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1.1 Establish the need, objectives and potential benefits in relation to a specific change requirement.
I’m involved in a change project involving a new database/upgrade to the CoreHR system. MAWWFRS utilises the Core HR/Payroll system, introduced in 2015 in collaboration with SWFRS (EV1) with NWFRS joining later, in line with the government’s plan to have an all Wales Fire Service. However, plans changed, and the Services remained operating separately.
Currently MAWWFRS/SWFRS share a database on the system, however both Service’s work very differently, causing limitations in the way that it could be used to its full potential. 
SWFRS pushed ahead with developing the system for online modules for recruitment/expense/rostering/time, whilst for various reasons this was paused for MAWWFRS. MAWWFRS now wishes to push ahead with developing CoreHR as its main system but in order to do so, must split away from SWFRS, the agreement to do this was made in 2020 (EV2 & EV3).
Change, including technological change is unavoidable for all organisations and must happen in order to future-proof organisations (Wilkinson and Taylor, 2016 & CIPD, 2021).
Tapping into technology is identified as one of the essential ways HR leaders can lead business resilience and agility (Sage Group Plc, 2020). 
This development work is in line with the MAWWFRS commitment to developing IT platforms to support and enhance business performance, as part of the Strategic Corporate Plan 2020-25 (MAWWFRS, 2021a) (EV4). There were both internal and external drivers of this change. Results from employee engagement surveys undertaken (MAWWFRS, 2021b) stated that MAWWFRS was too reliant on paper-based processes which often led to delays/issues with processing. 
Focus groups were held to come up with new ideas/ways of undertaking tasks or as a result of dissatisfaction from employees about current processes (Johns and Ellis, 2016). In align with CIPD, (2020c) a SWOT analysis was undertaken to identify the strengths and opportunities, and new technology is seen as an opportunity to strengthen the organisation by streamlining processes and accessing data (EV5).
The database split/upgrade to the platform/system was planned to start in March 2020 however, the global pandemic caused a delay in the project but highlighted the need for this development work. ‘Organisations have had to swiftly adopt agile and flexible working practices and must continue to review these, and technology being used is fit for purpose’ (CIPD, 2020b).
The project was re-arranged to start in December 2020 until February 2021 (EV6 & EV7). Following this MAWWFRS will be able to fully implement and develop online recruitment/expenses/time management before moving onto introducing other modules. 
Many benefits are identified for stakeholders such as time saved for HR/payroll staff, line managers/heads of departments, employees as well as long-term budget savings. Reduction in paperwork produced, which currently needs to be scanned/stored for the relevant timescales. Being held online will reduce the need of printing/filing/scanning/storing this paperwork. Reporting will be easier as data will be held on one system rather than multiple systems/paper.

It will be more environmentally friendly and reduce the carbon footprint of the Service. This change also aligns with the business partnering model that has been introduced recently in the HR department (CIPD, 2019a). Roles in the HR department will change to incorporate this technological development. 
Digitalisation will MAWWFRS to become less bureaucratic/more agile. The coronavirus pandemic has shown that if MAWWFRS had been more agile/digital beforehand, it would have adapted to remote working easier (CIPD, 2020b).

1.2 Analyse who will be affected by the changes and their potential information and support needs.
The changes being introduced will affect the following:
· HR/Payroll team – will be involved planning/providing data to Core consultants, testing the new upgraded system to check if there are any issues. I kept team members up to date of what is required of them and the timelines to achieve this (EV8). Main project users were kept up to date via Teamworks, which provided key information in relation to the project (EV9) (CoreHR Teamworks, 2021). Any issues identified and raised via a JIRA, which supports the needs of individuals by providing a way of logging issues/resolutions (EV10). I provided a prepare checklist (EV11) to ensure project participants were aware of tasks and a technical factsheet (EV12) and access on the Core community hub to view any information regarding the project (Core Community Hub, 2021).

· Line Managers/Heads of departments/employees - once the system is developed as required for future use i.e. online expenses/recruitment. Users will require the necessary training on how to use the modules and guidance/support on the new ways of working. This will be provided by a variety of means such as user guides (Core Community Hub, 2021) or instructions via Moodle (MAWWFRS, 2021c) as well as being able to contact anyone from the HR department who will be able to assist.
Research has shown that people react differently to change. Having clear communication when dealing with change is vital and managing change effectively is about having a structured/planned approach, understanding how people experience change, supporting them through the process (CIPD, 2020a). Using tools/techniques for effective change management to ensure projects are managed effectively and risks mitigated (CIPD, 2020a).
1.3 Identify the resources required for the change process and how these will be made available.
For any change to be a success the correct resources must be in place in order to manage the change. ‘Change management is defined as a structured approach to transitioning individuals, teams and organisations from a current state to a desired future state’ (Society of Human Resource Management, 2015).
Following the re-arranged dates for implementation, best practice was followed by appointing a project manager from Core (XpertHR, 2021). For the initial part of the project the main resources will mainly be the HR/Payroll team. As this project will run alongside day to day work planning is essential in order that the work is completed at the appropriate times to ensure the project is a success. Discussions were held in the team to arrange the timings and availability of staff (EV6). The planning involved working backwards from the Go Live date of mid-February 2021 to ‘determine critical milestones, deliverables, tasks and dependencies’ (XpertHR, 2021).
It was decided that testing for the HR/Payroll would commence Jan 2021, when resources were available following Christmas annual leave and would involve undertaking the testing alongside normal day to day work (EV14). The funding for the required work has been made available from the Finance department (EV2) as part of the Service’s commitment to developing and supporting innovative ways of working.
1.4 Devise a plan, including objectives, actions and timescales for implementing the required change.
In order to ensure the project would be manageable I devised a change plan (EV15). A change management plan can help manage the change process by ensuring control of the budget/schedule/scope/communication and resources. It helps minimise the impact a change can have on the business/employees/customers and other important stakeholders (APM, 2017). Following Kotter’s (1996) 8-step change model (Mindtools, 2021a & XpertHR, 2021), MAWWFRS already had a vision to improving IT systems but the current global pandemic has caused a sense of urgency and a guiding coalition has been put in place to assist in communicating the vision and empowering employees to act.
As part of the change plan and based on ACAS (2020) guidelines, I also devised a communication strategy for the development work on Core and forthcoming introduction of various modules to utilise the system fully in order to meet the needs of MAWWFRS (EV16).
1.5 Communicate the change plan, and gain agreement for its implementation, from decision makers.
A meeting was arranged between myself and my line manager to communicate the change plan (EV17), to ensure the facts were established and to gain agreement for the implementation. Following discussions agreement from my line manager was given for the change plan (EV18). 
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2.1 Follow the agreed plan to implement change processes.
In order to implement the development work, I used a variety of project management skills. This included using a Gantt chart to monitor the activities that would be undertaken during the project (EV19). This allowed for a visual representation of the timelines and made it easier to see/understand the steps that would be taken. It enabled me to explain the timelines to colleagues/team members (EV8). 
This allowed for planning of when/how and by whom tasks would be undertaken alongside normal day-to-day activities. I used and provided checklists and testing guidelines to assist colleagues (EV20) (CoreHR Community Hub, 2021). Tasks involved checking that all current system functionality was still present and working as expected. Any issues identified would be recorded and flagged to Core. Tasks checked and completed would be noted and each milestone would be celebrated. It was important that all deadlines were met, and planning was essential. this would enable the system developers to replicate the system and then test that all was working correctly.
Any change has both controllable and uncontrollable aspects (CIPD, 2020a). By ensuring the correct people were involved, they had the correct skills/training and provided with regular communications/update. The uncontrollable aspects are how people will react to the change but by ensuring people feel involved and their opinions count helps create an environment that embraces change, thus helping to make it a success.

Best practice for implementing any change process is to have clear communication as to why is the change happening, what is the overall vision and what the benefits of the change will be. Maintaining regular communication throughout the change project and have supporting mechanisms in place aligns to Kotter (Mindtools, 2021a and XpertHR, 2021) ‘communicating the vision to stakeholders adequately and consistently is crucial if they are to understand and commit to the change’ (XpertHR, 2021). During the process continually monitor resources and budget and adjust the change plan for changes identified throughout the journey. When the change is complete measure the success of the change initiative.

2.2 Provide information and support to stakeholders in line with their identified requirements.
There are many stakeholders of the project, including HR/Payroll colleagues, Head of HR – who would feed updates to the Senior Leadership Team, HR Managers, other departments as well as all users of the systems, including the self-service employee portal which serves 1300 plus employees. Due to the current situation of home working most information or communication was via emails/phone or Teams meetings.
During the implementation I ensured I made regular communication with all stakeholders, by providing information as and when necessary as well as regular updates. Clear and tailored communication is an essential part of any change process (ACAS, 2020). 
I provided information to the IT department regarding the certification matrix as well as timelines of the project in order to ensure the appropriate systems and support were in place (EV21). Part of the project meant that all systems would require a period of downtime and I communicated this to all users by email (EV22).
I also communicated to the HR/payroll team that the system was locked for a certain time for the clone of the system to be undertaken (EV23), and then advised that the system was available once completed (EV24).
Following any meetings with the system developers I updated the head of HR, HR manager (EV25) as well as colleagues.
2.3 Apply techniques for maintaining positive working relationships throughout the change processes.
Having positive work relationships can help support the change process in an organisation, and line managers play an important role. Therefore, as a line manager myself, I always ensured that I kept colleagues updated in order to maintain and build trust, thus reducing any conflict that may have arisen. I ensured that I provided a clear message regarding why the development work was happening and what the benefits would be. Positive relationships can lead to discretionary behaviour from people (CIPD, 2019b). As most of the work for this part of the project was undertaken in the payroll team, I was seen as the change champion as the most senior and longest serving of the team, I could see the benefits of the changes would bring to the section and was able to explain this to the others, enabling them to buy into the change. 
I ensured that I included them in any discussions and asked for their feedback on issues (EV26). This ensured that they felt included in the process and that their opinions and thoughts were valued. Engaged employees are more likely to accept and adapt to any changes being implemented and helps with the emotional journey (CIPD, 2019b and ACAS, 2020).
Any change can affect the way individuals feel as they are being put in new positions regarding workflows or processes, this can often lead to anxiety and well-being issues if not handled correctly. Well-being at work is ‘linked to employees having a degree of control over their work and how it is done’ (ACAS, 2020). 
As the introduction of the new modules on the system would mean that work would be undertaken differently it was important to ensure that any concerns or worries people may have had were addressed and alleviated. Changes being introduced can lead to employees going through the Kubler Ross Change Curve (Mindtools, 2021b), where the following are experienced:
1. Denial – reaction to change is shock/denial 
2. Anger – resist/protest the change
3. Depression – look at what is lost
4. Bargaining – begin exploring what the changes mean
5. Acceptance - begin to accept and embrace change, rebuild working ways
2.4 Monitor the effectiveness of the implementation, agreeing and making justified adaptations where required.
Throughout the project as well as keeping our own records of various tasks that were checked (EV27 & EV28), any files were uploaded to Teamworks (CoreHR Teamworks, 2021) and issues raised and logged through JIRA. Both MAWWFRS and SWFRS has twice weekly Teams meetings separately with Core on a Tues and Thursday (EV29) in order to discuss progress as well as a joint meeting on a Friday (EV30) in order to discuss any issues, developments in order to assist each other and monitor effectiveness. 
This allowed for any adaptions, discussions and agreements if required. Having the correct team working in the project meant that support was gained for the change, removing any resistance to the forthcoming changes which would be introduced. As tasks were checked and measured, each milestone was celebrated however small, thus maintaining the momentum, which aligns with Kotter’s (Mindtools, 2021a and XpertHR, 2021). 
According to SHRM (2015) there are three phases of change management, it was evident that the project was aligning to this:
1. Designing – plans made for the future of the organisation based on internal and external factors
2. Enacting – project team identified based on expertise, best practice project management, stakeholders identified, regular clear communication.
3. Sustaining – data collected/recorded to monitor progress and impact on stakeholders, adapt for any changes required, remind employees why the change is happening, momentum maintained for further development programmes.
2.5 Maintain records of the change process in line with organisational requirements.
Throughout the project any files required for checking testing by Core were uploaded securely to teamwork and locked to view by the necessary individuals (EV31) (CoreHR Teamworks, 2021). This in line with organisational requirements as well as GDPR.
The data being recorded was quantitative – the processes and functions were being checked to see if functioning correctly. Spreadsheets containing a variety of data detailing tasks, processes (EV32).
Qualitative data was sought from users of the system. I checked with colleagues what they thought of the technology and asked for feedback/opinions. I also sought feedback from my line managers on if my contribution to the project was effective and the objectives of the project were met (EV33).
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3.1 Measure the effectiveness of the change process in meeting the required objectives.
The sign off the upgrade and database split on the test environment (UAT) that was created specifically for MAWWFRS was completed and signed off on the 22/01/2021 (EV34). Therefore, enabling the same process to be applied to the Live system, which should now be seamless. The project is progressing as expected with milestones being met (EV19) which I’ve communicated to the HR Manager (EV35). 
Measuring the success of change will identify if the process is on the right track or whether any adjustments are needed. Change is not a linear process and both internal and external changes along the way will influence the plan and need to be taken into consideration (APM, 2017).
Evaluation methods include:
Quantitative data:
Data collected from statistics/outcomes or quality data, collected manually or using technology/apps/pulse surveys or social media. Workflows in the system can record/capture the data. I would use KPI’s to monitor take up/usage of the self-service system and record how long claims/processes take on the new system. Prompt payment of claims and a straightforward recruitment process, that captures and records the appropriate data will be extremely useful and can be used in monitoring the pre/post changes within MAWWFRS.
HR data such as employee turnover, absence, skills/development needs can also be used. Data such as absence statistics/reasons for absence can be used to monitor if the change has improved overall absence and employee well-being. Many individuals throughout MAWWFRS noted heavy workloads/administration burdens which could lead to stress and anxiety thus leading to absence, therefore the introduction of technology that can aid these burdens may lead to lower levels of absence and higher employee engagement. Although care must be taken to ensure was it the change that improved the statistics and rather than other factors. 
Qualitative data:

