submit all evidence with the grievance letter (in some instances this may result in
the need to delay the submission of your grievance for 3 short pariod whilst further
=vidence iz obtained, as once recaivad 3 grisvancs mesting will usually be
convened in 10 calendar days).

. Date your letter and retain a copy.

w

Employ=es ar= encouraged to s==k help if required in setting out their grisvance in
writing, either from a work collzague, or 3 recognised frade union representative.

The writt=n stat=ment may be prepared though the medium of Welsh or English. Ifa
statement iz received in Welsh the responsa will b2 in providad in Wislsh.

The Mesting

Once the manager has received the writtzn statement, they must invits the employe=fo a
meeting to discuss the grievance. The manager should contact their assigned HR
Advisor for guidance.

The mansgar must 3sk the employes § thay wish o wss the Welsh languags st the
meeting and explain that if they do wish to use the Welsh language a smultansous
translation service from Welsh to English will be provided if the manager or any
accompanying persons are non welsh speaking.

The manager should not delay the invitation to 3 mesting beyond 10 calendar days of
receiving the writtzn statement.

The mesting must be held at a time and place that are reasonable for the employee and
anyone accompanying the employss.

Employees should be allowed to explain their grievance and how they think it should be
resolved. Consideration should be given to adjoumning the meeting for any investigation
that may be necessarny.

If the manager considers an investigation is necessary the Investigating Officers
are expected to give due regard to the ACAS Guide on Conducting Workplace

Investigations ACAS Guide on Conducting Employee Investigations. Atematively the
manager may appoint someone to investigate the situation on their behalf.

A full written explanation should set out what sction the employer intends to take to
resolve the grisvance within 3 ressonable timeframe; within 7 calendar days of the
meeting where practicable.

The writt=n =xplanation should be pravidad in Welsh if the employzs has made askad to
use the Welsh langusge at any stage in the procedurs.
HR 6.25 — Grievance Resolution Procedures, VB

80 VICTIMISATION

All parties have a right to fair treatment within the procedure. There will be no
victimisation of any individual{s) involved. Any such victimisation will amount to and ke
dealt with 35 a3 disciplinary offence.

At the commencement of any procedure, managers will ensure that in the circumstances

of each case, approprists measures are taken to minimise the risk of wictimisation.

The transfer of an aggrieved individual could be regarded 35 an act of victimisation and
this course of action will only be resorted to in exceptional circumstances and with the
cansent of, or at the reguest of the aggrisved.

Any person who fesls that they are being victimised in sny way during the procedure
should st once consult the HR. Advisor or accompanying person.

9.0

There is no intention to deter any genuine issus rased but the possibility exists whersby
the procedurs may be used maliciously. Where this becomes apparent through the
course of the procedure then this matter will be refermed to the appropriste Service
Director.

The appropriate sction to t3ke in response to 3 malicious complaint will be decided wpon
after consultation between the Head of Department and the appropriate Service
Director. This may lzad to disciplinary proceadings where the malicio ction smounts
to, for example, harassment or sttempts to deter managers from exercising their proper
managerial responsibilites .

10.0 COLLECTIVE GRIEVANCE

An employee nead not follow an individusl grievance where 3 recognised trade union
representative or other appropriate representative has raised the grievance on behalf of
‘two or more named employees.

Employees sharing 3 grievance may choose up o two of their number to act as
reprasentatives.

Where a grievance is withdrawm prior to the resclution mesting, the manager will ensure
that the indiwidual concemed confirms this in writing.

Where this is the case the HR Advisor should ensure that there are no issues that reguire
further sction and should sdvise all invelved parties, i previously notified of an izsue, of
the withdrawal.

‘Where an enquiry has commenced, snd other involved parties inteniewed, then they have

become part of the issue snd have every right to continue with the procedurs. In these
cincumstances, and although the aggrieved person might have withdrawn, they may still
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ke called upon as a witness to the issue(s) and only where necessary may be reguired to
attend the rezolution mesting.

12.0 RELATIONSHIF WITH DISCIPLINE PFROCEDURES

The Grievance Resolution Procedurs is not a method for making allegations under the
Mid and West Wales Fire & Rescue Service Discipline Frocedurs.

It may be poszible to continue to use the procedure to resolve the initisl cause of the
issues(s) but this would depend on the circumstances of each case.

