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The change:

The change imposed is a shift from the traditional full day induction day which consists of
14 speakers and 14 differcnt PowcerPoint presentations, to an informal day where the
Principal will give an introduction to the college along with the vision/mission where the
Assistant Principals will also join. The idea is to get the Assistant Principals to sit amongst
the new employees where the employees can get to know them in an informal manner and
ask any questions. Instead of the session taking all day, the session will be approximately two
hours in the moming. To replace the traditional buffet food, a break(ast buffet such as tea,

coffees, pastries and biscuits will be provided.



LO1: To be able to plan for the implementation of
change processes within an organisation

1:1 Establish the need, objectives and potential benefits in relation to a specific change
requirement.

The need: Currently the induction day is outdated and is “death by PowerPoint”. There are
currently 14 different PowerPoint presentations and speakers on the day. Evidence 1:1 is an
example of the current induction format that is in place. As indicated by the employees
themselves from feedback forms, the induction day is seen as long, too much detail and death
by PowerPoint (evidence 1:2). The main driver of the change is the employees themselves
and their feedback from the current induction day. The idea is to change to an informal day
where (he Principal will give an introduction to the college along with the vision/mission
where the Assistant Principals. The idea is to get the Assistant Principals to sit amongst the
new employees where the employees can get to know them in an informal manner and ask
any questions. Instead ol the session taking all day, the session will be approximately two
hours in the morning.

The vision:

« For employees to have a more cnjoyable induction day expericnce
* To receive more positive leedback

« For retention to increase

e For sickness abscnce rates to decrease

The objectives:

¢ To provide a more rigorous induction day proeess for new employees where they can
be more involved and ask guestions to both the Principle and the Assistant Principles.

According to CIPD (2018), a SWOT analysis is a planning tool which seeks to identily
the Strengths, Weaknesses, Opportunities and Threats involved in a project or organisation.
I's a framework for matching an organisation's goals, programmes and capacities to the
environment in which it operates. Below is a SWOT analysis on the change imposed:

Strengths: This change will bring a positive first experience of the college as it's a more
informal approach than previously. According to CIPD (2(119), an effective induction process
will mean that the employee integrates into the team beller and becomes productive quickly.
New employees will understand the organisation values and culture better and employees will
work to their highest potential. An effective induction day also needs to give a positive first
impression of the organisation. It would also mean that retention will improve as in academic
year 2018/2019 turnover rates were 16.4% which is much higher than the previous year
2017/2018 where the turnover rate was 9.0% (Evidence 1:3)



It would also mean that sickness absence rales would improve as within CSG sickness
absence rates are above the national average rate of 4.1 days per employee per annum (Ottice
for National Statistics 2018). Academic ycar 2017/2018 saw an average absence ratc of 4.5
days per employce, which increased to 5.1 days per employee in academic year 2018/2019
(Evidence 1:4).

Previously, employees experienced “death by PowerPoint”. The new induction day will be a
shill away from this where only the Principle will give a PowerPoint presentation. This
would mean that it would frec up management time ol those who previously had to be
involved in delivering PowerPoint presentations. New employees will have more opportunity
to have onc to onc discussions with the Assistant Principles and the Principle and have the
opportunily to ask guestions.

Weaknesses: According to CIPD (2019), a weakness would be that it not cffective, it can
cause low morale, additional cost and time for recruiting a replacement and it can also cause
damage to the organisations brand. If it is not effective, it may also lead to a poor first
impression of the college. Another weakness could be that people may not want to welcome
the change because the process has always been the same. Speakers that previously spoke
may be offended if they are no longer apart of the induction day going forward.

Opportunities: The new induction process will be a more robust process, It will bring a more
positive outlook of the college from the perspective of new starters and competitors, There is
an opportunity to increase morale, engagement and improve retention/sickness rates in the
college. There will also be more opportunity to ask questions. There is also an opportunity
and nced for this change, as it was indicated from feedback.

Threats: There is a technological threat with competitors, as University of South Wales have
started (o use a technology app to welcome their new employees (University of South Wales,
2019). With more millennials entering the workforce, this is something they would prefer,
With the recent redundancies this is something that the college can’t afford currently. There
is a (hreat of other colleges and Universities [ollowing in the footpath of South Wales with
their app.