Feedback/opinions from employees through MAWWFRS intranet or through surveys/questionnaires would provide valuable feedback on the change process as well as helping to identify any further development work. Once modules are in place and being utilised, I have created a quick survey I’d like to issue employees across MAWWFRS(EV36) to gain employee feedback as well as requesting feedback from colleagues/line managers to gather their opinions on the change, to determine if it was successful and if any further changes/developments are required. Surveys could be used to ask specific questions for which the respondents provide answers (Bryman and Bell, 2015). Focus groups could be held to discuss any specifics identified as well as interviews and observations. 

Data collected from surveys can be very useful as it can identify trends or performance and can be used to monitor how the organisation has improved or not following the change, but it should be noted that surveys don’t allow to prompt for more information or response rates could be low (Perkins and Woodhams, 2016).

I would monitor the effectiveness by arranging regular reviews of the change process to help identify what worked well/what hasn’t and determine whether anything needs changing (APM, 2017 & XpertHR, 2021). Outcomes from these reviews could be circulated to stakeholders to aid future change processes (XpertHR, 2021). Opportunities/training needs identified following implementation will need to be explored/communicated. The increased use of technology will also allow for individuals to develop themselves not only in the use of the technology, but by undertaking additional training to develop themselves enabling career progression.
3.2 Identify further work required to embed changes and/or further developments required.
This project is on on-going development of the current system in order to meet MAWWFRS strategic objectives. Once this stable database is in place, further development to introduce modules such as online expenses and recruitment can commence. Once these are embedded and the appropriate user training provided (EV37), other modules such as rostering/training can be considered aligning with MAWWFRS vision to become a digital service. Any ideas from feedback from survey’s, team meetings can be used to identify further work as the project gains momentum. 
Recently MAWWFRS has received confirmation that another standalone system used by HR/Commands used to record maintain absence/shifts/rostering will no longer be supported after the 31st March 2021, therefore this means that the development work currently being undertaken to develop Core HR now has to consider the implications of this and a decision has been made to incorporate this into the same project meaning further modules will be introduced/developed sooner than first anticipated.
3.3 Communicate the key outcomes and the impact of change to stakeholders.
The initial test phase of the project is now complete, and in line with CIPD (2020a) I communicated the key outcomes to the HR Manager (EV35) as well as colleagues (EV38). I also issued communication to all users to inform them that there was system downtime required between certain times on certain days (EV39). Confirmation from the HR Manager, as one of the stakeholders was received to state that the changes made to date are effective (EV40) as well as feedback from colleagues (EV41).The project is on track and has met the milestones, changes along the way such as the need to now incorporate further development of the system have been considered, discussed and considered for the future development work. The impact of the changes being introduced will mean a change to the way individuals carry out their roles and tasks therefore it is vital that the appropriate training and support mechanisms are put in place to deal with the effects these changes will bring.
3.4 Evaluate the effectiveness of own performance in contributing to the management of change.
Being involved in this change process to effective and efficient IT systems in place that support alternative ways of working by the end of 2020/21 (MAWWFRS, 2020). I feel that I have learnt a lot and developed my skills in this area, by being part of a process that will enable MAWWFRS to meet one of its strategic objectives. In line with the new CIPD Profession Map (CIPD, 2018), I can see that change is about having a structured/planned approach, understanding how people experience change, support them through the process and this project has shown just that. 
From the outset of the project I was able to use problem solving techniques such as SWOT analysis to identify the weaknesses of MAWWFRS, identify opportunities and see how bringing in change could build on the strengths of MAWWFRS, thus reducing any threats.
I can see that it is vital that the change was planned in order to meet the milestones or targets. Having the correct resources in place, including the right people, including change champions, skills and budget can ensure that the change is successful. I can understand and see how the various change models identified by Kotter, Kubler-Ross and Lewin (Mindtools, 2021a, 2021b, 2021c and XpertHR, 2021) assist with any change process by identifying the steps that occur with any change. By applying these to this change gave me a good understanding of change management approaches and the advantages/disadvantages of these.
I can see that by using the right tools and techniques for effective change management it mitigates risks and ensures projects are managed effectively (ACAS, 2020).
I understand that change is unavoidable for all organisations and must happen in order to future-proof organisations (Wilkinson and Taylor, 2016). Research in my workplace has shown me how people react differently to change and why different approaches are required. I can see how important communication is when dealing with any kind of change in order to support individuals through the change process and reduce the risk of resistance. 
My involvement on this project has shown me that I can plan and deliver projects successfully and assist MAWWFRS with meeting its strategic objectives. I can identify goals, milestones, mitigate risks, identify resources as well as understand how a project has interdependencies of many individuals and teams that the project covers in line with the skills identified on the CIPD Profession Map (2018) (EV42).
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Time 14 January 2021 15:00-15:30

Location Microsoft Teams Meeting

Response \/ Accepted Change Response

Meeting to review issues found during testing.
Please feel free to forward this to anyone else who should attend these calls.

Microsoft Teams meeting
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(i) Occurs every Friday effective 08/01/2021 until 12/02/2021 from 15:00 to 15:30
Accepted on 06/01/2021 17:26.

WERS - Joint weekly review

Organizer John OSullivan <John.OSullivan@theaccessgroup.com>|
Time 15 January 2021 15:00-15:30
Location Microsoft Teams Meeting
Response \/ Accepted Change Response
Hiall,

Weekly call with both SWFRS and MAWFRS teams to review progress.

Microsoft Teams meeting

Sent Wed 06/01/2021 17:17
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Validation_Guidelines_XD_v1.pdf
by Denise O'Flynn, 10 days ago - 94.49 KB

Preview_Checklist_ XD_v1.pdf
by Denise O'Flynn, 10 days ago - 49.06 KB





image94.png
Payroll-Controls-PG25-03-12-2020.pdf &
by Nicola Westcott, 03 Dec 20 - 5.79 KB

Payroll-Controls-PG2-03-12-2020.pdf &
by Nicola Westcott, 03 Dec 20 - 6.14 KB
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2020402payB142.csv &
by Nicola Westcott, 03 Dec 20 - 99.27 KB

2020402payB141.csv &
by Nicola Westcott, 03 Dec 20 - 679 B

20204025payB142.csv &
by Nicola Westcott, 03 Dec 20 - 226 B

20204025payB141.csv &
by Nicola Westcott, 03 Dec 20 - 422 B
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Gross-Net-PG25-03-12-2020.pdf &
by Nicola Westcott, 03 Dec 20 - 4.84 KB

Gross-Net-PG2-03-12-2020.pdf &
by Nicola Westcott, 03 Dec 20 - 277.88 KB
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Crossover Checks (MAW).xIsx
by Nicola Westcott, 17 Dec 20 - 14.05KB

Company 2 Employee List FINAL.xIsx
by Denise O'Flynn, 18 Dec 20 - 32038 KB

Company 2 (MAWFRS).xlsx
by Denise O'Flynn, 10 Dec 20 - 193.84 KB

Company 2 (MAWFRS).xlsx
by Denise O'Flynn, 15 Dec 20 - 309 KB

Company 2 (MAWFRS) updated.xIsx
by Nicola Westcott, 15 Dec 20 - 310.77 KB
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Home

>

Activity

WEFRS - Data Separation Project (CoreHR)

0066

Denise 0. added a message [ UAT Testing
Denise 0. added a file @ Case_Priority.pdf (V.1 - 406KB)
Denise 0. added afile @ Preview_Checklist XD_v1.pdf (V.1 - 49KB)

Denise 0. added afile @ Validation_Guidelines XD_v1.pdf (V.1 - 94kB)

Jan 06,2021

1234

1234

1234

1234
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006060

Denise O. replied <9 Thank you Nicola, Michelle are you happy for these to remain in company 12 Kind Regards Denise Dec 17,2020
You replied < Hi Denise / Michelle I've noted against each and uploaded (I renamed it Crossover checks (MAW) just incase you were working an...
You added afile @ Crossover Checks (MAW).xlsx (V.1 - 14KB)

Denise O. replied <3 Hiall, Last one | promise, | am just doing some last checks, to make sure no employee is missing / doubled up. The attache...

Denise 0. added afile @ Crossover Checks.xlsx (V.1 - 14KB)

16:31

16:20

16:19

16:02

16:02
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From: Fairhurst Karen H.Q. <k fairhurst@mawwfire.gov.uk>
Sent: 23 January 2021 10:09

To: Nicola H.Q. <n.westcott@mawwfire.gov.uk>

==

Subject: Implementing Change Plan

Nic
Please see attached confirmation that you have met the criteria of implementing the change plan.

Regards

Karen Fairhurst
Rheolwr Adnoddau Dynol / Human Resources Manager

& Mewnol / Internal: Ext. 4437

& Allanol / External: 01267 226837

& Ffon symudol / mobile: 07883573343

* Post: k faithurst@mawwfire gov.uk / 51 Mail: k fairhurst@mawwfire gov.uk
Wefan / Website: www.tancgc.gov.uk / www.mawwfire.gov.uk
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THIS AGREEMENT is made on the 28 of June, 2013

BETWEEN

(1) CORE COMPUTER CONSULTANTS LIMITED a company incorporated in the
Republic of Ireland with registered number 91755, having its registered office at
Core House, Westpoint Business Park, Link Road, Ballincollig, Co. Cork, Ireland,

and trading as Core Intemational (‘the Supplier’); and

(2) SOUTH WALES FIRE AND RESCUE SERVICE having its registered office at
Headquarters, Forest View, Business Park, Llantrisant, CF72 8LX and MID AND
WEST WALES FIRE AND RESCUE SERVICE having its registered office at
Service Headquarters, Lime Grove Avenue, Cammarthen, SA31 1SP (‘the
Customer’)
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Student Name: Nicola Westcott
Student Number: 1909408
CIPD Membership Number: 55478551

Based on the change plan that you created for the Core Development work, | can
verify that you have met the criteria listed below:

Follow the agreed plan to implement change processes — the plan has been followed
correctly and all timescales of the project have been met in line with MAWWFRS
objectives.