The reluctance of the aggrieved to participate in the grievance procedure for fear of this
resulting in a discipline investigation could make an enguiry untenable under normal
gircumstances individuals should not be required to give evidence nor should any action
be taken against that person as a consequence of 3 refusal to give evidence unless this
would adversely impact on the Authority's ability to effectively discharge its obligations
as an employer.

Attempts to find resolution to the eriginal issue(s) should not be deferred pending the
autcomne of any disciplinary enquiry.

SUPPLEMENTARY 5

The procedure does not need to be followed if circumstances beyond the control of either
party prevent one or more steps being followed within 3 reasonable peried. This will
sometimes be the caze where there is 3 long-term iliness or a long peried of absence. We

that indivi invahved in a gri process can - find it
stressful and may require time off sick. 1t is important to resolve the matier 3= soon as
possible, to enable all parties to move on. Therefore the Service will sk medical advice
about individuals continuing with the process whilst off work due to sick absence

Whatever practice or agreement existed prior to the initiation of the Grievance Procedurs
shall continue to operate pending resolution or until the agreed procedurs has been
exhaustad.

The parties may by mutual agreement, modify the time limits referred to in the Procedure.

It is important, and in the interests of both parties to keep written records during the
grievance process. Such records should be treated as confidential and kept in
accordance with the General Data Protection Regulstions.

Grievance Procedures are by their very nature personal and confidential. During an
inwestigation, no information will be disclosed to the media, or to third parties not dirsctly
inwolved. Af the conclusion of a grievance matter, if required, only the Executive
Leadership Team or Head of HR shall be authorised to disclose information about the
case, based on a prepared statement.

It is recognised that there will always be a certain amount of stress and anxiety for any
parties when dealing with grievance cases, and employees and managers are
encouraged to seek support through the Service's Occupationsl Heslth provisions where

necessary. Managers are reminded of their duty of care under Health and Safety
Legislation.’

Mothing contsined within this Procedure shall prejudice the rights of any employes
existing under any Statutory Legisistion, or National, or Local Conditions of Service
Agresments.

Where the procedure refers to "Manager”, “Head of Department'Command”, "Head of
HR", or “Director” etc. it equally applies to officers acting in that capscity, or suthorised so
to act by their senior manager.

140 EXEMPTION 5 AND DEEMED COMPLIANCE

The Grievance Procedures do not spply where the employes raises 3 concem as 3
“p isch " in I with the public interest disclosure provisions of the
1932 Public Interest Disclosure Act (PIDA). The terms of the "‘Whistleblowing Policy” will
apply.

Line managers and employ=ss will normally be expectsd to go through the grievance
procedures unless they hawe reasonable grounds to believe that by doing so they might be
expased to a significant threat, such as violent, sbusive or intimidating behawiour, or they
will be harassed.

15.0 REVIEW OF PROCEDURE

This procedure shall be reviewed -

annually, or
following receipt of new information
upon implementstion of new agreements which may affect the procedurs.
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PRINCIFLES OF RECORDS MANAGEMENT PROGRAMMES

Good records management practices will be achieved by:

Determining what records should be crested and retsined by sach business
unit through the i of retention schedules.

Determining appropriate corporste systems for the retention of records which
ensure all approgriats records and related dats (metsdata’) are capiured into
the system.

1.0 PROCEDURAL CONSIDERATIONS

2.0 CREATION AND CAPTURE OF RECORDS = Retaining records to sstisfy operational, l=gal and other needs.

3.0 ARRANGING RECORDS (CLASSIFICATION]

40 RETENTICN PERIODS FOR RECORDS . - " _ P

50 DESTRUCTION OF RECORDS = Developing approprizte finding aids such as classification schemes and
60 REVIEW OF PROCEDURE indexes to facilitate the refrieval of records and information

APPENDIX A - RETEMTION SCHEDULE
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Head of Human Resources
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RESPONSIBILITIES

The Service has 3 corporate responsibility to maintzin its records and record-
keeping systems in accordance with the regulatory framework.

The Service is therefore required to have guidance for good records management
practice in place and to promote compliance with this procedure in such a way to
ensure the easy, appropriate and timely retrieval of information by:-

.

