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LO1: Be able to plan for the implementation of change processes within an 

organisation.  

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

change requirement. 

My job role is to manage a contingent workforce of manufacturing employees at Dow 

Silicones for recruitment agency Adecco. When we onboard and start a new 

employee at Dow we provide them with a handbook with relevant information in on 

their first day (Doc.1) Around 1 month after they have started we undertake a one to 

one meeting with them to discuss how they have settled in to the role, how they 

found the onboarding process, what support they need, any challenges they have 

faced so far and other questions (Doc.2) From this meeting any findings are 

discussed with the employees line manager and any trends identified are discussed 



with my manager. I have noticed a trend in employees stating that they do not find 

the current handbook as helpful or informative as it should be. I arranged a meeting 

with my manager Vicky Cole to discuss the findings from these one to one meetings 

(Doc.3) During the meeting we discussed the need to improve our current handbook 

document based on feedback from employees during their one month review which 

stated that they do not find the handbook helpful for the following reasons: It is 

provided to them in paper format on first day with other paperwork, and therefore is 

often lost or put with other paperwork then when it is needed further down the line 

when for example, they need to know the process for calling in sick, they are unable 

to locate it. The information is not sufficient and requires more detail added as 

feedback states that often when they do look in it for information, it does not hold the 

information they are looking for and It is not visually appealing.  

Potential benefits of making this change are the positive impact it will have on the 

relationship between HR and mobility which can enable the organisation to leverage 

mobile workforce to fill talent gaps and keep employees engaged to prevent costly 

turnover. Effective collaboration between HR and mobility can be a real differentiator 

in the workplace. (Raconteur, 2018) by making this change to a more accessible 

handbook it will ensure it is accessible by all & ensure employees feel supported, 

potentially aiding talent attraction, retention and employee wellbeing. It could also 

impact the number of queries HR get, as the handbook will provide enough 

information so employees do not need to come to HR for some queries that they do 

now, resulting in more time for HR to be working on other things. It can showcase 

the benefits we offer as an organisation (Paycor, 2020) and give us a competitive 

edge – Having an effective handbook could have a factor in achieving a competitive 

edge in the marketplace by contributing to attracting and retaining talent. When 

drafted poorly, handbooks can leave employers exposed when it comes to legal 

action, so it’s important to get it right. (People Management,2018) 

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

support needs. 

I created a stakeholder map to define who would be involved and affected by the 

change.(Doc.4) which consisted of Marketing, who will need to pull together the 

information provided and create the digital handbook. My line manager Vicky Cole 

who will need to check and approve the handbook. All our employees work under the 

manufacturing department manager so they need to be kept informed of the final 

document. Our current employees would also benefit from a copy of the updated 

handbook and may need support in how to access and save it in the way of training 

or written information. 

1.3 Identify the resources required for the change process and how these will be 

made available. 

We need to put our people first, at the heart of the change and inspire through 

purpose (Jim Hemmerling, 2016) and therefore I decided to offer employees to be 

part of a project to define what needs to be included in the new handbook. I sent out 

an email to all employees detailing the change we were looking to make and to ask 

for anyone interested in being involved to email me to express an interest. (Doc.5) 



I had 6 employees who expressed an interest in being involved in the handbook 

update and arranged a meeting with them to gain an insight into what they felt 

needed to be included in the new handbook. Our marketing department will need to 

create the new document and therefore I spoke to the marketing team to check it 

was something they had the capacity to do at the moment & what the turnaround 

time would likely be from me providing the information required to them creating the 

digital document. 

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

required change. 

I created a change plan which detailed the aims and objectives of the change, the 

activities to achieve the objective, who would be affected, the roles each person 

would play, any support needed, resources required, monitoring activities and 

success measures. (Doc.6) I also created a Gantt chart to plot the timelines and 

milestones (Doc.7) and stakeholder map (SHRM, 2019) (Doc.8) 

1.5 Communicate the change plan, and gain agreement for its implementation, from 

decision makers. 

I held a meeting with the stakeholders involved in the change and during the meeting 

we discussed and I completed communication plan (SHRM, 2017) (Doc.9) to discuss 

communication objectives and guidelines, created a stakeholder communication 

needs analysis, stakeholder requirements, key messages, delivery channels, 

information collection, communication schedule, communication events, 

communication responsibilities, feedback measures and success criteria. At the 

meeting I gained agreement from Vicky Cole for the plan to go ahead. 
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LO2 - Be able to implement a change plan 

2.1 Follow the agreed plan to implement change processes. 

I followed the change plan created by firstly providing a contact in Marketing - Sophie 

Clarke, with a copy of the previous handbook and the feedback from our focus group 

on what they felt needed to be included in the new handbook via email (Doc.10) I 

had already agreed a timeframe with marketing as part of the change plan, that the 

new handbook would be returned between 12th to 19th November. The new digital 

handbook was received on  15th November (Doc.11) on a link via email (Doc.12) 

https://issuu.com/adeccocorp/docs/dow_ebook?fr=sOGQwMjgzNzEzMA 

 

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

requirements. 