Provide information and support to stakeholders in line with their identified
requirements — you have updated colleagues, team members as well as
management in a timely manner and always ensured you tailored the information for
the audience and covered all relevant points.

Apply techniques for maintaining positive working relationships throughout the
change processes — as always you have provided support and guidance to all
colleagues throughout the process, thus maintaining positive work relationships.
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* Monitor the effectiveness of the implementation, agreeing and making justified
adaptations where required —you have ensured the project stayed on track despite
excessive workloads, made any necessary adjustments along the way and ensured
these were agreed. You have sought feedback from relevant individuals throughout
and have also created a survey that you intend to issue once the second phase of
the project has been undertaken, therefore showing initiative and good business
performance planning.

* Maintain records of the change process in line with organisational requirements - you
have tested, processed and always uploaded the relevant files and documentation
which has met MAAWFRS requirements as well as maintaining records appropriately
under GDPR.

| just wanted to add a note to say thank you continued hard work and commitment to
the project, which ensured that everything went as planned. You have worked
especially hard during these exceptional times and without your hard work and
dedication, we wouldn'’t be able to push ahead with further development work. Thank
you!

( 71u/uwr

Karen Fairhurst (HR Manager)
Dated: 22/01/2021
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From: John OSullivan [mailto:John.OSullivan@theaccessgroup.com]
Sent: 22 January 2021 16:01

To: Jeal, Kimbely <k-ieal@southwales-fire.gov.uk>; kfairhurst@mawwfire.gov.uk; John, Michelle <m-john@southwales-fire.gov.uk>; Westcott Nicola H.Q. <n.westcott@mawwfire.gov.uk>; Smith, Clare <C-Smith@southwales fire.gov.uk>
Cc: Denise OFlynn <Denise.OFlynn@theaccessgroup.com>; Paul Owens <Paul.Owens@theaccessgroup.com>; Liam Lynch <Liam.Lynch@theaccessgroup.com>

Subject: UAT Sign-off and next steps

Hiall,

Thanks for joining the UAT review call earlier, | know there were some audio issues so just summarising the call here in case there are any questions.
Nicola and Karen confirmed that they have completed their testing and are happy to sign-off on UAT for Mid & West Wales.

Michelle and Clare confirmed that they have completed and passed all of their testing with the exception of the payroll run.
Clare is currently running payroll in UAT and will send an email later this evening with an update on the payroll test run.
If there are no blockers found then we will also have sign-off from South Wales for UAT.

The next step is for our DBA team to install the Oracle 12g upgrade on Sunday 24™ Jan.

This upgrade has already been applied to UAT without incident so we do not expect any issues as a result of the upgrade.

It will require downtime on Sunday from 9am to 5pm, and this was approved by both teams.

Can you add a message to Portal just to let people know that the system is not available on Sunday in case anyone attempts to sign-in?

1 will schedule the V28 upgrade for Tuesday evening which will also allow us some time on Monday to do any final checks on UAT if required.
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If Clare confirms that the payroll has run as expected later today, then we will have signed-off on UAT right on schedule.
I know it isn't easy to complete project work as well as your day job, especially when everyone is remote working, so there s great credit due to you in reaching this significant point in the project.

Have a great weekend, talk to you all next week.

Regards,
John

John O’Sullivan | Senior Project Manager

access

freedom to do more

Core House Westpoint Business Park Link Road Balincollig_Co. Cork Ireland
Telephone: +353 (0) 21494 7465 Mobile: +353 (0) 87 354 3975

Email: john.osullivan@theaccessgroup.com
www theaccessgroup.com
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From: Westcott Nicola H.0.

Sent: 22 January 2021 12:11

To: Fairhurst Karen H.Q. <k fairhurst@mawwfire. gov.uk>
Subject: Upgrade

Hia
S0 on the project plan on the build MW & remove tabs we are on row 11— sign off test stage, we will then moving onto upgrade
Live which in the meeting later today they will ask us for a date to confirm when this can be undertaken.

On the draft timeline tab the upgrade to V28 Live is w/c 25/01/21 (as we moved on a week as we have 3 weeks testing
rather than 2 due to just back from Xmas etc) so row 18.

Then we will be 2 weeks on Live upgrade, then they will discuss the date for the Live database split before / after Feb payroll.
Therefore based on this the project is on track and progressing as expected.

Thanks
Nic

Nicola Westcott

Uwch Swyddog Y Gyflogres / Senior Payroll Officer

Adran Adnoddau Dynol / Human Resources Department

Allanol / External: 01267 226876

Estyniad Mewnol / Internal Extension: 4476

Ebost / Email: n.westcott@tancge.gov.uk / n.westcott@mawwfire.gov.uk
Gwefan / Website: www.tancgc.gov.uk / www.mawwfire.gov.uk
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Core HR Check in Survey Summer 2021
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Core HR employee check-in survey: Tell us how we are doing

Over the last few months MAWWFRS has developed the current CoreHR system
as well as introducing new aspects to the system.

We invite you to complete this brief survey to let us know how you think the
Service have been in developing systems and gather your ideas on what we can
do better. The survey is anonymous, and no attempt will be made to identify
anyone who has completed it.

Questions Answers

1. How often do you use Core HR? Daily, Weekly,

Monthly Daily, Weekly, Monthly

2. What is the main purpose for which you use the system?
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3. Are you able to access / submit the information you

. Yes /No
require?
If "No", why is this?
4. Do you have all the materials, equipment and skills

Yes /No

you need to undertake your work?
If "No", what materials, equipment or skills do you need?
5. Have you noticed an improvement in the system/s? Yes / No

If "No", why is this?
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6. Have the changes introduced impacted your

workloads? This can be a positive or negative impact.

Please provide a brief outline of any impact.

7. Are there any further developments that would
assist you in your role?

Please provide a brief outline of these.

Yes /No

Yes /No
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Inthe presence of: Inthe presenc of:
Name: __Nereend  Lingran Name: Tom PeEDERSEA

signature: _NJcanen  Linchan

SIGNED for and on behalf of
MID AND WEST WALES
FIRE AND RESCUE SERVICE

Name: _£lizagew Avteesy .
postion; DEECTR e 2etcoaiet | reeageest .

Signature; __Aaa\s





image111.png
8. The Covid-19 pandemic has forced us all to work
differently and to re-evaluate how we undertake our
roles. Have the changes introduced to CoreHR helped
with these adapted working practices as part of the
new ‘normal'?

Please provide a brief outline of these.

Yes /No
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5. Claimant Cars
5.1, Settingup Private Car-..
52. Approving a Claimant Car...
53. Make New Cara Primary Car.
54. Edit Car Details...
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Page 2 of 58
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From: Westcott Nicola H.Q.

Sent: 22 January 2021 15:43

To: Amos Gemma (HQ) <g.amos@mawwfire.gov.uk>; Vaughan-Hughes Hope H.Q. <H.Vaughan-Hughes@mawwfire.gov.uk>
Subject: Core Upgrade

Hia

Just to keep you updated I spoke to Core earlier to say allfine with our testing so they will now apply the Oracle platform upgrade to Live this Sunday,
then will upgrade the Live system to V28 overnight on Tues — they will then provide any support if any issues noticed etc as we are carrying out the
normal payroll activities.

We will then agree a date in a couple of weeks|for them to create a new database for M&W —so exactly as they have done this time with test but in Live.

S0 all going well so far@) thank you for your help in testing various things on the system to make sure it all went smoothly.

Ta
Nic

Nicola Westcott

Uwch Swyddog Y Gyflogres / Senior Payroll Officer

Adran Adnoddau Dynol / Human Resources Department

Allanol / External: 01267 226876

Estyniad Mewnol / Internal Extension: 4476

Ebost / Email: n.westcott@tancge.gov.uk / n.westcott@mawwfire.gov.uk
Gwefan / Website: www.tancgc.gov.uk / www.mawwfire.gov.uk
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From: Westcott Nicola H.0.

Sent: 22 January 2021 15:46

All users <all.users@mawwfire365.onmicrosoft.com>
Subject: Core Systems Maintenance Downtime

Hi All,

Please be aware that system maintenance is scheduled to take place from 09:00 ~ 17:00 Sunday 24 January 2021 and
from 17:00 Tuesday 26" January until 08:00 Wednesday 27" January 2021, this will result in Core Portal, Core Backoffice and Core BI
being unavailable during these times, unless informed otherwise.

To avoid any delay to the deployment of the maintenance, please do not attempt to access any of the above systems during these times.

Apologies for any inconvenience this may cause.

Nicola Westcott]

Uweh Swyddog Y Gyflogres / Senior Payroll Officer

AAdran Adnoddau Dynol / Human Resources Department

Allanol / External: 01267 226876

Estyniad Mewnol / Internal Extension: 4476

Ebost / Email: n.westcott@tancge.gov.uk / n.westcott@mawwfire.gov.uk
Gwefan / Website: www.tancgc.gov.uk / www.mawwfire.gov.uk
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From: Fairhurst Karen H.Q. <k fairhurst@mawwfire.gov.uk>
: 22 January 2021 15:15
estcott Nicola H.Q. <n.westcott@mawwire.gov.uk>

Subject: RE: Upgrade
Nic

Thanks for the update on how the project is progressing. | can see that all is on track and you have issued appropriate and
effective communications throughout the project to those required.

Just to say thank you for all your hard work in ensuring this upgrade and database split has stayed on track as well as managing
usual workloads which at the moment | know are excessive due to the current situation.

Thanks

Karen Fairhurst
Rheolwr Adnoddau Dynol / Human Resources Manager

& Mewnol / Internal: Ext. 4437

4 Allanol / Externhl: 01267 226837

& Ffon symudol / mobile: 07883573343

* Post: k faithurst@mawwfire gov.uk / 51 Mail: k fairhurst@mawwfire gov.uk

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





image119.png
From: Vaughan-Hughes Hope H.Q. <H.Vaughan-Hughes@mawwfire.gov.uk>
Sent: 22 January 2021 16:06

To: Westcott Nicola H.Q. <n.westcott@mawwfire.gov.uk>

Ce: Amos Gemma (HQ) <g.amos@mawwfire gov.uk>

Subject: Re: Core Upgrade

Oh exciting! No problem, glad all going as planned, if you need me to do anything
else let me know

Cofion / Regards

Hope Vaughan-Hughes

Cynorthwy-ydd Gyfloares / Payroll Assistant

Adran Adnoddau Dynol / Human Resources Department
Allangl / External: 01267 242636

Estyniad Mewnol / Internal Extension: 5536ERst / Email: H.vaughan-Hughes@tancgc.gov.uk/H.vaughan-Hughes@mawwfire.gov.uk
Gwefan / Website: www.tancgc.gov.uk / www.mawufire.gov.uk
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Inthe presence of:

Name: “Toom PEDERSEN
Signature. —I_‘Qﬂb




image121.png
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|
Associate level

At this level you'll understand:

How to do a SWOT and PESTLE
analysis, and use data to create a
case for change

Different change management
approaches and their advantages
and disadvantages

How to explain why change is
happening, and basic models for
how people experience change
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How to conduct skills or capability
audits and gap analyses in your
area of work

‘The different levers you can use to
enable change in your current work

How to plan and deliver a project,
inclu

g goals, milestones,
resources, risks, costs and
interdependencies
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AS WITNESS the hands of the parties hereto on the date first before written:

SIGNED for and on behalf of SIGNED for and on behalf of
CORE COMPUTER SOUTH WALES FIRE AND
CCONSULTANTS LIMITED RESCUE SERVICE

Name: ___ S CHAPMAY

Position:
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(ORDER FORM NO. 02 TO MASTER SOFTWARE AND SERVICES AGREEMENT

‘South Wales Fire and Rescue Service and BAid and West Wales
Fire and Rescue Service

28%June 2013

28% August 2020

nital Teren fram a Order Effoctive Pata up & and Incuding 27° |
Jume 2022 (“initiel Term) unless terminated In sctordance with
the MSSA.