Undertaking information audits to develop appropriate retention schedules and
classification schemes (corporate and departmental).

.

Undertaking compliance audits of records management pragrammes (policies,
procedurss and systems) to ensure the Service's ststutory obligations are met
including those under the Local Gowernment Act 1872, the Data Protection Act
1898, and the Freedom of Information Act 2000,

.

Ensuring that the destruction of records complies with the Service's obligations
under the data protection and freedom of information legislation.

.

Is=uing guid. for img ing and plying with this p
Individual businzss units, d and sections must ensure that records for
wihich they are responsible are accurats, and are maintained and disposed of in
accordance with the Service's records management guidelines.

All records within 3 business unit, department or section should have an identified
‘owner responsible for thair management whilst in regular use.

Each business unit will require its departments to: -

.

Ensure the capture of records (both paper and electronic) that provides
=widence of its functional activiies.

.

Will enzurs the requirements of this proczdurs are arficulated in business
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Ensuring records are maintzined in a ssfe and secure environment.

Ensuring records are retained for as long a5 required and no longer.

Carrying out timely and appropriate destruction of records and information in
conjunction with the Senice’s retention schedules.

SCOPE OF THE PROCEDURE

This procedure applies to =l records created, received. or maintsined by
employees of the Semice in the course of camying out their work.

Rezcords are defined as all those documents that facilitate the business camisd out
by the Senice and which sre theresfter retsined (for 3 st period) to provide

Version Number 03 evidence of its fransactions or activities. These records may be crested, received,
or maintsined in hard copy or electronically.
Date of Last Review 01 April 2016
Records management iz defined as a3 fizld of management responsible for the
Date Last Amended 18 July 2018 efficient and systematic control of the creation. receipt, mamtenance, use. and
disposition of records, including processes for capturing and maintsining evidence
Date of Next Review March 2017 of information about business acthities and transactions in the form of records.

A small percentsge of the Service’s records may be requirsd for permanent
preservation 3= part of the Service’s archives.

b

RELATIONSHIP WITH EXISTING PROCEDURES

This procedure has been formulated within the context of the following Service
documents.

Data Protection Procedurs
Frzedom of Information Scheme of Publication

Compliance with this procedurs will in tum facilitate compliance not only with
information relsted legislation (specifically Local Government Act 1972, Data
Protection Act 1993, and Freedom of information Act 2000) but slso with any other
legislation or regulstions (including audit. equsl opportuniies) affecting the
Service.

EATION AND CAPTURE OF RECORDS

The creation of records ars an essential part of Mid and West Wales Fire & Rescus
Service's (MAWWFRS) business sdministration. Put simply we could not camy
out our necessary functions as = Fire Authonty without relying on records. Records
need to be created fo provide a full and accurate sowrce of evidence and
information sbout what we do =5 an organisation for use by intemal personal and
external stakeholders.

Records are required to satisfy statutory and regulstory reguirements, facilitste
good business administrstion, document decisions for curment and fufure
Imowdedge and to sl us to be accountable for our actions.

All staff will have varying degrees of responsibility for creating records of their
sctivities, and all Hasds of Deparments are required by the Records Management
Procedurs to ensure that sufficient records sre created and captured sbout their
department's Sctiity.

Met all information created in the course of camying cut MAWWFRS business will
necessarily be a record. The records required to be kept by individual departments
should be listed in an appropriste retention schedule. It should be noted that
records can inclede paper, electronic, =-mail and mult-media documents. It is
important to remember that it is the content of the record not the formsat that
determines retention.

plans.
Where documents that need to be retsined as reconds have besn identified the
« Wil identify employes ibilities within dep to impk this nead to be captured into sither 3 manual (paper) or electronic record-kssping
procedurs. system a3z appropriatz.  Record-keeping systems themselves (manual and

E=tablish retention schedules for all areas of work.

.

.

Will ensure that employses receive appropriate training to mest their
ibilities under this p dure.
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electronic) should ensure that appropriate lewsls of sscunty and access are
maintzined.

