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Be able to plan for the implementation of change processes within an organisation. 
According to the APM Body of Knowledge (n.d.) change management is ‘a structured approach to moving an organisation from the current state to the desired future state’. Furthermore, research has shown that how this change process is managed is pinacol to its success, with failure rates sitting at 70% (CIPD, 2020a). 
The biggest impact of organisational change is on its people, they are the most valuable asset to an organisation, so it would make sense that people/HR professionals are best equipped to support and drive effective change in the workplace. (CIPD, 2020a) 
1.1 Establish the need, objectives, and potential benefits in relation to a specific change requirement.
In December 2018 Tai Tarian introduced an Employee Assistance Programme to support the Organisations Health and Wellbeing agenda. In its first year of launch, the programme was extremely successful with high usage levels and gained fantastic feedback from employees and Managers. However, in November 2019, I was asked to lead a project in changing from our initial EAP provider to a new one entirely.  
Like many change initiatives the main driver for this was based around internal financials and identified as a cost saving initiative. (Abukhames, 2015) The change came following a contract renewal discussion in October 2019 with our Group Income Protection (GIP) Insurance provider Unum. They offered a free EAP programme, which also included an employee discount scheme as part of the contract that we were already paying for. 
Unfortunately, I was not part of the decision to initiate this change as this was made at a more senior level. I personally feel that the decision to switch EAP providers was made with lack of thought or analysis, simply changing due to the benefit of cost savings. 
If I had been part of identifying the case for change, I would have utilised a SWOT analysis to evaluate the strengths, weaknesses, opportunities, and threats represented by the impending change. This would have provided a broad and simple perspective on the case for change, supporting the outcome decision. (CIPD, 2020b) 
The main objective of the project was to switch across to the new provider efficiently and effectively minimising any impact to employees.  
1.2 Analyse who will be affected by the changes and their potential information and support needs. 
Mindtools (n.d) explain the importance of stakeholders within project management, they can be extremely supportive and influential, or equally they can be a major blocker of a change initiative, therefore it is important to identify, prioritise and understand all stakeholders. This can be analysed through a stakeholder mapping tool, which I have utilised in (EV1).  
The map identifies the priority stakeholders as frontline staff and first line managers. See Figure.1 to identify the impact level, information needed, and support required. 
Figure 1. Analysis of needs 
	Stakeholder 
	Stakeholder Grouping (from map) 
	Impact level 
	Information Required 
	Support Required 

	Frontline Workforce
	Key player
	High 
	Full detail of new EAP offering, benefits of the change, website/app/telephone details. 
	Instructions on how to sign up to new website. Follow up support if needed. 
Demonstrations on navigating the new site.  

	First level management 
	Key player
	High 
	Full detail of new EAP offering, benefits of the change, website/app/telephone details. 

Need a good understanding to promote to teams. 
	Instructions on how to sign up to new website.  Follow up support if needed.
Demonstrations on navigating the new site. 
Information booklets to have to hand to sign post team members when required. 



	Senior management 
	Keep satisfied
	Medium 
	Full detail of new EAP offering, benefits of the change, contact details. 
	Reactive support when/if required 

	Executive management 
	Keep satisfied
	Medium 
	Basic information of the new EAP offering, simply be aware of the new provider and what they can offer. 
	Reactive support when/if required

	Board
	Keep satisfied
	Low
	Basic information of the new EAP offering, simply be aware of the new provider and what they can offer. 
	Reactive support when/if required

	Trade Unions 
	Key player
	High 
	Full detail of new EAP offering, benefits of the change, any negative impact to employees. 
	Reactive support when/if required 

	Occupational Health Partners
	Minimal effort
	Low
	Basic information of new EAP offering so that medical practitioners can sign post employees if required during medical appointments. 
	Reactive support when/if required

	Benefits Partners 
	Minimal effort
	Low
	Basic information of new EAP offering to advertise on Benefits portal. 
	Reactive support when/if required