Upon agreement by CoreHR, Customer has an option'to renew for
afurther three {3) yearterm by providinga minfmum of thirty (30)
days’ notice before the explry of the current Term. CoreHR shall
provide a rencwal quotation ti Custorier priced at the CorcHR
Sas s;’bmpﬂun {ist price bn effect at the time of the applicable
rengwal.

"Order Validity Period:

Order vaild thirough 25% August 2020

1 Subsoiption Service —Additional Environments.

Additior! environments recuired as part of tha separation of Souith Wales Fire and Rescue Sarvice and Mid and West

‘Wales Fire and Rescue Service databases
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Years1and 2
Subscription Period commencing 28 August each year

Provieionand supportof o ) Addanal Evironment or Mid nd West
Wales Fire and Resuue Service only (1Y Live

2. Profesdiansl Servicas — Exvironment Setup Onice-Of Fee.

‘G off bull of two (2] Adeitonal Envranments

T
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‘Save as set outin this Order Form, the Agraement remains 1 full force.
_and effect according to hs terms and conditions.

Upon payment of the Anual Subscription Fees set out T Saclons 1and 2
‘of this Order Form; tha Customer is silocated four (4) enviranments In

‘Tors (2) Envirgnments (1.X Live and 1 X Test) arc included inthe
Annual SubscAption Fee as set out In Section 1 of Schedule 2 of
‘Addandum dated 19% December 2018, which shall b retainsd
by South Wales Fira and Rescue only after the migration of Mid
‘and West Wales Fire and Rescue Data to their own separate

‘environments pursusnt to the Piofessional Services carried out

undér Order Form No.03 to the MSSA;
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4. Signatures

AS WITNESS the hands of the parties hereto on the date first before written:

SIGNED for and on behalf of SIGNED for and on behalf of
‘CORE COMPUTER 'SOUTH WALES FIRE AND RESCUE SERVICE
'CONSULTANTS LIMITED
N
Name: Name:, o \aw-t-u»( .
=t

vosto posionCaal oz offesl
L R P S VI T S Signature:

Date: Date; ©r o9 2o
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SIGNED for and on behalf of <
MID AND WEST WALES FIRE AND RESCUE SERVICE

. féva/ f'oﬂ—rf?'

Name:

st A7 BT E > Adeosicz.

Sigrature: Z 2 ;

et :Z. of 2220
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RE: MAWWEFRS/SWERS - XD upgrade & database split project

Smith, Darren <dr-smith@southwales-fire.gov.uk>
To © Shane Counihan; ) Robert Griffiths

Cc © Westcott Nicola  H.Q; O Fairhurst Karen HQ;

Jeal, Kimbely; Miles Mark (Head of HR);

Williams, Chris

Hi Shane, we have confirmation from both FRS's (Mark Miles from MAWWFRS) and Kim Jeal from SWERS (for Andrew Jones), to proceed with the proposed solution as outlined in today’s meeting.

Once you have the resources in place could you get the relevant dates to us at your earliest convenience so both FRS’s can ensure adequate resources available from this side.

Thanks again for your assistance with this.

All the best,
D@Z

Darren Smith
Rheolwr Adran Gwasanaethu TGCh / TGCh Rheolwr Prosiect SIP

Adran TGCh

Pencadlys Gwasanaeth Tn ac Achub De Cymru
Parc Busnes Forest View

Llantrisant

CF72 81X

Ffon: 01443 232052
Ffon Symudol: 07747693459
E-Bost: dr-smith@decymru-tan.gov.uk

Guasanet T s e s ke
Ocovers T Fre & e s

ww.decymru-tan.gov.uk

Darren Smith
ICT Service Manager / ICT SIP Project Manager

ICT Department

South Wales Fire and Rescue Service Headquarters
Forest View Business Park

Llantrisant

CF72 81X

Telephone: 01443 232052
Mobile: 07747693459
E-Mail: dr-smith@southwales-fire.gov.uk

Guasanet T s e s ke
Ocovmrs T Foe & e s

www.southwales-fire.gov.uk
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Gwasanaeth Tan ac Achub
Canolbarth a Gorllewin Cymru

Mid and West Wales
Fire and Rescue Service
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CORPORATE
PLAN

2020 | 2025

wwwmawwfire.gov.uk
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Corporate Plan | 2020-2025

Strategic Aim 4:
£¥ OURFUTURE

We will identify innovative ways of enhancing and improving
our business processes and the delivery of our services to our
communities.

Where are we now?
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Where are we now?

We currently employ a range of IT software systems to support our business processes.
However, these are primarily used as ‘standalone’ systems with limited interoperability
across the IT platforms and we have an overreliance on bureaucratic, paper based
systems and processes within our administrative functions.
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Where do we want to be?

The Service wants to have a fully developed and integrated IT platform to improve
interoperability, reduce administrative burdens and to ‘lean’ our processes. We want to
make better use of technology to reduce our carbon footprint, reduce costs and improve
overall organisational effectiveness.
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How we will achieve our Strategic Aim?
We will:

Develop an IT infrastructure which supports
alternative ways of working, utilising
technology to reduce operational risk through
the way we present our operational data.

We will achieve this by:
Developing ICT systems which are efficient and effective and support altemative
ways of working.
Improving communication systems and enhancing the way in which we manage
our operational data
Ensuring easy access to the right information, with a two-way communication at
the right time from the right place, with the right hardware.
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How we will measure the success:
Evaluating the roll out of new computer hardware on all Fire Stations and the
replacement of Mobile Data Terminals (MDTs) on frontline fire appliances, to
identify what business improvements have been realise

Evaluating the improvements made to the way operational data and risk
information is presented.
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When:
This will be achieved by the end of the 2020/2021 financial year.
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Create a forum to explore the ideas and
suggestions from our staff; a think tank that will
give our people a voice to shape continuous
improvement.

We will achieve this by:
Creating an environment to encourage effective and transparent communication,
with access to all members of staff.
Increasing staff engagement across the Service by listening to their views, giving
them the opportunity to influence change and shape the future of our Service.
Encouraging wider work force engagement to identify new and better ways of
working.

How we will measure the success:

Evaluating the level of involvement and engagement from staff across the Service
area;

Monitoring the implementation of ideas and suggestions from staff.
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50

When:
This will be achieved by the end of the 2020/2021 financial year.

What will this mean and why this is important to
you.

The way in which we go about our work will change to keep up with the needs
of our communities and staf.

“This will ensure the Service maximises all opportunities to work efficiently and
effectively whilst preventing and protecting our public and responding when we
are called.

www.mawwfire.gov.uk
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SWOT Analysis — Core Development (Digitalising MAWWFRS)

Strengths

A fully digital Service

Streamlined processes

Access to information/remote working
Development Opportunities

Opportunities

Increase in Government funding
Apprenticeship schemes — Government
funded

Collaborative working with partner
agencies

New technologies

Weaknesses

Hierarchy structure — takes time to get
decisions agreed

Budget constraints — Government
funded organisation

Resistance to change

Threats

Decrease in Government funding —
cuts/redundancies

Ageing demographic

Brexit

Coronavirus

Terrorism

Adverse weather
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FW: - Payments

Westcott Nicola ~ H.Q. on behalf of Slaymaker Sion e xXv O~
Required ‘Amos Gemma (HQ); O Lawrence Dafydd (Head of ICT); © Blewitt Julian HQ; 11/03/2020
Harding Susan H.Q; O Cole Karen H.Q; © Westcott Nicola HQ;
Evans Anthony (Pembs. Command); © Woodhead Richard (Head of Service Response);
Evans Roy ‘Carms. Command; © Harries Justine H.Q; O Evans Jackie HQ

©® 18 March 2020 15:00-1700 @ Meeting Room - Tywi

Original Appointment-——
From: Slaymaker Sion (Firewatch Implementation Manager) <s.slaymaker @ mawwfire gov.uk>

Sent: 09 March 2020 12:41

To: Slaymaker Sion (Firewatch Implementation Manager); Lawrence Dafydd (Head of ICT); Blewitt Julian H.Q.;
Harding Susan H.Q.; Cole Karen H.Q.; Westcott Nicola H.Q.; Evans Anthony (Pembs. Command); Woodhead Richard
(Head of Service Response); Evans Roy Carms. Command; Harries Justine H.Q.; Evans Jackie H.Q.

Subject: Digitised Payments
When: 18 March 2020 15:00-17:00 (UTC+00:00) Dublin, Edinburgh, Lisbon, London.
Where: Meeting Room - Tywi

Hi All,
Following the decision not to progress with Firewatch implementation we are now looking to discharge the

objectives of the original business case in a different way. One of the key areas of change will be the transition from

paper based pay/expenses claims to a digitised solution.

You have been identified as key stakeholders in this process and as such it would be useful if you could attend this

first meeting so that we can progress work arising. I've struggled to find a suitable time that suits all so please could

you ask someone to deputise if you are unable to make this.

1 will circulate a draft TOR and proposed Agenda over the next few days.

Thanks, Sion
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Agenda
Digitising Service Payment Processes
18t March 2020 - Tywi

1. Introduction Chair
2. Draft TOR Chair
2. Current Position/Arrangements Nicola Westcott
4. Core Hr Expenses Sue Harding
4. Options Chair
54 Preferred Strategy Chair/All
6. Review TOR Chair
7. Future Meetings Chair
Video Conferencing
o Please test your tech before joining the meeting.
. Ensure that you can be clearly seen on screen.
. Mute your microphone when not speaking.
. To avoid over speaking please raise your hand to signal that you wish to

contribute/interject.
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Gwasanaeth Tan Ac Achub
Canolbarth a Gorllewin Cymru

k™ Mid and West Wales
Fire and Rescue Service

Digitising Service Payment Processes

Terms of Reference

digitise these throughout the

Aim:
To review current Service payment capture methods and meet ELT requirements to
Service.
Objectives: ‘
as expenses, subsistence, mileage.

Outline requirements for digitised capture of payments such

Outline reguirements for cagpturing aftendancz at operational incidents and any other events that generate
payments for Service staff.

Determine solution/s that meet organisational requirements and the removal of pa
Develop systems that satisfy audit requirements.

Meet ELT requirements to digitise Service payments.

per-based payment capture.

Actions:
Review the existing payment capture methods for the organisation.

Outline Service requirements for a digitised payment solution. i
Outline and review a range of solutions to meet organisational needs and meet ELT requirements.

Make recommendations on solutions and issue as necessary for decision.
Implement chosen solution/s.

Membership:

Requirements:
Representation of relevant stakeholders from across the organisation.

Have sufficient authority to make decisions on behalf of their teams/departments.

Have knowledge of current payment methods used within the Service and how any potential changes would
impact their department/s and/or Service users.

Be able to be objective in developing system solutions.