Any record captured info either a8 manual or sutomatic record system will need o
ensure that supplementary information (metsdats) i also captured slong with the
record itself.  This metadata is vital to ensure the information can be retrieved
quickly and accurately, be interpreted comectly and linked to the activity that it
supported. Typical metsdats would include: author, date, file reference, title but
depending on the business context may include other elements (cf. MAWWFRS
Record-keeping Metadata Standard).
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Records will only be useful i certain characteristics can be ensured, they need to
hawe:

+ Authenticity - the record can be proven to be what it purperts to be to have
been created or sent by the person purported to have created or sent it, and to
have been created or sent at the time purporbed.

+ Reliability — a record whose contents can be trusted as 3 full snd sccurate
representation of the transactions, activities or facts to which they attest and
«can be depended wpon in the course of subsequent transactions or activities.

+ Integrity — a record that is complete and unaltersd.

+ Usability - a record that can be locsted, retrieved, presented and interpreted.

! Metadats — data describing the content, context and structure of records to allow
them to be linked to the business process from which they wers created.

The Serice recommends that all MAWWFRS records (paper and electronic) be
filed using an amrangement bazed on Business Unit functions rather than by
organisational structurs of subject.

Arranging records in a functional filing system ensures that the business context
of records is clearly identifiable. It becomes much easier to exercise security,
audit, efficiency-saving or other exercises if business records are filed in 3 way
that mirrors the ways in which the organisation operates.

Linking records to their MAWWFRS context iz 3 key requirement for pood Records
Management practice, and is an approach recommended by the relevant Code of
Practice, and 130.

Intraducing functional filing system will make locating files far easier, cut down on
duphication, and make it easier to destroy or review files, thereby helping to mitigate
risks to the Authority;

“The higher the level of accountability andfor public scrutiny, the greater the need
for accuracy and speed in locating individual records " |50 15438,

Implementing & filing system for paper or electronic records that is based on a
functional rather than subject-bazed approsch will provide the following benefits:

+ Retention periods, which apply to erganisational functions, can be applied to
& whole file, eliminating the need to weed through individual sheets of paper or
documents within 3 file.

For example, a personal file may contain a job description, contract, timeshests,

sickness absence details and disciplinary records, all of which have differant
retention periods.
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Subject based filing will lead to multiple copies of 3 single record being kept in
different locations.  Functional fication will reduce duplication of
records.

In an electronic record kesping system, security or permissions levels can
be more easily assigned to folders representing organisationsl functions than
arhitrary subjects.

Once folders or documents representing a certsin function reach their retention
periad, whole files can be destroyed. This is difficult with subject based filing.

Future proofing: functional filing systems become resistant to change brought
about by restrictions. Organisational structure may change but functions will
usually not.

Personnel Records Retention Schedule:

A retention schedule is a list of records which need to be retsined by the Senice
for a designated period of ime. The Retention Schedule shows the title of 2sch
record, 3 time period for which records are to be retsined, and identified the
reason {legislative, regulatory and / or operational) on which retention is based.

The =dstence of this Retenty is 3 req of Mid and West
Wales Fire and Rescus Senices’ Records Management Frocedure.

The Retzntion Schedule provides i i ions for all employ who
deal with records, and a formal procedure for records retention and disposal.
It 5 not, however, immutshle and divergences from the schedule may be

ppropriate in certain cir =0 long as lizison is made with the Head
of Human Resources.

Official guidelines on the retention of records used by the Human Resources
department can be found in the Semvices’ Records Retention Schedules
Personnel Records, svaidsble on the @ Work site.

Retention Schedules and the Freedom of Information Act 2000

The Freedom of Information Act 2000 is intended to promote 3 culture of
openness and accountabiity smongst public authorities by providing people
with rights of access to records held by Mid and West Wales Firs and Rescus
Service.

The Service must comply with requests for the information that it holds unless
an exemption from disclosure applies. The Service will normally have a
madmum of twenty working days to respond to the request, howsver thers are
circumstances when this time limit can be extended

The Lord Chancellor has also issued a Code of Practice under Section 48 of
the Freedom of Information Act, setting out his views on desirable practice for
ke=ping. management and disposal of public authority records. The Code of
Practice incledes a reguirement to develop snd apply Records Retention
Schedules.
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Assessing the Impact of Change

3.0 Measuring the Effectiveness of Change

To establish whether the change has been successful, organisations can assess the outcome against
their set objectives to determine whether any further changes are required. Prosci (2020) suggests
that change management can be assessed from three different perspectives: organisational
performance, individual performance, and change management performance.