In relation to the specific stakeholders, it is important to note that if the pending change was going to impact employees’ terms and conditions, then I would have consulted with the Trade Union representatives, however in this case it was appropriate to just advise. (Gov, n.d.)
The change initiative itself is a relatively small-scale change with an overall low impact to the organisation. The main aim was to ensure all the required information about the new EAP provider was communicated effectively and made available and accessible to all. If this aim was achieved, then I anticipated proactive follow up support would be minimal. 
I identified that potential follow up support may be required in relation to signing up to the new website and navigating the pages. Therefore, I planned that for the first 2 weeks of the launch I would drop in on team meetings to provide demos of the website, along with facilitating open drop-in sessions over lunchtime for anyone to attend.    
In anticipation to any resistance to the change, the opportunity of open discussions was in place with the aim to resolve the conflict quickly and effectively, as suggested by CMI (2014). Failing this, the grievance procedure was also readily available to follow. 
1.3 Identify the resources required for the change process and how these will be made available. 
I identified the main resource for the initiative as administration time. Given the short timeline between planning and implementation, I needed the support from the rest of the HR Team. A project plan was drafted which assigned actions and timelines to each member of the team, it was then expected that individuals book out appropriate timeslots into their calendars to ensure the actions were completed by the deadlines set. Meetings were planned in to review progress. 
IT support was required in order to update the internal intranet with the new EAP providers details and to ensure the new App was downloaded and available on all work desktops and Ipads. I contacted the IT Manager in advance to understand how long the actions would take and who would be responsible from the team to support. (EV2)
I knew that effective communication was key for this change to be successful, therefore I planned time in with the communications team to discuss the change and support resource required from them. (EV3)
Promotional materials were needed to advertise around the office building, I ordered these via email through our broker Willis Towers Watson.  
1.4 Devise a plan, including objectives, actions, and timescales for implementing the required change. 
As mentioned above, I drafted a project plan which can be found in (EV4). However, following the learnings through this model, if I were to plan the change again, I would utilise the 3 phases as set out by SHRM (2015) design, enact, and sustain. This would involve a much deeper level of planning utilising a change plan as found in (EV5). 
1.5 Communicate the change plan, and gain agreement for its implementation, from decision makers. 
My project plan, inclusive of the required actions, were put forward to my line manager during a meeting on Monday 18th November 2019. See (EV6) evidencing the calendar invite for the meeting. Unfortunately, my manager is no longer in the Organisation, so I am unable to ask her to provide a witness statement about the content of meeting. I can confirm that she agreed the actions as I then set up a meeting for the full HR team to delegate actions and timelines to each team member. See (EV7) of calendar invite of meeting. 
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Evidence 2 & 3 are emails that would not attach to this document, therefore have been emailed directly to Julie Thomas.  
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Be able to implement a change. 
2.1 Follow the agreed plan to implement change processes. 
The turnaround time between plan and implementation was noticeably short for this change, I was first informed of the plan to change on 04/11/2019 (EV8) with an aim to launch on 01/12/2019. Due to the time constraints, I needed to utilise good project management skills to keep the process on track. (SHRM, 2015) This included excellent communication skills to ensure everyone that was part of the project team knew the vision and benefits, along with the actions and timelines that they were responsible for. (APM, n.d) 
I considered using a Gannt Chart to monitor the implementation, according to the Association of Project Management (n.d.) this is one of them most popular used tools as they can simplify a complex project by providing a visual display of the overall project. However, due to the fact that this was a relatively quick and simple change, and the fact that the gannt chart can sometimes be overcomplicated with so much detail (Naybour, 2014) I decided to use a simple excel spreadsheet with actions, responsibilities, and deadlines (EV4). 
I arranged weekly meetings with the rest of the HR Team to understand progression and any potential delays to the milestones. When an action was complete, the date was added to the project plan and the cell turned green if the action was completed on time or red if it passed the initial deadline date. 
2.2 Provide information and support to stakeholders in line with their identified requirements. 