Evidence 1:5 demonstrates a meeting between myself, HR Officer, Assistant HR Officer and
the Director of I1IR. In this meeting, the need lor change was discussed and the potential
benelits of that change. It also demonstrates a plan/format that we put in place for the new
induction day.

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

Stakeholder mapping (Thompson, 2018)

(-



Stakeholder name | Influence Level “”“imL.(:‘!‘l..T-E.]ml‘.]filltEI'ESt Stakeholder

2 e .| Grouping
Executive Board | Iligh | High | Key Players
e.g. Principle, ' : '

. Assistant ‘ '
Principles | . L
Newemployees | High |Tigh  KeyPlayers
Managers ‘low | Hgh  Keepinformed
HR _ High S 'IIlgh _ | Key Players

Executive Board — This group would have high influence level and high level of interest in
the change. The Principle and the Assistant Principles are key players in the day as the
Principle is expected to give a presentation and the Assistants are expecled to attend in order
for the new employees to ask questions and gel lo know them better.

New employees — This group would also have high level of influence and high level of
interest in the change making them key players. First impressions of the college are very
important to new employees and the core reason for an induction day is to get employees o
buy into the organisations values and bchaviours. It's important that the induction day is
eflective in order to retain employees. IU's important that employee leedback is positive from
this group.

Managers — This group would have low inlluence over the change but high level of interest as
they will need to make rcasonable adjustments for their employees in their departments to
altend the induction day. 1s important that this group are kept informed in advance of when
the induction day is happening.

HR- This group would have high level of influence and high level of interest in the change.
HR organisc the day and are the ones that will change the process in order to make it more
effective. HR are also the ones that look at employee feedback and put actions in place to
improve the process. They have high levels of interest because they want to improve
retention rates and decrcase sickness absences. They also want to encourage high
performance and motivation.

Support requirements
Stakeholdersidentified | Supportrequirements
Executive Board | o Support of IIR to assist  with
| presentation on the day.
I e To organise diary for the event.
' New employees : ¢ Help to navigate their way around the
' ! internal intranet to find PowerPoints.
i e Materials to be provided on the day
: e.g. policies, pay slip information,
MyView information etc.
e HR contact numbers/emails if thecy



need [urther guidance.

Finance contact numbers/emails.

To help organise any staffing
problems in the arca if members of
the team arc attending the induction
__day.

| Managcfs

Irom using the ACAS (2019) guidance, I have developed a communications strategy for the
above change.

Company Profile CSG is a further and higher education cdl]cge based in
Carmarthenshire, There arc Severn campuses including Graig,
Ammanford, Pibwrlwyd, Gelli Aur, Jobswell, Cardigan and
Aberystwyth. There are approximately 1000 employees, which are
made up of lecturing, academic and support staff (Coleg Sir Gar,
| 2019).

Issue Poor feedback from new employees from the current induction
process. A poor induction will lead to high turnover, high
absenteeism, poor performance and de-motivated employees.

Sickness absence rales within CSG are above the national average
| rate of 4.1 days per employee per annum (Office for National
| Statistics 2018). Academic year 2017/2018 saw an average absence
rate of 4.5 days per employee, which increased to 5.1 days per

employee in academic year 2018/2019. :

Turnover rates also needs to be addressed as in academic year
2018/2019 turnover rates were 16.4% which is much higher than the
| previous year 2017/2018 where the turnover rate was 9.0%. The
main reason for the major increase is down to redundancy where 21
people took voluntary redundancy and 41 people resigned.

Research Staff surveys have indicated that the current induction day is “death
by powerpoint”, “a long day”, “too much information™ “too much
| nformation that doesn’t apply to my job role™.

Communication The objective of the message is to:
| objectives

* Communicale the change in advance to employecs.

* To highlight the benefits of the change.

. | * FExplain what the new induction will entail.
Audience Fxecutive board, Managers, new employees and HR.