Representatives:
Chairperson

Administrator

Head of ICT

ICT Representative

HR Transformation Manager
HR Payroll Manager

Finance Representative
Response GMB

On-Call Practitioner Representative(s)
Data Protection Officer

Time required:

2 hours every month for a formal meetin, isi
g to make decisions ~ remote video conf i i
At least an hour diary time each fortnight to progress actions arising. RS S i
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RE: - Payments

Lawrence Dafydd  (Head of ICT) Sl9=
v To Slaymaker Sion (Group Manager); _ Blewitt Julian H.Q; © Harding Susan HQ; ~[17/03/2020
Cole Karen H.Q; © Westcott Nicola H.Q; © Evans Anthony (Pembs. Command);
‘Woodhead Richard (Head of Service Response); ' Evans Roy ‘Carms. Command;
Harries Justine H.Q; © Evans Jackie HQ; A

Ce © Amos Gemma (HQ)

Sent: 17 March 2020 11:38

To: Lawrence Dafydd (Head of ICT) <d.lawrence@mawwfire.gov.uk>; Blewitt Julian H.Q.
<J.Blewitt@mawwfire.gov.uk>; Harding Susan H.Q. <S.Harding@mawwfire gov.uk>; Cole Karen H.Q.
<k.cole@mawufire.gov.uk>; Westcott Nicola H.Q. <n.westcott@mawwfire gov.uk>; Evans Anthony (Pembs.
Command) <da.evans@mawwfire gov.uk>; Woodhead Richard (Head of Service Response)
<r.woodhead@mawwfire gov.uk>; Evans Roy Carms. Command <roy.evans@mawwfire.gov.uk>; Harries Justine H.Q.
<. harries@mawwfire.gov.uk>; Evans Jackie H.Q. <jackie.evans@mawwfire gov.uk>; Lloyd Sean (Head of Response -
Carms Command) <s.lloyd@mawwfire.gov.uk>

Ce: Amos Gemma (HQ) <g.amos@mawwfire.gov.uk>

Subject: RE: Digitised Payments

Morning All,

The current situation is as you are aware exceptionally dynamic and | suspect subject to further change
ahead of our planned meeting tomorrow afternoon. | will update you further as we learn more today, but at present
my proposal given that the vast majority of us work at the HQ site is that we proceed as follows:

1. Continue to meet in Tywi at 1500 as scheduled.
2. Meet via teams — we will schedule a Teams meeting if this is the revised option
3. Postpone the meeting for a later date.
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1also recognise that other work priorities may now take precedence and that you may be unable to attend as
scheduled, if this is the case please advise me at the earliest opportunity so that | can consider rescheduling.

.....in the meantime please find attached a draft TOR and outline Agenda.

Cofion / Regards,
Sion

Sion Slaymaker GIFireE

Rheolwr Grwp / Group Manager
Allanol / External: 0370 60 60 699 Ext. 4413
Symudol / Mob: 07967 647 886

Ebost / Email: s.slaymaker@tancgc.gov.uk / s.slaymaker @mawwfire.gov.uk
Gwefan / Website: www.tancgc.gov.uk / www.mawwfire.gov.uk
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(i) Meeting has been canceled.

Canceled: Digitised Payments

Organizer Slaymaker Sion (Group Manager)
Time 18 March 2020 15:00-17:00

Location Meeting Room - Tywi
HiAll,

I've had a number of apologies for this meeting and | now feel that the current situation is too fast moving with critical workflows to justify having this meeting.
As such I'm going to cancel it for the time being. We will continue to develop options as solutions to digitised payment and will rearrange once we enter a settled period of new normality.

Regards, Sion.
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(@ Accepted on 02/11/2020 15:57.

MAWWEFRS/SWFRS/Access Group - XD upgrade & database split project

Organizer Robert Griffiths <Robert Griffiths@theaccessgroup.coms|
Time 03 November 2020 12:00-12:30

Location Microsoft Teams Meeting

Response \/ Accepted  Change Response

Microsoft Teams meeting

Join on your computer or mobile app
Click here to join the meeting

O access

Learn More | Meeting options | Legal

 shared Folder £ Calendar - nwestcott@mawnire.gov.uk
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MAWWEFRS/SWFRS - XD upgrade & database split project

. . Re
Shane Counihan <Shane.Counihan@theaccessgroup.com> O Re
To Robert Griffiths; © Robert Griffiths; © Shane Counihan; © Smith, Darren; @ Westcott Nicola H.Q; © Fairhurst Karen H.Q; © Jeal, Kimbely

Suggested Meetings

Hi All,
See below the proposed solution to complete the upgrade and the split in the same timeframe commencing December 2020

1. Complete Oracle Technical Update to existing South Wales Prod (WFRSP) and UAT (WFRSU), this includes the clone from WFRSP to WFRSU
a. Itwill require downtime. We plan for a 12 hour maintenance window on a weekday on Production from 6PM to 6AM, may be shorter depending on database size.
Apply v28 Major to South Wales UAT (WFRSU)
Create additional test system for Mid & West Wales (MAWWU) as manual clone from South Wales UAT (WFRSU)
Commence split tasks in test systems
UAT both test systems
Once UAT is complete we create an additional Mid & West Wales prod environment (MAWWP) as a manual clone from South Wales Prod (WFRSP)
Commence split tasks in prod systems
Go Live — Feb 2020 (TBC)
Online clone from Productions back to UATs

CENO U AW N

As discussed also, we will utilise the budget for the upgrade and the split in this project so there is no additional cost.

Please let me know if you have any questions.
If you are in agreement with the above solution then please confirm. If this can be confirmed by close of play Thursday, this will allow me enough time to plan and resource accordingly for December kick off.

Thanks

Shane Counihan
Programme Manager
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Core Database Split & Upgrade to V28

«
Westcott Nicola ~ H.Q. € Reply | € ReplyAll | —> Forward
o To Amos Gemma (HQ); @ Vaughan-Hughes Hope  H.Q. Fri 20/11/2020 16:13

WFRS - Data Separation Project Plan V20xisx
29KB

Hia

Just to keep you in the loop we had a call with Core today regarding the above so they have sent the attached with shows the high level plan overview, details of M&W new database (without South’s data), South’s database (without our info) and a
draft timeline. Core will commence their work from WC 23/11/2020, dates for the rest are yet to be finalised, we'll have a little bit do do in next few weeks but it will mainly be Core, our main testing is from 4% Jan 21 - they did say for 2 weeks but we
asked if this could be extended to 3 weeks due to the need to process the actual live payroll for Jan 21. This does mean then that the handover to the new system will move from the 1% Feb to the 8™ Feb which again isn't great either but we will sort
this out in more detail shortly.

But just to give you an idea of what is going to happen. We will be set up on teamworks as before and work through the various tests required, upload various reports etc as we have done previously.
There is another meeting with Core next week in regard to the expenses etc just for them to understand what is required etc so this will be after Feb 21 but they need to start working on things now.

Thanks
Nic

Nicola Westcott

Uwch Swyddog Y Gyflogres / Senior Payroll Officer

Adran Adnoddau Dynol / Human Resources Department

Allanol / External: 01267 226876

Estyniad Mewnol / Internal Extension: 4476

Ebost / Email: n.westcott@tancgc.gov.uk / n.westcott@mawwfire.gov.uk
Gwefan / Website: www.tancc.gov.uk / www.mawwfire.gov.uk
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Bl WFRS - Data Separation Proj

< C @ corehr.teamwork.com,

Projects

WEFRS - Data Separation Project CoreHR

Overview Tasks Milestones Files Notebooks Links Comments

> Tasks

~ 01. Mobilisation
The mobilisation stage of the project commences once the contract process is fully closed out. It involves the assignment and on-boarding of the Key

Personnel from all organisations. As part of Mobilisation, Core HR will undertake to prepare both the Programme/Project team and HR Business in SaaS
principles and methodology to be adopted to successfully deliver on the project objectives

Anyone Mobilise resources Due Fri Nov 27th, 2020

Anyone Sign off Mobilisation Phase Due Fri Nov 27th, 2020)
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' 02. Discovery

During the Discovery phase, information is provided by the Customer via the standard CoreHR documentation and submitted to the Core Project Team/
Delivery Partner. This information is then assessed and built into the configuration where applicable. This allows the Core Project Team/ Delivery Partner to
configure specific items in the system based on the Customer's information before proceeding into the conference room pilot (CRP) phase.

Anyone Technical Review Call Due Wed Dec 2nd, 2020
Anyone Agree on Authentication Method Due Thu Dec 31st, 2020
Anyone Agree on Trusted Attribute

Anyone Complete SSO IG Template Due Fri Dec 4th, 2020
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“ 03. Configuration
Anyone
Anyone
Anyone
Anyone

Anyone

Identify employees id's for deletion
Core DBAS - Release GDPR software to UAT

Payroll Reconciliation Reports downloaded by client

DBA - Run GDPR scripts to delete employee details in UAT

Payroll Reconciliation - confirm before and after totals agree




image37.png
Vv 04.Testing

The Testing Phase encompasses all testing activities to be carried out by the Customer in order to validate that the deployed and configured CoreHR system
meets their requirements, and that the data loaded as part of the data migration process is as required. Items involved in the testing phase include user

acceptance testing, integration testing and migrated data.
Anyone Test Preparation
Anyone Execute Functional Testing

Anyone Sign Off Testing stage
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v 05. LIVE Running

The Live Running phase incorporates the parallel running phase (if required) and involves the client to sign off for CoreHR to become their production system
and for their existing legacy system(s) to be switched off. The purpose of the Parallel Running phase is to fully reconcile the payroll output from the CoreHR
system with the existing legacy live system. The Live Running phase is that everything is processed via CoreHR.

During the Parallel Run process, the CoreHR system and the legacy system will run side by side; users will input the same data, perform the same processes,
compare the output and confirm reliability of the system.

Anyone Live Running Kick Off Call
Anyone Technical Configuration in Live
Anyone Apply system configuration changes in Live

Anyone Project Close-out Call
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[JIRA] Account created

JiraRollout@corehr.com
To ©Westcott Nicola ~ HQ.

(@ i there are problems with how this message is displayed, click here to view it in a web browser.
Click here to download pictures. To help protect your privacy, Outlook prevented automatic download of some pictures in this message.

° Maria Dooley created a Jira account for you

CoreHR JIRA

Jira is the project tracker for teams building great software. Log in now to track your issues and tasks, collaborate with your team, and stay on top of project activity.

Username: Nicola.Westcott

n.westcott@mawwfire.gov.uk
Full Name: Nicola Westcott
Get started by setting your own password and logging in.

Set my password

This password reset request is valid for the next 24 hours.

Emal

Don't worry. You can always ask for a new password using the following link:
https://corejira.corehr.com/secure/ForgotLoginDetails jspa?usemame=Nicola.Westcott
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Phase 1: Prepare — Checklist

The following is a list of tasks which are the Customer’s responsibility to complete:

QEORRRRE

All testers have read the relevant release notes and user guides — these are available on the CoreHR University and the Community Portal
Validation test cases have been created and a plan for validating the CoreHR system during the Preview Phase is in place

Tester’s PCs have been configured in accordance with the CoreHR Certification Matrix

Atracker is in place to record any configuration changes made by testers during Preview which are necessary to replicate at go-live

A plan for end-user training i in place

Downtime to the business has been communicated and a contingency plan in place to manage priority processes

Customer Payroll Lead has brought the system to a False POV at the required date and exported the relevant reports

Ensure you understand the impact of the upgrade for any 3" party software that integrates with CoreHR
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Upgrades Technical FAQ

Some additional helpful information
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Table of Contents

Will my URLs change?

How will | access my Preview(UAT) environment?
Are the CoreHR URLs internally or externally facing?

Will we need to provide new firewall IPS for accessing the upgrade
environment?

What do | need to prepare in advance of the project?

s there a Java requirement when running the URLS on our upgrade
environment?

What version of Java is required on the upgrade version?
Will there be any changes required to our existing VPN?

Core Portal user access and Authentication in our Preview
environment?

Page No.
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How will my interfaces be impacted by the upgrade?
Will there be system downtime?

Will my assistance be required in the technical upgrade process
itself?
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core hr Please escribe your issue here. Search Nicola V
Smarter HR Technology

M Documentation Cases Ideas ~ReleaseSpace  Optimisation Services  Reports

‘Welcome to your XD Release Space!

‘This is a place where upgrading CoreHR customers can find al the information they need to help understand the upgrade process and plan accordingly

Your XD Upgrade Release & Support Dates

It important to us to hear your feedback so that we can continuously improve the content we provide you with. Please send us your feedback here
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January 2021 Payroll

« voe
Westcott Nicola ~ H.Q. O Reply | © ReplyAl | > Forward
o To ‘Amos Gemma (HQ); @ Vaughan-Hughes Hope  H.Q; © Gudgeon Elizabeth ~ H.Q; © Thomas Sarah HQ Wed 16/12/2020 10:33
Cc Fairhurst Karen HQ

(@) You forwarded this message on 22/12/2020 15:59.