Prior to the communications going live to all employees, in line with the stakeholder mapping exercise I needed to inform a number of stakeholders first, see (EV 9-11) evidencing the emails sent out to the relevant stakeholders explaining the change. 
Prosci (n.d.) highlight the importance of having managers onboard with the changes especially as they are the usual route of communication to employees. Therefore, during a monthly Team Leader catch up, I spoke in depth about the change, the impacts, and how they could support with ongoing communication to their teams. See (EV12) of powerpoint slides and a follow up email (EV13). 
In line with the project plan and communications strategy (EV14) the information of the change was communicated out to all employees via an internal magazine ‘The Advisor’ the week of the launch (EV15). This was followed by me uploading all employees’ emails to the admin portal to trigger an email from the new EAP provider to all staff inviting them to sign up to the new website.  
As mentioned in the planning phase, I dropped in on team meetings to provide demos and held open sessions for the first 2 weeks, although these did not prove popular, with only one employee attending for support with signing up. I would like to think that this was down to the fact that the sign-up process was very straight forward so my support was not required.  
2.3 Apply techniques for maintaining positive working relationships throughout the change processes. 
Although ACAS (2015, Pg.14) suggest that to maintain positive relationships you should be completely honest with employees as to the rationale behind the change, I did not feel it was appropriate to communicate out to employees that the instigating factor of the change was financial gain, therefore the communication focus was around the benefits of the change. If I were to repeat the exercise, I would definitely adapt the initial communication (EV15) as I feel not enough emphasis was put on the extra benefits that came with the new provider. 
I was aware of a small number of employees who were in the middle of blocks of counselling sessions with the current provider. With the announcement of the changeover, I anticipated they would be concerned about what would happen with their remaining sessions. I reached out to them individually via telephone to put their mind at ease by confirming the rest of the sessions would not be impacted. See (EV16 & 17) for a witness statement and a follow up email from one of the employees. 
As the change was a relatively small initiative in relation to impact, I did not anticipate there being any resistance to the change. However, if I were working on a large-scale change project which had increased people impact, I would utilise a change model such as the ‘Kubler-Ross Change Curve’ to anticipate the potential reactions to change and dependent on the findings, put support mechanisms in place to effectively manage these (Harrison, 2020). 
With the support of the communications team, I ensured the communication remained regular. The details of the new scheme, along with instructions on how to access the service, were advertised bi-monthly in the Organisations internal communications magazine ‘The Advisor’. This made sure the momentum was maintained (CIPD, 2015). 
2.4 Monitor the effectiveness of implementation, agreeing and making justified adaptions where required. 
Utilising the project plan to monitor progression was important to ensure the implementation action remained on track. However, I was flexible with the understanding that, as suggested by CMI (2014) I needed to remain honest with my assessments of progress and be open to make adaptions if and when required. 
The first blocker at the start of the implementation phase was that the promotional materials which needed to be located around the building were lost in the post (EV18). Due to the importance of the information needing to be available and accessible, we printed our own version until a newly sent batch arrived. 
Initially one of the only ways to measure whether communications had been successful was to look at how many employees had signed up to the new website. When I checked the figures on 20th January 2020, 7 weeks after the comms launched, only 55 employees had signed up. I tried not to feel disappointed in the figures as according to Armstrong (2016, P.678) ‘change initiatives will always involve failure as well as success. The failures must be expected and learnt from.’ Instead, this led to a change in the communication focus, sending out another article in the ‘Advisor’ this time focusing more on the website content (EV15) and arranging for the communications to be shared via the private ‘Team Tai Tarian’ social media group (EV19). Both actions led to a surge in uptake and I continued to monitor the uptake on a monthly basis, manually releasing reminder sign up details quarterly or when appropriate (EV20). 
Another adaption came in the way of new starters and leavers to the organisation, it became apparent that I had not thought about this during the planning phase, therefore needed to adapt the recruitment and leaving processes to include adding/removing employees from the service via the admin portal. 
2.5 Maintain records of the change process in line with the organisational requirements.
See (EV21) highlighting the location for all records in relation to this change initiative. 