. |

| Key M_c-sgages: Lixceutive Board — To this eroup, I will need to explain that the |
current induction day process will change from being all day to

o



being two hours in the morning. T will also “cxpiain that only the
Principle will be speaking and delivering a prescntation and the
Assistant Principles will join in order to introduce themselves to new

employees and answer any questions they may have.

Managers — To this group, the message will also be that the
induction will be changing and that they will nced to release their
staff in order to attend. [ will also let the managers that previously
spoke in induction that they are no longer nceded as the induction
process has now been changed and that only the Principle will be
speaking.

New Employees — I will also let new employees know that the
induction day process will be changing along with details of what to
expect on the day.

HR — My colleagues in IR have all had input in the development of

the new induction day, however the final product will be
communicated to them formally in & HR team mecting,.

Channcls

Risks

Measurement/Review

T will send an email to the Fxecutive board and new employees
explaining the above. I will also send out an invite letter to new
employees lor them to sign and return that they are attending.

[ will also make a tclephone conversation lo managers who
previously spoke explaining the reasons for the change. Face to face
communication will be used to communicate to my IR colleagues.

Some members of the Exceutive board may not be -l“ul]y on board
with the new change. They may scc it as taking up their time il they
have to sit in induction [or two hours.

Another risk may be thal managers that used to speak may feel
deflated as they are no longer needed in the induction day.

Another risk may be that some people may resist the change as the |

process has been the same for many years. They may not like the
idea ol changing to a more informal process. This can be linked o
Kubler Ross Change Curve where they may feel “Anger”™. 1t can also
be linked to the DREC model where they may feel “denial” (Kew
and Stredwick, 2010).

I can compare feedback from the old process to the new process to
see how positive the feedback is in comparison. From this, [ will be
able to understand what worked well/what needs to improve for the
next induction day.




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

The following is a timeline ol events required for the change process:

TR to organisc a date for induction with Principle/Assistant Principles.

IR to email/phone previous managers to inform them they are no longer required to
take part in the new induction.

HR to inform Principle/Assistant Principles of new change.

HR to send email to new employces informing them of the change/ the process.

IIR to send email to managers lor them to releasc their members of staff to attend.

HR to send an email to managers to ask il they need help finding cover lor the
members of statf attending induction,

HR to organise induction packs for new members ol staff e.g. feedback forms,
information on how to find college policies, MyView details, payslip information.
HR to create placemat name tags for each new member of staff.

HR to organise light refreshments from canteen (£25.00 roughly lor a variety of light
relreshments for 18 members of staft)

HR to organise care lakers (o help prepare boardroom,

Approximalely 2 hours of the Principle and Assistant Principles time to atiend on the
day to deliver the session.

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

required change.

A change plan, including objectives, actions and limescales for implementing the new
induction day can be seen in evidence 1:6.

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

Lvidence 1:8 is confirmation {rom my line manager that the [acts were clearly cstahlished
and the plan was effectively communicated to her,



EVIDENCE
LO1



INDUCTION FORMAT - 13 June 2019

Employees Requested to arrive at 8.45 am for prompt 9.00 am start

Lo 4 g A

TIME 5LOT . SPEAKERS CONTENT ACTION

%.00-9.10 10 mins RO General Introducticn/Domestics - Fire Exits. Toilsts Etc, purpose of Induction Slide 1

910 -49.20 20 mins RD Induction Course Questions & Answers Handout

9.20 - 10.00 20 min AC Principal Welceme and Introduction ta the College AC arrive in Boardroom from 9.20 am
10.00 - 10.05 5 mins BREAK
10.05 - 10,30 Z5mins MW Data, Funding, Performance and Data Protection
10.30 - 11.00 30 mins MM Skills & Curriculum : :
11.00 - 11.05 & mins BREAK : :
11.05 - 11.30 25 ming 8T Computer Services & Acceptable Usage Policy Sign Cenfirmatieon of Receipt of Policy
11.20 - 11.55 25 mins AD Staff Development, Appraisal & Quality Complete T&D1 (Short Course Form)
11.55-12.10 18 mins ND Business Innovation & Estates
1210-12.30 20 ming RP Finance & Procurement