As per the plan I thoroughly checked the new document and sent it to Vicky Cole 

and the manufacturing department leader to gain feedback on whether they were 

happy (Doc.13) They responded to advise they were pleased with the changes made 

and the new handbook and were in agreement it could be rolled out (Doc.14). I then 

set up a meeting with the initial focus team and presented them with the new digital 

handbook on a large screen in one of our site meetings rooms, the feedback was 

excellent. The new handbook was sent out to all employees welcoming any 

feedback (Doc.15) 

 2.3 Apply techniques for maintaining positive working relationships throughout the 

change processes. 

In order to maintain positive working relationships through the change I made sure I 

built trust with the stakeholders involved, If employees have trust in management 

and the organization they are more likely to support changes. Change leaders need 

to demonstrate their competence in making change with integrity. I also ensured that 



levels of energy were maintained throughout the change process by being upbeat, 

positive and showing commitment to the change . I role modelled the change, to 

enable trust in the change and encourage employees to follow. I ensured I 

communicated well at all stages of the process, I encouraged those that wanted to 

be part of the focus group to question and participate in defining the future state in a 

meaningful way (CIPD, 2014 ) I ensured I understood, engaged with, build 

commitment from, and supported all stakeholders, I spent time learning and 

understanding their needs and perspectives and aimed to get them to want to help 

me succeed and feel supported in the change. (APM Knowledge, 2017) 

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

 When researching the best way to implement the change l listened to the CIPD 
(2015) Podcast on leading transformational change and heard that when making an 
organizational change Zurich had implemented change champions to get the 
message out, but more importantly to bring messages and responses back to 
monitor the change and response. I therefore asked the initial focus group if they 
would be happy to become change champions once the new handbook had been 
emailed out, to create discussions about it, help signpost and promote it to 
employees and encourage them to look at it, and to gather any feedback from it, we 
met on 22nd November to discuss the feedback which was positive, meeting notes 
below (Doc.16) There was one improvement made from an employee which was to 
possibly include the current site Covid19 policy, so I will review with management 
whether this is suitable to be included as it is ever changing, and we can make a 
decision together. During the change process I continually monitored the 
implementation of the change, we stayed within the agreed timescales which was 
helped by the level of detail in the change plan. We did not need to make any 
justified adaptions on this change and it was an effective change process that I 
would use as a template for future changes needed. 

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

I recorded and maintained records of the change process by setting up a folder in 
projects / handbook change. I added all documents relating to the change in there 
(Doc.17). I also received an email from my manager Vicky Cole to confirm my 
contribution was effective and met organisation requirements. (Doc.18) 
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LO3 - Be able to assess the impact of change processes within an organisation  

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

objectives. 

The change was effective in meeting the required objective, which was to create a 

new digital handbook that was easy to use and contained all the information required 

by employees. I measured this by assigning change champions and gaining 

feedback from them directly from employees, which was positive (Doc.16).  APM 

Knowledge (2017) suggest change can be measured by outputs produced such as 

time, budget and quality, outcomes achieved such as the change effectiveness and 

impact, and benefits realized which usually take a while to become apparent as it is 

the measurable improvement in performance such as return on investment, cost, 

compliance. To measure the effectiveness of this change fully it will take a little more 

time, as we will need to monitor the number of queries coming in to HR and whether 

the new handbook has impacted this to gain quantative data, we have seen a 

decrease in queries already but will need longer to link this as well as continue to 

review the new handbook in new starters reviews to gain qualitative data.   

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

In order to embed the change further HR and line managers need to be signposting 
employees to the handbook when they come to them with queries that can be 



answered by looking in the handbook. One item mentioned in the feedback from the 
change champions is that the handbook could include the current site policy on 
Covid19, I have booked a meeting with my manager (Doc.19) to see if this is feasible 
with the constant change of the site policy and was advised to check with our legal 
team and review once feedback received. We could also use technology to monitor 
and asses by checking usage rates of the link (APM Knowledge, 2017) 

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

I held a meeting with the stakeholders (Doc.19) and presented the key outcomes 

and impact of the change. (Doc.20) 

3.4 Evaluate the effectiveness of own performance in contributing to the 

management of change. 

This was my first time leading an end to end process of change, I feel I learned a lot 

from the experience on how to plan for change, how to complete a change plan, a 

communication plan and map stakeholders. I learned how to create Gannt charts, 

how to monitor, asses and communicate the impact of the change and identify any 

further work required in regards to the change. I feel that leading this change 

initiative has increased my knowledge on the CIPD (2018) professional map 

specialist knowledge of change to associate level. I feel I understand how to use 

data to create a case for change and am now more confident in different approaches 

to change. On the chartered member level I know how to listen to, engage and 

mobilise a range of stakeholders to enable change and build capability and how to 

plan and deliver a project, and manage risk, resources and interdependencies to 

deliver outcomes, I do want to improve my skills to learn how to use a broad range of 

evidence such as external insight, benchmarking, to develop a costed business case 

and develop change management approaches that align with culture and objectives 

and therefore need to further develop my knowledge to lead more in depth future 

change initiatives. 
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