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Evidence 8-11, 13, and 17-19 have been emailed directly across to Julie Thomas as they would not successfully transfer across to this main document. 
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Be able to assess the impact of change processes within an organisation. 
3.1 Measure the effectiveness of the change process in meeting the required objectives.
The main objective of this initiative was to switch over to the new EAP provider efficiently and effectively minimising any impact to employees, while saving financially. It was always going to be difficult to measure the success of the new EAP provider as employees will only use the service when it is needed. However, I utilised other measures of success as suggested by Prosci (n.d.) 
Measures of success: 
· Execution of project plan was successful with no major delays.
· Since launch, there has been no resistance to the change from anyone. 
· Minimal follow up support required from employees which would suggest the communications were effective with instructions.  
· Financials – An annual saving of £4422.00. This was the cost of 12 months with our previous EAP provider (EV22). The new EAP was free as part of a current GIP contract. 
· Within 12 months of launch, 189 employees out of 513 have signed up for the new website. (EV23)
Considerations:
The metrics show that in 2020, 19 employees utilised a specific service of the EAP, a breakdown can be found in (EV24). However, this compared to 12 months data with the previous EAP provider, which was 99 calls, would suggest the uptake has fallen considerably. I find this concerning as due to the pandemic I would imagine that the EAP services have been needed now more than ever. 
3.2 Identify further work required to embed changes/and or further developments required.
Due to the dramatic drop in usage figures, I would suggest the potential of focus groups with employees who are happy to share their experiences with new EAP service. However, due to the sensitivity of the service, which is completely confidential, this may not appeal to many employees, therefore a confidential pulse survey may be more effective. 
Evaluate the differences between the two offerings. This is something that I would have spent considerable time on when considering the initial change, however as I explained I was not part of the decision-making process. 
During the pandemic I personally I have spent a lot of time on the EAP website searching through content which has proved to be invaluable. I am hugely impressed with the content on the website, however, appreciate it can be difficult to navigate through as there is so much on there. I believe targeted advertising will be beneficial, for example, as part of the wellbeing strategy, advertise the meditation/yoga sessions that can be accessed via the website, providing screenshots on how to navigate to the sessions. 
3.3 Communicate the key outcomes and the impact of change to stakeholders. 
See attached (EV25) which is an email from myself to the HR Manager and OD Manger summarising the findings and my thoughts. 
Following the email, I have been asked to draft a formal business case comparing both offerings, especially from a financial perspective. For example, looking at how much has been spent on funding private counselling sessions vs the annual spend of the health assured contract. 
3.4 Evaluate the effectiveness of own performance in contributing to the management of the change. 
Change is one of the core knowledge elements on the new CIPD Profession Map (CIPD, 2020). Therefore, I have measured myself against the criteria set in the standards section. 
Prior to undertaking this qualification, I had no knowledge of the different change models/theories and simply undertook change within my role based on a common sense approach. The learnings from this module however have given me confidence that I have been following a number of the best practise elements of the change management process. E.g. planning, communication and participation (CMI, 2014). It has also provided me with key learnings in terms of models to anticipate differing reactions to change and how important agility is for successful transformation.  
In previous change initiatives, including this one, I do not feel I have put enough planning and emphasis into the communication strategy, this module has taught me the importance of tailoring communication to differing stakeholders (ACAS, 2015) as this element can be crucial to success or responsible for the failure of the whole process (Forbes, 2017).
My current Organisation are very averse to change, therefore I need to work on Manager capability and strong procedures in relation to the elements of a change ready culture, such as: 
· Encouraging employees to question the status quo.
· Influence the idea that mistakes should be utilised as learning opportunities. 
· Provide praise and recognition for ideas.
· Encourage open and honest communication. 
(Macpherson, n.d.) 
At this point I would evaluate myself between the Foundation and Associate Level on the standards section, however, by embracing all I have learnt, I believe going forward I will confidentially be working at the Associate Level. 
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Evidence 24 & 25 have been emailed directly to Julie Thomas as they would not successfully transfer onto this document. 
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Stakeholder Mapping Worksheet