Hia

Just to let you know Jan 21 payroll is now open and ready for input. If you could start inputting anything you have as soon as possible please as January payroll is always very tight turnaround due to Xmas & New Year as well as annual leave for all.

However this time there is also the Core upgrade/database split to undertake testing by all of us for 3 weeks from the 4% January 2021. The system will need to be checked to ensure it functions in the way expected therefore all tasks you currently
undertake need to be tested and confirmed to Core that it works, if there are any issues these need to be identified and raised with Core. This is a test system only (UAT) for which there is a new link for backoffice and Portal, myself and Karen have this
link and | have accessed both to check it look fine, Core are continuing to work on it and we will have the UAT system on the 4% Jan 21 to start testing.

January pay day is the 15" Jan which also clashes with South (therefore we cannot both run both payrolls at the same time), | will be sending the BACS on the 12 Jan 21, therefore will be running payroll on the evening of 8" Jan 21 to allow for
checking reports in the 11% Jan 21 before doing the final run on the 12" Jan, therefore everything needs to be in prior to the 8 to give us time to do tasks that cannot be undertake until all post movements and input has been done, therefore as
mentioned anything that can go in now please start inputting, as there is very little leeway this month.

Thanks
Nic

Nicola Westcott

Uwch Swyddog Y Gyflogres / Senior Payroll Officer

Adran Adnoddau Dynol / Human Resources Department

Allanol / External: 01267 226876

Estyniad Mewnol / Internal Extension: 4476

Ebost / Email: n.westcott@tancgc.gov.uk / n.westcott@mawwfire.gov.uk
Gwefan / Website: www.tancec.gov.uk / www.mawwfire.gov.uk
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Change Plan for Core Development

Created by Nicola Westcott
Date December 2020
Version 1.0

Vision and Objectives

To have a fully integrated IT platform to improve business performance, to reduce administrative
burdens, streamline processes, reduce the Services carbon footprint, costs and improve
organisational effectiveness.

Activities to achieve objectives (see attached Gantt chart EV19)

First Phase: Dec 2020 — Feb 2021
e Database split for SWFRS (see project plan timeline)
s Upgrade to current system

Second Phase Mar 21— May 21
Introduce new modules:

Online expenses 8-10weeks

«  Online recruitment 4 weeks

«  Further modules to be confirmed

Business case (evidencebased - include data, benefits of change, gap analysis —difference
between current and future states, issues and risks)
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MAWWERS uses a range of IT software systems to support our business processes. However,
these are primarily used as ‘standalone’ systems with limited interoperability across the IT
platforms. MAWWERS tends to have an overreliance on bureaucratic, paper-based systems and
processes within administrative functions.

The Service wants to have a fully developed and integrated IT platform to improve
interoperability, reduce administrative burdens and to ‘lean’ our processes. To make better use of
technology to reduce our carbon footprint, reduce costs and improve overall organisational
effectiveness.

Issues are providing information and training to all individuals that will be using the new
technology and adapting to different ways of working, whilst working remotely. Other issues are
people’s reluctance to change, IT issues (hardware/software), geographically are covered as well
as the added pressures the current global pandemic has caused such as absence/remote
working/increased workloads.

Risks identified are the Service's hierarchy structure, which occasionally causes issues/delays
when implementing changes due to the process that must be undertaken beforehand/during the
project. The initial stage of the development work is a joint project with SWFRS which could cause
delays due to having to fit in with both Services resources/timescales.
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People affected (stakeholders — employees,

s, customers, shareholders)

First Phase:
HR/Payroll Team

Second Phase:

HR/Payroll Team

Heads of Departments

Line Managers

Current Employees / Potential employees

Scope of change (e.g. one site, one product group)

To have an integrated IT platform that holds MAWWFRS data to allow ease of access to data,
reporting, KPI's, processes to be streamlined and overall improvement to organisational
performance.

Roles (project manager, sponsor, team members)

First phase:
HR/Payroll Team
Core Consultants - Project Manager

Second Phase:

HR/Payroll Team

Core Consultants - Project Manager
Line managers

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

A communication plan was devised on how to provide clear communication to all individuals and
what would be the best way to achieve this. It is vital that the need for the change is understood
by individuals i  them to buy into the change, feel included and want to improve
working practices for themselves and the organisation as a whole.

Change champions play an important part of any change process, the best individuals identified
are members of the HR/Payroll team, IT department, line managers. These would be individuals
who understand how the systems work and be able to explain and alleviate any fears / concerns
that employees may have.

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

During the initial phase of the project training would be provided to members of the HR/Payroll
team by Core consultants and then this would be fed down to the rest of the team. Any questions
or queries can be raised at any time of the project through a variety of means, with coaching and
mentoring offered to those as required.

Once the initial part of the project is complete, the development and introduction of the required
modules can be rolled out to users. Training will be delivered all on how to use the new
technology. User guides will be available and provided during line manger training sessions as well
as being available on @work (MAWFRS intranet) Training will be through the user guides which
will be made available to all (EV37). Training sessions will be held to go though these as well as
addressing any concerns / issues.
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Timings and milestones (see attached Gantt chart EV19)

The initial part of the project will take approx. 13 weeks (EV19). Each milestone is recognised and
celebrated in order to keep the momentum of the change moving forward.

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

HR/Payroll Team will be required to liaise with Core consultants on the initial phase in order to
arrange timescales, discuss the project plan, provide data as and when required. Access to the
relevant systems, guidance on how/what to test, guidance on how to raise issues. The testing of
the new system will be 3 weeks. The appropriate links to the new systems will be distributed to
those who require access. Guidance will be provided though discussions. User guides and access
to the Core Community Hub as well as the project plan on Teamworks which details how to
undertake tasks or raise issues.

Monitoring activities

Once the test system is handing back, check and test the system, identify any issues, log these
issues before the second part of the project can be undertaken. Information will be held and
stored on Teamworks to be accessed / viewed by all the relevant individuals

Success Measures'

After the initial phase of the project, success can be measured by having a system that is separate
and upgraded to allow future development work to be undertaken.

Following introduction of the required modules at a later stage KPI's can be used to monitof usage
of the self-service system, how long reports / tasks take. Absence statistics can be monitored to
see if there has bene any affect. Survey’s can also be issued to users to ask for feedback on the
system to monitor effectiveness as well as identifying any further changes that may be required.
Focus groups could be held to discuss specific issues or concerns.
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Communication Strategy for Core Development

Company Profile MAWWEFRS is a fire and rescue emergency service, covering
two thirds of the geographical area of Wales, 12000 km2. It is
the third largest Service in the UK, employing 1300 staff,
comprising of 58 stations and numerous departments with both
operational firefighters and support staff.

Issue MAWWEFRS has secured the development of the Core system
for online recruitment, online expense, time management, which
will allow MAWWFRS to become more digital/agile. This will
allow processes to be streamlined and access to information
from anywhere and anytime.

Research Many surveys/discussions undertaken previously have indicated
that this change is required to assist with the pressures that the
huge administration burdens places on individuals.
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Communication

To raise awareness of the Core development

Objectives To address anxieties or concerns
To maximise acceptance and understanding from all staff
following announcement and, in the lead up to implementation
Audiences Senior management

Line managers

HR staff / Finance staff / IT staff
Employees

Fire Authority Members

Key Messages

This technology development will provide a valuable opportunity
to enhance the Service provided by MAWWFRS and enable the
organisation to become more agile.

We appreciate you will have concerns about this will work and
some roles may look different in future. The increased use of
technology will bring about new ways of working and
opportunities for developing specialist services.

In the longer term it will provide an opportunity to invest in staff
development and share good practice.
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Tactics/Channels

Current communication channels used: webinars, emails,
intranet, weekly drill nights, team briefings

Announcement — Senior management will make an
announcement of the development to line managers to feed
down to their teams and provide an opportunity for any
concerns to be raised.

Transitional — regular updates at various stages will be issued to
individuals via email, intranet, Teams and feedback will be
requested from individuals on any concerns.

Risks

Organisational culture
Hierarchy structure
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Joint project with SWFRS

Access to IT hardware/software
Delays in implementation

Current pandemic absence pressure

Measurement Workflows will determine if process is successful
Payment of claims through the process will determine if working
Feedback through intranet
Survey / questionnaire to measure employee feedback

Review Regular reviews will help identify what worked well/what hasn't

and determine whether anything needs changing.
New opportunities identified following implementation will need
to be communicated.
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} Change Plan Core Developmentdocx
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From: Westcott Nicola H.0.

Sent: 04 January 2021 12:09

To: Fairhurst Karen H.Q. <k fairhurst@mawwfire. gov.uk>
Subject: Core Development — Change Plan

Hi Kar,
Would it be ok to meet for a chat later to go through the change plan | have created for the Core Development project, maybe about 14:30? If that suits you?

Thanks
Nic

Nicola Westcott

Uwch Swyddog Y Gyflogres / Senior Payroll Officer
Adran Adnoddau Dynol / Human Resources Department
Allanol / External: 01267 226876

Estyniad Mewnol / Internal Extension: 4476

Ebost / Email: n.westcott@tancgc.gov.uk / n.westcott@mawwfire gov.uk
Gwefan / Website: ww.tancgc.gov.uk / www.mawwfire.gov.uk
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Change-Plan-Agreement-Core-Developmentdocx
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From: Fairhurst Karen H.Q. <k fairhurst@mawwfire.gov.uk>
Sent: 05 January 2021 10:07

To: Westcott Nicola H.Q. <n.westcott@mawwfire.gov.uk>
Subject: RE: Core Development — Change Plan

Nic
Please see attached signed agreement to your Change Plan for the Core development work.
Diolch

Karen Fairhurst
Rheolwr Adnoddau Dynol / Human Resources Manager

& Mewnol / Internal: Ext. 4437

& Allanol / External: 01267 226837

& Ffon symudol / mobile: 07883573343

* Post: k fairhurst@mawwfire.gov.uk / 50 Mail: k fairhurst@mawwfire. gov.uk
Wefan / Website: www.tancgc.gov.uk / www.mawwfire.gov.uk
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Agreement - Change Plan for Core Development

Following on from our meeting on the 4™ January 2021, | agree that you have covered all aspects of
the project. It is pleasing to see you have followed best practice with the planning, implementation
and proposed evaluation of this.

Itis good that you can clearly see this development work is linked into MAWWFRS strategic
objectives and will benefit numerous individuals through the service area, as well as reducing costs
and helping the service with its environmental responsibility is in reducing the carbon footprint.

The change plan covers all aspects from start to finish, you have identified what needs to be done to
achieve this, the business case, who will be affected, the scope, who needs to be involved, the
importance of clear communication as well as support that will be required and provided.

The timings and resources align with what we have discussed previously, and I can clearly see that
you are aware of how to monitor the project throughout as well as being able to measure the
success of the change process.

Well done and keep up the good work!

Signed:

& it

Dated:

05/01/2021
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1. Complete Oracle Technical Update to existing South Wales Prod (WFRSP) and UAT (WFRSU), this includes the clone from WFRSP to WFRSU ( 12 hour downtime required) Nov

2. Apply v28 Major to South Wales UAT (WFRSU) Dec

3. Create additional test system for Mid & West Wales (MAWWU) as manual clone from South Wales UAT (WFRSU) Dec

4. Commence split tasks in test systems. Dec

5. UAT both test systems. Jan

6. Upgrade WFRSP to V28 and allow time for Live Running Support on V28 Jan

6. Create an additional Mid & West Wales prod environment (MAWWP) as a manual clone from South Wales Prod (WFRSP) Jan

7. Commence split tasks in both Prod systems. Feb

8. Go Live — Feb 2020 (TBC) Feb

9. Online clone from both Productions back to UATs J|
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Build new MID & WEST WALES environment
(Remove SOUTH WALES data)
Identify SOUTH WALES employees to be deleted and MID & WEST WALES employees to be.
[Core to provide a list of employees to be deleted and a list to be retained using the criteria
identified above to distinguish both sets of employees
3| MID & WEST WALES to confirm that the lists provided by Core are correct
2[Bring payroll to POV.
5|Clone LIVE to UAT
E
7

~

Upgrade UAT to V28
Run pre-cleardown checks and controls in UAT, including payroll reports to allow for comparison
post reconciliation. Retain reports for comparison with post cleardown equivalents.

o

Core remove the SOUTH WALES data from the UAT environment
[Core perform post-cleardown checks and comparisons in advance of handing back to MID & WEST
[WALES for UAT

10]UAT - MID & WEST WALES testers complete testing to confirm that

'SOUTH WALES data has been removed

MID & WEST WALES data has been retained

Control reports before and after agree

11[Sign-off on Test Run

©

[Complete Steps 2 to 4 above (NOTE: V28 Upgrade will have been completed at this point)
[Build New MID & WEST WALES environment as a clone of Live
[Complete Steps 6 to 9 above on the New MID & WEST WALES environment

o |afo[o]|w

[Clone New MID & WEST WALES environment to New MID & WEST WALES UAT environment
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Note:

| SOUTH WALES users will continue to use the pre-existing Live environment, which will still
[contain MID & WEST WALES data at this time.