Techniques of measuring and monitoring change can be qualitative or quantitative. CIPD (2019)
explain that quantitative data can be measured and illustrated through numbers such as surveys
and questionnaires, whereas qualitative data can’t be measured and often represent an
individual’s view or opinion from interviews and focus groups.

3.1 Key Performance Indicators (KPI’s)

KPl.org (2021) define KPI's as “critical (key) indicators of progress toward an intended result”. KPI's
allowed for decisions to be made throughout the change process, looking at strategic and
operational improvements. One of the objectives for the realignment of responsibility, was to allow
the HR function to provide a proactive HR service, rather than being reactive to situations. KPI's are
recorded monthly to provide an overall annual review on the areas within HR (EV23). This allowed
for analysis and comparisons to be made to ensure that the new process has benefited the HR
function.

3.2 Stakeholder Feedback

Creating a Microsoft Teams page for all stakeholders, provided a virtual platform in which
stakeholders could provide comments and feedback on the process, and offer views on how the
process could be improved. Following on from these comments, a survey was issued to all
stakeholders involved in the recruitment process to gauge and formulate conclusions.

The University of Kent (2020) agree with this, suggesting that Stakeholder feedback “involves you
receiving feedback from people whose view are considered helpful and relevant ... from clients,
customers or stakeholders”.

During our fortnightly meetings, included in the agenda was time that allowed and encouraged
stakeholders to participate in proving feedback, which over time, provided a range of responses.
Should any issues arise, all were encouraged to provide suggestions to overcome such issues. By
promoting this, further consideration was given to the current processes being undertaken, whilst
determining whether a different approach would be beneficial.

Those who the change has impacted upon, were encouraged to respond to the survey issued.
3.3 Analysis

The survey was issued to around 50 people, of which, we received 38 responses (EV25). Research
suggests that the key to successful change is communication, 82% of respondents were either very



satisfied or satisfied with the levels of communication the Service issued during this change. 63% of
respondents suggested that the new recruitment process has impacted on their levels of workload.
This is something that will need to be monitored to ensure that individual morale remains high, and
that sickness does not occur because of it.

Based on the responses received from the survey to those involved in the recruitment process along
with the feedback from Stakeholders throughout the process, the consensus to change was positive,
with respondents feeling that the change was necessary and will be beneficial moving forward.
Trade Unions commented on how they have received no negative feedback from the changes.

KPI figures suggested that the new changes to the recruitment process, have allowed for a more
efficient recruitment process, with applications being processed within 2-3 months, rather than 4-6
months. From general office observations, processes appear to be running more smoothly, there has
been a decrease in sickness absence, and an increase in employee morale.

3.4 Communicating Outcomes to Stakeholders

The results from the survey, along with the KPI analysis for the relevant months, were presented by
the Head of Human Resources to the Executive Leadership Team at their quarterly meetings.

Results from such survey were also published on the Microsoft Teams page created, and Service’s
internal website for all to access.

Due to the pandemic and the need to rush through the process so recruitment could continue
through such time, | recommended that a meeting was held with all stakeholders to ensure that they
were all happy with the realignment of recruitment activities, and to provide an opportunity for
guestions and answers. It was important to emphasise the challenges that come with working from
home, and that the necessary support and guidance would be available, when needed. This is
something that appears to have diminished since the devolvement of office working.

3.5 Evaluating Performance

My role as a HR Assistant at Mid and West Wales Fire and Rescue Service is primarily focused around
the recruitment of On-Call Firefighter into the Service. Part of my Independent Development Review
(IDR) with my line manager, highlighted concerns raised regarding the specialism of the role  am
carrying out, which become particularly apparent when planning, implementing, and supporting
change management initiatives.

According to Morgan (2015), MAWWEFRS operates a traditional hierarchy structure with differing
levels, whereby decisions are made at the highest level and transpired down to lower levels. | was
able to provide the necessary information to Senior Management upon request, whilst also
administering and monitoring submitted application forms (EV26).