Stakeholder Influence/Interest Matrix

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



		Influence

		High

		Keep Satisfied

		Key Players



		

		Low

		Minimal Effort

		Keep Informed



		Low

		High



		Level of Interest







Stakeholder Grouping

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



		Stakeholder Name

		Influence Level

		Level of Interest

		Stakeholder Grouping



		Frontline Workforce 

		High 

		High 

		Key players



		First Level Management 

		High 

		High 

		Key players 



		Senior Management 

		High 

		Low

		Keep Satisfied 



		Executive Management Team 

		High 

		Low

		Keep Satisfied 



		Board 

		High 

		Low

		Keep Satisfied 



		Trade Unions

		High 

		High 

		Key players 



		Occupational Health Partners 

		Low

		Low

		Minimal Effort



		Benefits Partners (Icom) 

		Low

		Low

		Minimal Effort 
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Evidence 4 - EAP Launch Project Plan -  Dec 2019.xlsx
EAP Project plan

		Stage 		Activity		Who		By When		Actual Completion Date 		Comments 

		Initial Implementation 

				Sarah to draft new information sheet and arrange with IT to upload onto intranet, replacing current EAP information		SM		11/21/19		11/21/19		XXXXX to change on Monday - She has all info required 

				Liaise with IT to discuss change/timelines

				IT to add Lifeworks App to work Ipads		SM		11/21/19		11/21/19		DT responsibility to action on Friday 29/11/19

				Order physical promotional materials - A5 poster in colour as A4 x 40, Wallet /fold out leaflets, Guides for employees .		SM		11/21/19		11/21/19		Order sent on 21/11/19 - Stef apologised and confirmed on 05/12 that another order has been placed. Received on 09/12

				Print out standard posters and place throughout all sites Ty Gwyn		ALL 		11/22/19		11/25/19

				Liaise with the communications team to communicate the changes in the 'Adviser' going out on 25/11/2019		SM		11/22/19		11/22/19

				Set up Admin Portal and upload employee email addresses ready for log in details to be sent		SM		11/22/19		11/22/19

				Inform senior team		AJ		11/26/19		11/26/19

				Discuss with trade unions 		AJ		11/26/19		11/26/19

				Send Insight detail of EAP		SM		11/27/19		11/27/19

				Send Neyber details of EAP		SM		11/27/19		11/27/19

				Posters to go up throughout all sites PVC email to Steve with PDF , Satellites - drop in centres, Welfare Facilities		SR		11/29/19		11/29/19

				Overnight post drop on desks - booklets and materials 		SR		11/29/19		11/29/19

				Contact those on Long term sick/Mat leave/Career break (Letters?)		SR		11/29/19		11/29/19

				Amend appropriate letters (Suspension, , Induction Notes, Day 1 Induction, Advert Template, benefits portal, getting started pack, handbook etc.)		SC		11/29/19		11/29/19

				Add all employee names, emails and numbers into Unum portal		SM		12/1/19		12/1/19

				Employee team briefings (ensure app is downloaded and everyone takes away card) Managers to open apps 		AEJ/SM		12/2/19		12/5/19

		Ongoing Actions 

				Add new employees to admin portal for access to site 		HR Advisors		As and when 

				Remove leavers from admin portal 		HR Advisors		As and when 

				Monthly checks on the admin portal to review how many employees have signed up to the new site. If appropriate use the option to resend reminder emails to all those not signed up. 		SM		Monthly 

				Quarterly - request useage data from Unum 		SM		Quarterly 

				Work with communications team to continue communicating through 'The Adviser' 		SM 		Bi-monthly 

				Team Tai Tarian - updates 		SM		Bi-monthly 
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Ideal Change Plan if I were to complete again

		Created by

		Sarah Mills 



		Date

		08/01/2021 



		Version

		1







		Vision and Objectives



		

Smooth transition from current Employee Assistance Programme provider (Health assured) to new provider (Lifeworks through Unum) with the objective of saving costs. 