[The next stage of the project is to remove MID & WEST WALES data from SOUTH WALES.

L |
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Project Management

|Gione WeRse to WRSU | Clone Live to UAT
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VAR UVERURARGSURR support o ive 2z
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Phase 2: Preview — Checklist

‘The following is a st of tasks which are the Customer’s responsibility to complete:

~

QUK

Live CoreHR modules have been tested along with all interfaces in/out of the CoreHR system

P18& P2 issues have been resolved or a workaround identified
Please refer to the “Raising Upgrade Cases” tile for the definition of a P1 & P2

Configuration updates that were recommended by CoreHR have been recorded by the customer in their tracker

Any policy changes required to implement new processes have been agreed e.g. leave, sickness absence, induction, casual worker
management, etc

Sufficient communication and/or training has been provided to end-users so they are aware of the changes coming
Internal end-user manuals and process documentation have been updated

All employees are aware of the planned downtime and contingency plans have been put in place to limit the impact

If a decision is made to complete a payroll reconcile at go-live, the system is brought to a false POV before downtime starts.
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Validation / Testing Guidelines
The following is a list of guidelines Upgrade Services recommend customers follow when testing the XD (v28) software:

@ Approach your checks from the viewpoints of the main groups of system users e.g. Manager, Employee, Administrator
@ Check interfaces both in and out of the CoreHR system and check any customised software

There is no need to test functionality that you don’t currently use on your Live system
Raise issues as soon as encountered on the CoreHR Community via the ‘Request for Upgrade Support” record type, ensuring you provide as

much detail as possible (including screenshots, affected usernames and menu profiles, if applicable) enabling CoreHR to reproduce the
issue if required

Upgrade Cases' tile in the ‘Preview’ section for information around case prioritisation.

Similarly, please review the University and Release Space documentation before raising any tickets

@ Be sure to review the case Priority before raising a ticket to avoid raising an urgent case for e.g. cosmetic changes. Refer to the ‘Raising

Seta goal to complete your checks as early as possible in the Preview Phase to allow for swift issue resolution
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Core V28 (XD)

«
Westcott Nicola ~ H.Q. € Reply | € ReplyAll | —> Forward

o 1o Grifiths Noel (T Network Systems Officer) Thu 03/12/2020 09:57
Cc O Fairhurst Karen HQ
Certification Matrix v2.pdf . a Technical FAQ_XD_v1.pdf . Data Separation Project Plan V3 23-11-20xisx _,
167 KB 438KB 29K8

Hi Noel
Hope you are well.

We will be moving onto V28 of Core (also called Core XD) in the next few weeks. Core will be undertaking a clone of the Live system this evening in order undertake an oracle
technical platform upgrade and also to build a new environment for MAWW (as we will be splitting away from the shared database with South Wales). | have found the
attached certification matrix and FAQ on the Core Community Portal — would you be able to check all will be ok following the upgrade in order for us to access the test system
(UAT) and then the Live system. I've also attached an approx. timeline for to see what is going to be undertaken. The clone/upgrade to the test system that shows as w/c 30%"
Nov is planned for this evening.

Let me know if you need anything else.
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Thanks
Nic

Nicola Westcott

Uwch Swyddog Y Gyflogres / Senior Payroll Officer

Adran Adnoddau Dynol / Human Resources Department

Allanol / External: 01267 226876

Estyniad Mewnol / Internal Extension: 4476

Ebost / Email: n.westcott@tancgc.gov.uk / n.westcott@mawwfire.gov.uk
Gwefan / Website: www.tancec.gov.uk / www.mawwfire.gov.uk
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Core Systems Maintenance Downtime
€ Reply | % ReplyAll | —> Forward

Westcott Nicola HQ.
o 1O O -Allusers Thu 03/12/2020 09:40

Hi All,

Please be aware that system maintenance is scheduled to take place from 17:00 Thursday 3" December 2020 until 07:00 Friday 4™ December 2020,
this will result in Core Portal, Core Backoffice and Core Bl being unavailable during this time, unless informed otherwise.

To avoid any delay to the deployment of the maintenance please do not attempt to access any of the above systems during this time.

Apologies for any inconvenience this may cause.
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Nicola Westcott
Uwch Swyddog Y Gyflogres / Senior Payroll Officer

Adran Adnoddau Dynol / Human Resources Department

Allanol / External: 01267 226876

Estyniad Mewnol / Internal Extension: 4476

Ebost / Email: n.westcott@tancgc.gov.uk / n.westcott@mawwfire.gov.uk
Gwefan / Website: www.tancec.gov.uk / www.mawwfire.gov.uk
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Core

«
Westcott Nicola ~ H.Q. € Reply | € ReplyAll | —> Forward

Jo © ) Amos Gemma (HQ) O Vaughan-Hughes Hope  HQ; O ThomasSarah  H.Q; © Gudgeon Elizabeth HQ; © Tillman Sarah HQ; Thu 03/12/2020 10:19
Thomas Sian HQ; O Page Dana HQ; O Holland Charlotte  HQ; ) Thomas Rachel HQ; O Rohman Samantha  HQ;
PhillipsLynwen  HQ; O Langston Paul ~ H.Q.
Cc O Miles Mark (Head of HR); O Fairhurst Karen HQ; O Rees Steven HQ; © Evans Jackie HQ; O Thomas Alison HQ

(@ You replied to this message on 04/12/2020 08:14.

Hia

Just to let you know | will be running payroll to a certain point (it will lock the system to stop anymore entries to prevent any changes to values etc but | will not fully complete
the Dec 20 pay run) at approx. 3pm today (once South have confirmed they have run, as we can’t run at the same time) in order to generate the reports required for
comparisons between this version and the new version of Core.

Core will then clone the Live system overnight which is why the system is unavailable this evening and build a new upgraded test system which will be available for testing in the
next few weeks before being the upgrade is applied to the Live system.

Core will let us know when the system is available tomorrow and then | will reverse the pay cycle to reopen Dec 20 to carry on so will let you know once this is done.
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Pensions - Sarah/Sian — you will notice that Dec 20 payslips will show in history but please ignore as these are not yet complete.

Thanks @
Nic

Nicola Westcott
Uwch Swyddog Y Gyflogres / Senior Payroll Officer

Adran Adnoddau Dynol / Human Resources Department

Allanol / External: 01267 226876

Estyniad Mewnol / Internal Extension: 4476

Ebost / Email: n.westcott@tancgc.gov.uk / n.westcott@mawwfire.gov.uk
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RE: Core

€ Reply | % ReplyAll | —> Forward

Westcott Nicola HQ.

Jo 0 Amos Gemma (HQ); © Vaughan-Hughes Hope ThomasSarah  H.Q O Gudgeon Elizabeth  H.Q; © Tillman Sarah HQ; Fri 04/12/2020 09:15
Thomas Sian HQ; O Page Dana Holland Charlotte  H.Q; © Thomas Rachel HQ; O Rohman Samantha  HQ;
Phillips Lynwen  H.Q; O Langston Paul
Cc O Miles Mark (Head of HR); O Fairhurst Karen HQ; O Rees Steven HQ; © Evans Jackie HQ; O Thomas Alison HQ
Hi All,

Just to let you know all ok with Core to access / input.

Thanks
Nic
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CIPD Candidate evidence matrix (EXAMPLE)

(CEM1)

Candidate name: Nicola Westcott

CIPD Membershipiregistration No.:

55478551
Qualification title: CIPD Diploma in Applied Human Resources Unique Learner No. (ULN):
1909408
Unit | Unit title Assessment | Evidence description Evidence | Assessor | IV initials if
code criteria no. reference | initials sampled
number
BAMOC | Contribufing to the Kl Contract between MAWWFRS, SWFRS & Core | EV1
Management of Change HR
BAMOC | Contributing to the 11813 Confract for database spiit between MAWWFRS, | EVZ
Management of Change SWERS & Core HR
BAMOC | Contributing to the Kl Email agreement for database spit/ upgrade EV3
Management of Change
BAMOC | Contributing to the Kl MAWWFRS Corporate Plan 2020-25 EZ
Management of Change
BAMOC | Contribufing to the 11812 SWOT Analysis EV5
Management of Change
BAMOC | Contributing to the 12813 Griginal Meeting detais, cancellation and re- EV6
Management of Change arranged Teams meeting to discuss project
BAMOC | Contribufing to the 12 Email from programme manager EV7
Management of Change
BAMOC | Contributing to the 12821 Email from me to payroll team with project plan | EV8
Management of Change
BAMOC | Contributing to the 12 Team works screenshols EV9
Management of Change
BAMOC | Contribufing to the 12 JIRA account sef up EVi0
Management of Change
BAMOC | Contributing to the 12 Project prepare Checkiist EVT
Management of Change
BAMOC | Contribufing to the 12 Technical guide EViZ
Management of Change
BAMOC | Contributing to the 12 Core Community Hub EVi3
Management of Change
BAMOC | Contributing to the 13 Email from me regarding Jan 2021 payroll EVid
Management of Change
BAMOC | Contribufing to the 14 Change Plan EVi5
Management of Change

CIPD
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Core Upgrade / Split

«
Westcott Nicola ~ H.Q. € Reply | € ReplyAll | —> Forward
o To Fairhurst Karen HQ

Fri 11/12/2020 1522
Cc O Miles Mark (Head of HR)

Hi Kar
Just an update following the call with Core earlier:

1. Asmentioned in John's email:
a. The clone from Live (WFRSP) to UAT (WFRSU) has been completed
WFRSU has been upgraded to V28

b.
c. The new Mid & West Wales UAT environment (MAWWU) has been built and provisioned
d. WFRSU has been cloned into MAWWU

As of now, both UAT environments are a copy of each other, and contain the full set of data for all employees.

We are testing the build of MAWWU to make sure that everything is behaving as expected before we begin the cleardown process.
The URLS for the new environment are
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https://uatmy.corehr.com/pls/coreportal mawfrsu/cp por public main page.display login page
https://uatwshradm.corehr.com/forms/frmserviet?config=mawfrsu

2. The reconcile of Dec 20 payroll from Live to the upgraded UAT has matched perfectly.

3. The spreadsheet they have attached in Teamworks yesterday evening contains tabs with employees to be deleted/kept etc. It needs to be reviewed and confirmation
received by close of business Monday, although they said Tues lunchtime was fine as payroll is closing and you were on leave. South have run so they are ok to
undertake their checking.

4. Once confirmation is received they will run the deletion process and GDPR scripts to clear out the information.

5.

Itis then up to each individual service to delete the reference data held in the background but no rush can be undertaken in January 21 but start reviewing as soon as
possible.
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I have logged into UAT and Portal links above just to make sure it works and all seems fine.

P've had a quick look at the spreadsheets, when I get a chance but need to get Dec payroll completed. If you could also have a look when you get chance please and will speak to
you Monday as I'm guessing | needs to be yourself that confirms to Core about what information to delete.