12.30- 115 45 mins LUNCH

1.15-1.36 20 mins Jm Reprographics/Library Services/Courier Service

1.35 - 1.50 15 mins SH Leamer Progression :

1.50 - 1.55 5 mins BREAK

1.55 - 2.05 10 mins SM Pension Schemes — LGPS and TPA

2.08-225 20 mins CH Estates / Environment [ Health & Safety

2.25-245 20 mins NN Equality and Diversity! Learner Support/Safeguarding ?277

2.45 - 2.50 5 ming BEREAK

2.50 - 3.05 15 Mine AJ Prometing a bilingual culture, the Welsh language and a Welsh ethos in our college 77777

3.06-3.25 20 mins RD Go thraugh questions asked and check all covered Slide 3

RD Evaluation Form to be campleted and returned
RD Draw attention to HR on Gateway, My View, Employes benefits Slide 2
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INDUCTION DAY EVALUATION FORM

PER 25

Mg _ - StAcey AN o
Post Title: : _ _. [ ECTURER
Department: CREATVE INDUSTRIES
i [0B[a.009

We greatly value your assessment of the Induction Day and in order for the HR Department to
improva its services, it would be helpful if you could respond to the following questions.

Date of Attendance on Induction Course:

Please circle the appropriate rating in the boxes below using the following scale:-
4 = Strongly Agree

| The Induction Day fully met its purpose ' 1 5 ' 3

' The administration/forganisation of the event
was of a high standard

The length and pace of the course was
appropriate

| The general standard of delivery was clear
and understandable

The quality and clarity of the materials/
information provided was of a high standard

The course met my own personal needs and |
all my questions were answered '|

Briefly summarise your overall im pressions. Please comment on whether any aspects
of the Induction Day need to be covered in greater/less detail and identify any other
topics which need to be covered. Do you have any suggestions to improve the day?

What three words best describe your general opinion of the Induction Day?

Tofaronaduie -*(“EwMLU ok g,
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INDUCTION DAY EVALUATION FORM

Name: _‘ ,- \'I 'Jlr:lm‘vl ,fo&if;m%f
Pﬂ!‘-tTlﬂe . S st se| //\_égﬁfﬂﬂ, fa?j;,lc/{ }J(/QJJLJ/ /Je"ﬂ_rhf/{,{

\-_
Departmant E : | /ﬂ{dﬁﬂﬂlt/ S‘/}/MU?Z
Date of Attendance on Induction Course: E J{C’{

i

We greatly value your assessment of the Induction Day and in order for the HR Department to
improve its services, it would be helpful if you could respond to the following questions.

Please circle the appropriate rating in the boxes below using the following scale:-

1 = Strongly Disagree 2 = Disagree 3 = Agree 4=Strnnl Agree

| The Induction Day fully met its purpose é) 2 3 ﬁ>

The administration/organisation of the event /f‘ | 9 3

| was of a high standard - k_j/l 4
The length and pace of the course was 1 o (f'; \ ;'
appropriate L / 5

The general standard of delivery was clear
and understandable

G)
The quality and clarity of the materials/ 1 2 3 4
information provided was of a high standard |

The course met my own personal needs and
all my questions were answered

Briefly summarise your overall impressions. Please comment on whether any aspects
of the Induction Day need to be covered in greater/less detail and identify any other
topics which need to be covered. Do you have any suggestions to improve the day?

)’/C{LJ Mevough ¢ Undenrtadisre /;,, g

Letail
_Er“fj«..{s n.S {L{ tg, 7Lg,\ a MAC 4 A.é/ . I
[p ?‘; e o Sonte @t oS %éll W%ﬁiﬂ ¢

L
What three words best describe yuur general opinion of the Induction Day?
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INDUCTION DAY EVALUATION FORM

Name: | Collefle  Loghbster —‘
Post Title: ; | gkx € g e Pdmin ORTeer

De.pa rtment: SFL

Date of Attendance on Induction Course: | \Li /03] 1A

We greatly value your assessment of the Induction Day and in order for the HR Department to
improve its services, it would be helpful if you could respond to the following questions.