Ensure all stakeholders have the relevant information required for the change and any relevant support is readily available. 





		Activities to achieve objectives (attach Gantt chart)



		

See excel launch plan. 





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



		

Not relevant as the change over has already been agreed by senior management.  





		People affected (stakeholders – employees, particular employees, customers, shareholders)



		

See stakeholder map. 





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



		

Change impacts all current employees of Tai Tarian as it is a benefit of employment. 

Current headcount 513.





		Roles (project manager, sponsor, team members)



		

Sponsor – HR Manager 

Project Manager – Sarah Mills 

Team Members – HR Team 

Communications – Communications Officer 

Changes to Internal Systems – Systems Analyst Lead

Promotional materials – Willis Towers Watson





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



		

See communications strategy. 





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



		

Demonstrations on how to sign up and navigate through the new website. 





		Timings and milestones (see Gantt chart)



		

See attached excel project plan





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



		

Initially need to book time in with Lifeworks contract manager to understand the offering and what support they can offer us for launch, e.g promotional materials, user guides. 

HR team needed for administration resource. 

IT support required for all internal system changes. 

Communication support needed from comms team to effectively communicate out.  

There should be no cost to the activities. 





		Monitoring activities



		

Ongoing communication about the change. 

Monthly checks on admin portal to analyse how many employees have signed up and accessed the new EAP website. 

Speak to Managers during 121s to see if they have been promoting the service. 

Return to Work forms – some may share they have used the service. 





		Success Measures



		

Launch plan is successful with little or no delays. 

Good feedback about the new service. 

High EAP usage figures. 

Low number of follow up support would mean communication has been successful. 
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[image: ][image: ]Relevant PowerPoint slides from session.
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LifeWorks

« Who? - Lifeworks | .
. s « When? - Soft launch 1 December

* Why? - Already part of the GIP contract. Same support as current EAP
along with an online chat function and a retail discount platform.
o « How — Communicated via ‘The Adviser’, posters around the office,
and most importantly you!

Let's check out this demo.
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		Communication Strategy 



		Issue

		Transition from current EAP provider (Health Assured) to a new provider (Lifeworks).



		Research 

		Nothing but good feedback from current EAP provider. However due to the financial savings the organisation will be switching across. 



		Communication Objectives

		Ensure the message of change is clear and reaches all employees. 



The message needs to include the benefits of the new service, how to access the services and where to find more information. 





		Audiences 

		Board Members 

Senior Management Team 

Management Team 

Trade Union

External partners 

All other employees



		Key messages 

		What is the new EAP all about? 



What are the benefits of the change – Chat function and employee retail discount. 



When is it happening? 



How to you sign up and log in? 



Contact details for the new telephone line. 



Who to speak to with any queries? 





		Tactics/channels

		Board, SMT, Trade unions & external parties – information email 



Line Managers – Team briefings 



Front line staff – Internal Magazine ‘The Advisor’ delivered to everyone’s email. 



Promotional Materials around the office building. 

Utilise private facebook page. 



Ask managers to promote through team briefings. 





		Risk 

		Message does not reach everyone. 



		Measurement

		High sign-up figures

Managers confirming promotion through team briefings. 

Asking employees around the building if they are aware of the change. 





		Review

		Ongoing communication on a monthly basis to start, moving to bi-monthly if appropriate. 
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[image: ]Monday 27th Jan Edition 
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THE ADVISER

A new EAP coming this December

We have a new and improved employee assistance programme which wll
be available from Sunday 15t December.

So whats included?

+A247 confidential reephone helpine

+Up to six sessions of stnictured felephone, video o face o face:
counselling per employee per year

« Counselling on elaionship ssues for employees and partners

+Access to supportvia an onine chat laform

+Legal and Financialinformation

+Expertinformation on parenting and chidcare.