Just need to make sure they keep historic employees as well as from what | could see quickly it didn’t seem to mention leavers (which not sure if that's as they aren’t going to

delete them but best to confirm @)

Thanks
Nic
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Nicola Westcott
Uwch Swyddog Y Gyflogres / Senior Payroll Officer

Adran Adnoddau Dynol / Human Resources Department

Allanol / External: 01267 226876

Estyniad Mewnol / Internal Extension: 4476

Ebost / Email: n.westcott@tancgc.gov.uk / n.westcott@mawwfire.gov.uk
Gwefan / Website: www.tancec.gov.uk / www.mawwfire.gov.uk
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[From: Westcott Nicola H.Q.

Sent: 16 December 2020 10:33

To: Amos Gemma (HQ) <g.amos@mawwfire.gov.uk>; Vaughan-Hughes Hope H.Q. <H.Vaughan-Hughes@mawwfire.gov.uk>; Gudgeon Elizabeth H.Q. <E.Gudgeon@mawwire.gov.uk>; Thomas
Sarah H.Q <sarah.thomas@mawuwfire.gov.uk>

Ce: Fairhurst Karen H.Q. <k fairhurst@mawwfire. gov.uk>

Subject: January 2021 Payroll

Hia
Just to let you know Jan 21 payroll is now open and ready for input. If you could start inputting anything you have as soon as possible please as January payroll is always very tight turnaround due to
Xmas & New Year as well as annual leave for all, therefore it essential that we all work together and support each other. If anyone is struggling with workloads or has any concerns regarding

anything to do with the upgrade please let me know and we can discuss and resolve as soon as possible. If you have any ideas or think of better ways of how tasks etc can be undertaken please let
me know.
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However this time there is also the Core upgrade/database split to undertake testing by all of s for 3 weeks from the 4 January 2021. The system will need to be checked to ensure it functions in
the way expected therefore all tasks you currently undertake need to be tested and confirmed to Core that it works, if there are any issues these need to be identified and raised with Core. This is a
test system only (UAT) for which there is a new link for backoffice and Portal, myself and Karen have this link and | have accessed both to check it look fine, Core are continuing to work on it and we

will have the UAT system on the 4% Jan 21 to start testing.

January pay day is the 15 Jan which also clashes with South (therefore we cannot both run both payrolls at the same time), | will be sending the BACS on the 12" Jan 21, therefore will be running
payroll on the evening of 8" Jan 21 to allow for checking reports in the 11*" Jan 21 before doing the final run on the 12*" Jan, therefore everything needs to be in prior to the 8™ to give us time to do
tasks that cannot be undertake until all post movements and input has been done, therefore as mentioned anything that can go in now please start inputting, as there is very little leeway this

month.

Thanks for all your assistance with everything, | appreciate everyone is already snowed under with work so | just wanted to say thank you for all pulling together to assist with this project to make

sure it's a success.
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Thanks
Nic

Nicola Westcott

Uwch Swyddog Y Gyflogres / Senior Payroll Officer

Adran Adnoddau Dynol / Human Resources Department

Allanol / External: 01267 226876

Estyniad Mewnol / Internal Extension: 4476

Ebost / Email: n.westcott@tancge.gov.uk / n.westcott@mawwfire.gov.uk
Gwefan / Website: www.tancgc.gov.uk / www.mawwfire.gov.uk
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From: Amos Gemma (HQ) <g.amos@mawwfire.gov.uk>

Sent: 12 January 2021 15:30

To: Westcott Nicola H.Q. <n.westcott@mawwfire.gov.uk>

Subject: RE: To test on Core

Hi Nic,

Ihave listed who | have tested on below, all green writing is all ok and works as it should. The career breaks on the post profile aren't working so Il report that now @

Thanks

Gemma
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From: Westcott Nicola H.Q. <n.westcott@mawwfire.gov.uk>
Sent: 12 January 2021 12:19
To: Amos Gemma (HQ) <g.amos@mawwfire. gov.uk>

Subject: To test on Core

Hia
As discussed if you could start testing the following to see if all works as expected please}

1. Payslips look ok address & logo present — All ok
% pension is correct for whatever bad they should be in for all schemes - FPS92 292 | Whitby, FPS15 2165 M Berrimen, LGPS 5591 S Thomas.

2
3. Add pension or end pension for someone - 2156 M Pritchard opt out, 2165 M Berrimen Opt in
4. Adda % allowance (flexi ,DC or standby etc to someone) 292 | Whitby Flexi
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‘Add a cash allowance CPD to someone - 3073WT CPD J Hier

Add a salary sacrifice — one of each type etc—LC 3073WT J Hier, AVC 5562 G Amos, C2W 5575 H Vaughan Hughes, Car Sal Sac 5214 N Westcott

Add a deduction - Gross Recov 658 S Fuge

Add a career break / career break return — 3206 CARRET C Hogan (when entering in to post profile, won't let me save, asks for cost centre which then disappears), 2058 CAR B Irwin-Powell
(Same as CARRET, cost centre disappears when | go to slick save and won't let me enter)

© N o v

Anything else you can think of, if it doesn’t work as expected then need to raise a JIRA on the link that came through the other day and attach screenshots etc. They did say test reports but we
don't have a Bl link so may ask him later about that.

Also can you log into the Portal link and check all looks ok — can view your payslip etc. I checked mine the other day and seemed ok. See if you can unlock an account etc.

I'll ask Lizzie to do a starter leaver, movement etc.
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BAMOC | Contribufing fo the 14 Communication Strategy EVi6
Management of Change

BAMOC | Contributing to the 5 Meeting fo discuss change plan EVAT
Management of Change

BAMOC | Contribufing to the 5 Agreement of change plan EViB
Management of Change

BAMOC | Contributing to the 21831 Gantt Chart for project EVi9
Management of Change

BAMOC | Contribufing to the 21 Checkiist and testing guidelines EV20
Management of Change

BAMOC | Contributing to the 22 Email to IT o check configuration EVa21
Management of Change

BAMOC | Contributing to the 22 Email to advise all users of system downfime EV22
Management of Change

BAMOC | Contribufing to the 22 Email to HR/Payroll Team o advise system is EVZ3
Management of Change locked

BAMOC | Contributing to the 22 Email to advise HR/Payroll Team to coninue EV24
Management of Change

BAMOC | Contribufing to the 22 Email to HR Manager & Head of HR with update | EV25
Management of Change

BAMOC | Contributing to the 23 Email to HR/Payroll regarding Jan 2021 payroll & | EV26
Management of Change workloads

BAMOC | Contributing to the 24 Emails and replies from colleagues regarding EV27
Management of Change some tasks checked to see if working correctt

BAMOC | Contribufing to the 24 Update to HR Manager of tasks undertaken and | EV28
Management of Change remaining

BAMOC | Contributing to the 24 MAWFRS UAT Review Meeting EV29
Management of Change

BAMOC | Contribufing to the 24 Joint UAT Review Meeting EV30
Management of Change

BAMOC | Contributing to the 25 Files Uploaded fo Teamworks, EV31
Management of Change

BAMOC | Contributing to the 25 Teamworks Activity EV32
Management of Change

BAMOC | Contribufing to the 25 Confirnation from Line Manager EV33
Management of Change

BAMOC | Contributing to the 31 Email from Project Manager confirming Test EV3d
Management of Change phase is complete

CIPD
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Thanks
Nic

Nicola Westcott

Uwch Swyddog Y Gyflogres / Senior Payroll Officer

Adran Adnoddau Dynol / Human Resources Department

Allanol / External: 01267 226876

Estyniad Mewnol / Internal Extension: 4476

Ebost / Email: n.westcott@tancge.gov.uk / n.westcott@mawwfire.gov.uk
Gwefan / Website: www.tancgc.gov.uk / www.mawwfire.gov.uk
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From: Vaughan-Hughes Hope H.Q. <H.Vaughan-Hughes@mawwfire.gov.uk>
Sent: 12 January 2021 14:39

To: Westcott Nicola H.Q. <n.westcott@mawwire.gov.uk>

Subject: RE: To test on Core

HI ©

1~ Ran off one of mine, everything looks good ©

2= Made a small batch, also changed cost centre on a couple and changed post in one timesheet, all seems ok!
3- Mileage input seems ok

4- Putin a 7021 charity deduction on 601, if you could run payslip and see that is working for me?

5- Checked quite a few records on Live and test system and confirm all look oK
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Portal-

Let me change my own password as it had expired. Allowed me to unlock and lock an account and also reset password ©

From: Westcott Nicola H.Q. <n.westcott@mawwfire.gov.uk>
Sent: 12 January 2021 13:59

To: Vaughan-Hughes Hope H.Q. <H.Vaughan-Hughes@mawwfire gov.uk>

Subject: To test on Core

Hia
Would you be able to log into the test system (make sure it s the test system) which is in Dec 20 payroll and just have a look to see if all looks ok (so the links I sent you the other day)
1. Can you open payslips — do they look ok address & logo present
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Add a small batch in — choose a Dec one if you want or make one up —then check the entries appear in maintain timesheets
Add things in temp input.
Add mileage in etc
5. Change cost centre e.g. Fibua etc
Make a note of you have done if you need us to run any payslip to check

TR

Anything else you can think of, if it doesn’t work as expected then need to raise as an issue.

Also can you log into the Portal link and check all looks ok — can view your payslip etc. I checked mine the other day and seemed ok. See if you can unlock an account etc.

Thanks
Nic
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Nicola Westcott
Uwch Swyddog Y Gyflogres / Senior Payroll Officer

Adran Adnoddau Dynol / Human Resources Department

Allanol / External: 01267 226876

Estyniad Mewnol / Internal Extension: 4476

Ebost / Email: n.westcott@tancge.gov.uk / n.westcott@mawwfire.gov.uk
Gwefan / Website: www.tancgc.gov.uk / www.mawwfire.gov.uk
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[From: Westcott Nicola H.Q.

Sent: 13 January 2021 17:07

To: Amos Gemma (HQ) <g.amos@mawwfire.gov.uk>; Fairhurst Karen H.Q. <k fairhurst@mawwfire.gov.uk>
Subject: Testing on UAT Update

Hia
Just a quick update on things that we've tested so far in Pay and all seems fine on what has been tested:

Backoffice:
1. Information looks fine in the system e.g. personal info, addresses, payscales, hours etc
Run Payslips / copy payslips —all look ok address & logo present
% pension is correct for whatever band they should be in for all schemes
Pension added / ended d pension for someone
Added a % allowance (flexi,DC or standby etc to someone)

GawN
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Added a cash allowance CPD to someone

Added a salary sacrifice — one of each type etc

Added a deduction —salary recovery / voluntary deduction
Added a career break / career break return

. Uploaded HMRC tax file on for P9’s

. Uploaded timesheet for activity

. Commenced a maternity

. Commenced a paternity

. Full pay Sickness for all categories of staff and also Covid absence
. % pay / nil pay sickness

. Added top up payments to sickness records

. Batch input

. Maintain timesheet input
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19. Changed cost centres / project code for payments e.g. Fibua etc
20. Run some reports in backoffice

Still to test:

Movements — promotions, change of hours, starter / leaver etc

Run full payroll / Generate reports

Create BACS

Generate RTI files

GL ledger extract

Check how to delete reference data as tried deleting SW pay code and it doesn't seem to disappear?
Check reports in BI

Anything else can think of?




image89.png
Portal:
21. Able to view payslips —all looks fine
22. Lock / unlock accounts
23. Reset passwords.

Still to test:
Add new account for starter
Anything else can think of

Thanks
Nic
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Nicola Westcott
Uwch Swyddog Y Gyflogres / Senior Payroll Officer

Adran Adnoddau Dynol / Human Resources Department

Allanol / External: 01267 226876

Estyniad Mewnol / Internal Extension: 4476

Ebost / Email: n.westcott@tancge.gov.uk / n.westcott@mawwfire.gov.uk
Gwefan / Website: www.tancgc.gov.uk / www.mawwfire.gov.uk