In line with the 2013 CIPD Profession Map (2020a), for my role, | should be working at Band 1 or 2,
however at present, | feel that this is not the case in many of the professional areas due to the
narrowness of my current role, therefore | am going to request further support for development in
this area to enable my assistance in other change initiatives at a later date (EV27).
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Evidence — LO3

EV25

How satisfied were you with the level of communications received
throughout the change process

0%

5% m Very Saftisfied

u Satisfied
= Neither Satisfied or
Dissatisfied

Dissatisfied

= Very Dissatisfied

Do you feel that the change in recruitment process has had an
impacted on your workload?

m Yes, definitely
= Slight Impact
= No

Unable to determine

On comparison to the previous recruitment process, what do you feel are the benefits of the

changes made?

e By SLO's carrying out the interview process, we get a better understanding of the
candidate and what they would be like to manage. These individuals need to fit in on
Station and managed effectively by the WM in the first instance, and us.

e More responsibility and ownership by County Command - at the end of the day, they

will be out responsibility
e Less interaction and reliability on HR

e Testing sessions are shorter - candidates are not waiting around for ages waiting to

complete elements



= a
Reference Station B4 command B Hours Suitable B4 tive I Name B sumame B3 comments

[ MEBI01F2021 Tumble Carmarthenshire N Lo Dlanie| Balbini Atending POEST - January 2021

MEGI0I2018 Tumble Carmarthenshire ks R Glyn Jones Chased hours - TROHZ019

MEEI02I2018 Tumble Carmarthenshire M- Bpp an hald - 0302013 - Review 031212013 1 Bled an Evans Chased hows - THO4E01E

[ MEEI02/2020 Tumble Carmarthenzhire Outstanding - 21022020 Mis= Meleri Haf Owen

[ MEEI03/2020 Tumble Carmarthenshire As (5 Jamie Lee Thomas Meeds Testing Date

MEEI04/ 2020 Tumble Carmarthenzhire N &3 Aled wyn Ewans Atrending POEST - Februar 2021

MEEI05/2020 Tumble Carmarthenzhire o M Gareth Andrew Davies Atrending POEST - February 2021

MEBEI04Z018 Tumble Carmarthenshire Outstanding - 1210/2018 M Sion Myrddin ‘williams Chased hours - THO0H2013

MEFIONZ021 Mewcastle Emiyn Carmarthenzhire Y Mis= Cerian Jones Attending POEST - March 2021

METI0212020 TMeweastle Emiyn Camarthenshire " R George Alexander Chadzy POEST - September 2020

METI0312013 e astle Emlun Carmanthenshite Y M Derren Bland #w aiting Contact by 19 January 2021 - Further medical info required 0S/012021

MEZI042020 Mewsastle Emlyn Carmarthenshire v M Rhodri Owen Fhillips Attending POEST - January 2021

MEBI0412019 Llandysul Carmarthenshire Outstanding - 01042013 T Tlark Stuart Evans Advised no vacancies - IF042013

MESIONZ020 Llandeila Carmarthenshire £ siting Approval - DTITNZ020 1 Matthew Jaobs

MESI02/2020 Llandeilo Carmarthenzhire ¥ (5 Jozhua Hall Attending POEST - May 20217

MESI03/2019 Llandeila Carmanthenshire Dutstarding - 41012013 1 Kassim Shahasi Shehe

M7I012021 “whitland Carmarthenshire Outstanding - 2012021 Miss Ceulyn hedi Davies

M7N0Z{2020 whitland Carmarthenshire Hawrs Unsuitable - Beview 2E0B/2020 I Stephen Mark Bouwer

EV27

Following on from the recent changes to the On-Call recruitment process, Rachel’s contribution was
a great help. As the first point of contact for On-Call recruitment over the past three years, Rachel’s
knowledge of the process and relationships with other departments was clear when trying to
implement such changes.

Rachel was able to arrange meetings with all stakeholders at times that suited everybody, create
agendas and subsequent minutes from the meeting, uploading these to the Microsoft Teams
channel. She also played a big part in planning for the change, assisting with the development of the
Change Plan, Communications Plan and Gantt Chart, all of which | believe she has learnt as part of
her CIPD studies.

This has been a good starting point in Rachel’s development. As her role is very specific to
recruitment, | have agreed to allow the opportunity to furth develop her knowledge and skills by
shadowing colleagues. It has also been agreed that should any courses come up soon that would
benefit Rachel, this is also something that we will consider.

(?&»mw
K Fairhurst
Human Resources Manager