+Bereavement support

«Online assessment including financial health and iesiyle

+ Savings on dighal it cards, online cashback, instore & online coupons.

A with the cuent EAP,th servios i completely confidential We recsive
o personalinformaton fom the providers, only monthly usage figures.

S0 from Sunday, fyou need to 3ccess the EAP you can:

~Call-0600048 2702

+Viit -y ieworks. com o chat to an advisor and socess ots of
fantastic resources on al ings famly,health, e, money and work

+Downioad the Unum LieWorks app for 10Sphoneor Android.

More information about how you can access the website
‘will follow Eater this week.
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Exploring our EAP

Back in December we announced that we had a new EAP
provider, but how many of you have managed to take time out to
explore the wealth of resources on their website? If you havent
yet its really worth doing.

The EAP s in place to help all our stafffeel supported, guided,
connected, recognised and rewarded. They offer a fantastic
‘selfdirected ‘care now programme that you can complete at
‘your own pace. The programme can help if you are experiencing
‘anxiety, gref, want to improve how you communicate or to help f
'you have recently ended a relationshipigoing through a divorce.

There islots of other ineractive content, health assessments,
‘exercises, podcasts, and videos allfocused on supporting you o
be the best version of you.

Ifyou wantto talk but don't feel ready to pick up the phone, the:
‘oniine chat faciity on the website might help you make those first
‘steps The sie also includes money saving perks featuring some
new providers which arent featured on

‘www perksattaitarian. co.uk*

*To maximise your saving opportunities we would recommend
you using both sites.

‘The telephone hotiine s a 24 hour confidental hotine with
‘expert advisors who can help with things like money advice and
‘support fyou are feefing a bit down, they can also refer you for
counseliing sessions should you need it

Telephone - 0800 048 2702
Website - www.unum-uk.lifeworks.com

‘You shoukd have received a personalised email invitation to
ign up back in December. If you didn' receive this please vist
the website and cick the invitation code button and enter Tal-
Tollowed by your pay number.

'Downioad the Unum Lifeworks app on Google Play and App
store

Google Play
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Witness Statement  


 


Before we moved to the new EAP provider Lifeworks, I was going through a difficult time 


with my anxiety and was receiving face to face counselling through Health Assured. Sarah 


called me in November to let me know that we would be moving over to a new EAP 


provider but that she wanted to reassure me that it would not impact my current sessions. 


This phone call really meant a lot to me as I know I would have gone into panic mode seeing 


the communications about the changeover.  


I can’t speak highly enough about the counsellor and the service that supported me through 


the difficult time.  


 


Signed __A. Lewis______________ 


Date __08/01/2021______________ 
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Sign up reminder emails: 

Last sent 18th December 2020
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Website URL: https://admin.lifeworks.com/employee-directory/pending 

image1.png

Some of your colleagues haven't signed up yet!

Last reminder sent on
blake davies@taitarian.co.uk 18 Dec 20

. Last reminder sent on
joshua.owen@taitarian.co.uk ey

Last reminder sent on
liam.miles@taitarian.co.uk 18 Dec 20

Edit Profile

Edit Profile

Edit Profile

Remind All Delete All
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[image: ]Dedicated computer file for all the change records in relation to the EAP change over. 
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Health Assured Ltd.
The Peninsula
Victoria Place
Manchester


Tai Tarian Ltd
T Gwyn 
Baglan Energy Park
Neath Port Talbot


SA11 2FP 


Health Assured Ltd.
Company Number 06314620


The Peninsula, Victoria Place, Manchester, M4 4FB
Tel: 0844 8922 493 Email: accounts@healthassured.co.uk


If you are paying by BACS or
cheque, please quote the invoice
number with your payment. This
invoice must be paid within  days30
of the invoice date.