Please circle the appropriate rating in the boxes below using the following scale:-
1 = Strongly Disagree

2 = Disagree 3 = Agree 4 = Strongly Agree
The Induction Day fully met its purpose ' 1

The administrationforganisation of the event
was of a high standard

The length and pace of the course was
appropriate

The general standard of delivery was clear 1
and understandable

The quality and clarity of the materials/ 1 __ 9 @ 4
information provided was of a high standard -

The course met my own personal needs and
all my questions were answered

Briefly summarise your overall impressions. Please comment on whether any aspects
of the Induction Day need to be covered in greater/less detail and identify any other
topics which need to be covered. Do you have any suggestions to improve the day?

W‘Mf}’w' 2 @ Eﬂﬂﬂwﬂf}’mﬂ.%’ﬂﬁkfﬂzbgw. =S hewon
whﬂr} Lot B{’?’ cortkerck Yor anvy quedan? [issuen .

What three words best describe your general opinion of the Induction Day?
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INDUCTION DAY EVALUATION FORM

PER 25

Post Title:

Department:

Date of Attendance on Induction Course:

We greatly value your assessment of the Induction Day and in order for the HR Department to
improve its services, it would be helpful if you could respond to the following questions.
Please circle the appropriate rating in the boxes below using the following scale:-

1 = Strongly Disagree 2 = Disagree 3 = Agree 4 = Strongly Agree

[

2 3

Q1. | The Induction Day fully met its purpose 1

The administration/organisation of the event
was of a high standard

The length and pace of the course was
appropriate

Q4. | The general standard of delivery was clear
and understandable

Q5. | The quality and clarity of the materials/ i 1 g 3 4‘
information provided was of a high standard 7

|

l .
The course met my own personal needs and 1 9 - 5 -4 :
all my gquestions were answered |

Briefly summarise your overall impressions. Please comment on whether any aspects
of the Induction Day need to be covered in greater/less detail and identify any other
| topics which need to be covered. Do you have any suggestions to improve the day?
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What three words best describe your general opinion of the Induction Day?
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INDUCTION DAY EVALUATION FORM

PER 25

Name: 3 s | ey DovieEs
Post Title: ESA .

Depdnmant: | ANvARKERD .

Date of Attendance on Induction Course: Vi A1 201§, -

We greatly value your assessment of the Induction Day and in order for the HR Department to
improve its services, it would be helpful if you could respond to the following questions.

Please circle the appropriate rating in the boxes below using the following scale:-
1= Stmn I Disagree 2 = Disagree 3 = Agree 4 = Stron gly Agree

The Induction Day fully met its purpose 1

The administration/organisation of the event
was of a high standard

The length and pace of the course was
appropriate

The general standard of delivery was clear
and understandable

The quality and clarity of the materials/
information provided was of a high standard

The course met my own personal needs and
| all my questions were answered

Briefly summarise your overall impressions. Please comment on whether any aspects
of the Induction Day need fo be covered in greater/lless detail and identify any other
topics which need to be covered. Do you have any suggestions to improve the day?
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t What three words best describe your general opinion of the Induction Day?
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INDUCTION DAY EVALUATION FORM

L Sho Lo\

Post Title; mt L—-\ﬁx %Y [j‘ A{;( sgV
Department: | | (o PiA 'b’lf L U}
Date of Attendance on Induction Course: l4-/ 03 /i €

We greatly value your assessment of the Induction Day and in order for the HR Department to
improva its services, it would be helpful if you could respond to the following questions.

Please circle the appropriate rating in the boxes below using the following scale:-

1 = Strongly Disagree 2 = Disagree 3 = Agree 4 = Strongly Agree
Q1. | The Induction Day fully met its purpose 4 ' . . | @
Q2. | The administration/organisation of the event 1 2 ' 3 4
was of a high standard

The length and pace of the course was
appropriate

The general standard of delivery was clear
and understandable

The quality and clarity of the materials/
information provided was of a high standard

The course met my own personal needs and 1 2
all my questions were answered

Briefly summarise your overall impressions. Please comment on whether any aspects
of the Induction Day need to be covered in greater/less detail and identify any other
topics which need to be covered. Do you have any suggestions to improve the day?
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What three words best describe your general opinion of the Induction Day?
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INDUCTION DAY EVALUATION FORM

ame: v NICHDLAS
Post Title: | /kg&l STAN/T  [TFEA)
Department: _ _ Cf\}{? | '

Date of Attendance on Induction Course: L\F/ =, O}

We greatly value your assessment of the Induction Day and in order for the HR Department to
improve its services, it would be helpful if you could respond to the following questions.