BIC / SWIFT: NWBKGB2L
IBAN: GB40NWBK60032778150310


Our Bank Details:
Health Assured Ltd.
Sort: 60-03-27
Account Number: 78150310


Goods Total £ 3,685.00
VAT Value £ 737.00
Invoice Total £ 4,422.00


VAT Rate
20


VAT Code
1


£ 3,685.00Traditional EAP Plus - 500 employees
(For the period 03/12/2018 - 02/12/2019)


Invoice No. SF-027269
Invoice Date 10/12/2018
Account Number TAI002
Reference
VAT Number 927 5242 17


INVOICE


Goods Value


To be paid by BACS
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How many employees have signed up to the website?

Live data as of 1st December 2020
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URL: https://admin.lifeworks.com/employee-directory/pending 
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		Candidate name: Sarah Mills 

		CIPD Membership/registration No.:

54832957



		Qualification title: CIPD Diploma in Applied Human Resources 

		Unique Learner No. (ULN):

1907114



		Unit code

		Unit title

		Assessment criteria no.

		Evidence description

		Evidence reference number

		Assessor

initials

		I/V initials if sampled



		5AMOC

		Contributing to the Management of Change. 

		1.2

		Stakeholder Map 

		EV1

		

		



		

		



		1.3

		Ticket to IT notifying of change and asking for time resource

		EV2

		

		



		

		



		1.3

		Email request to communications team 

		EV3

		

		



		

		



		1.4

		Launch project plan 

		EV4

		

		



		

		



		1.4

		Ideal Change plan 

		EV5

		

		



		

		



		1.5

		Calendar invite to manager to review launch plan

		EV6

		

		



		

		



		1.5

		Calendar invite of meeting with HR team to review launch plan

		EV7

		

		



		

		



		2.1

		Email from manager informing about the change initiative

		EV8

		

		



		

		



		2.2

		Email to Senior Management team

		EV9

		

		



		

		

		2.2

		Emailed to Trade Union Representatives

		EV10

		

		



		

		

		2.2

		Email to Occupational Health Partner

		EV11

		

		



		

		

		2.2

		Powerpoint slides from Team Leader briefing 

		EV12

		

		



		

		

		2.2

		Follow up email to Team Leaders 

		EV13

		

		



		

		

		2.2

		Communication strategy 

		EV14

		

		



		

		

		2.2

		Snippet of ‘The Advisor’ – internal magazine, communicating the change to all employees

		EV15

		

		



		

		

		2.3

		Witness statement 

		EV16

		

		



		

		

		2.3

		Email from employee praising the service

		EV17

		

		



		

		

		2.4

		Email referring to the lost promotional materials

		EV18

		

		



		

		

		2.4

		January edition of ‘The Advisor’ 

		EV15

		

		



		

		

		2.4

		Facebook post advertising the EAP details 

		EV19

		

		



		

		

		2.4

		Snippet of admin portal releasing reminder emails

		EV20

		

		



		

		

		2.5

		Snippet of folder with all records of the change process

		EV21

		

		



		

		

		3.1

		Health Assured annual cost

		EV22

		

		



		

		

		3.1

		Snippet of how many employees have signed up for the website

		EV23

		

		



		

		

		3.1

		Lifeworks Usage

		EV24

		

		



		

		

		3.3

		Email to OD Manager and HR Manager outlining findings and thoughts.

		EV25

		

		



		

		

		

		

		

		

		



		Candidate declaration:



		· I confirm that the work/evidence presented for assessment is my own unaided work. 

· I have read the assessment regulations and understand that if I am found to have ‘copied’ from published work without acknowledgement, or from other candidate’s work, this may be regarded as plagiarism which is an offence against the assessment regulations and leads to failure in the relevant unit and formal disciplinary action.

· I agree to this work being subjected to scrutiny by textual analysis software if required.

· I understand that my work may be used for future academic/quality assurance purposes in accordance with the provisions of the Data Protection Act 1998.

· I understand that the work/evidence submitted for assessment may not be returned to me and that I have retained a copy for my records.

· I understand that until such time as the assessment grade has been ratified through internal and external quality assurance processes it is not final.



		Signature:

		SL Mills

		Date:

		19/01/2021
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