Please circle the appropriate rating in the boxes below using the following scale:-

1 = Strongly Disagree 2 = Disagree 3 = Agree 4 = Strongly Agree
FP— T i — e e I L l—_ —_——— = T Lt — I
Q1. | The Induction Day fully met its purpose 1 5 'E 3 W 4
| _ -
\

Q2. | The administrationforganisation of the event

was of a high standard 1 2 3 4
Q3. | The length and pace of the course was 1 5 ?3 | i
appropriate . :

Q4. - | The general standard of delivery was clear 1 2 3 4
| and understandable ]

Q5. | The quality and clarity of the materials/ 1 2 3 . QD

| information provided was of a high standard

Q6. | The course met my own personal needs and

all my questions were answered 1 2 3 @

Briefly summarise your overall impressions. Please comment on whether any aspecis
of the Induction Day need to be covered in greater/less detail and identify any other
topics which need to be covered. Do you have any suggestions to improve the day?
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What three words best describe your general opinion of the Induction Day?
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Change Plan

Created by Nia Williams

Date - | 20 August 2019

Vision and Objeclives

The vision:

¢ For employees to have a more cnjoyable induction day experience
¢ To receive more posilive feedback
« For retention to increase
o For sickness absence rates to decrease
The objectives:

e To provide a more rigorous induction day process for new employees where they
can be more involved and ask questions to both the Principle and the Assistant
Principles.

| death by PowerPoint (evidence 1:2). The main driver ol the change therefore is the
| employees themselves and their feedback from the current induction day. The idea is to

Activities to achieve objeclives (aifach Ganit chart)
Sec Evidence 7

Busincss case -
The need: Currently the induction day is outdated and is “death by PowerPoint”. There are

currently 14 different PowerPoint presentations and speakers on the day. Lvidence 1:1 is an
example of the current induction format that is in place. As indicated by the employees
themselves from feedback forms, the induction day is seen as long, too much detail and

change to an informal day where the Principal will give an introduction to the college
along with the vision/mission where the Assistant Principals. The idea is to get the
Assistant Principals to sit amongst the new employees where the employees can get to
know them in an informal manner. It’s also an informal way to ask any questions. Instead
of the session laking all day, the scssion will be approximately two hours in the morning.

Strengths: This change will bring a positive first experience of the college as it’s a more
informal approach than previously. According to CIPD (2019), an effective induction
process will mean that the employee integrates into the team better and becomes
productive quickly. New employees will understand the organisation values and culture
better and emplovees will work (o their highest potential. An eflective induction day also
needs lo give a positive first impression of the organisation. It would also mean that
retention will improve as in academic year 2018/2019 turnover rates were 16.4% which 1s
much higher than the previous year 2017/2018 where the turnover rate was 9.0% (Evidence

ARES



| rate of 4.5 days per employee, which increased to 5.1 days per employee in academic ycar

| Weaknesses: According to CIPD (2019), a weakness to the new induction process would

| There is an opportunity to increase morale, engagement and improve retention. There will

| the change. The Principle and the Assistants are key players in the day as the Principle 1s

 for the new cmployees to ask questions and get to know them betler,

1:3)

It would also mean that sickness absence rates would improve as within CSG sickness
absence rates are above the national average rate ol 4.1 days per employce per annum
(Office for National Statistics 2018). Academic year 2017/2018 saw an average abscnce

2018/2019 (Evidence 1:4).

Previously, employees experienced “death by PowerPoint”. The new induction day will be
a shift away from this where only the Principle will give a PowerPoint presentation. This
would mean that it would free up management time of those who previously had to be
involved in delivering PowerPoint presentations. New employees will have more
opportunity to have one to one discussions with the Assistant Principles and the Principle
and have the opportunity to ask questions.

be that if not cffective, it can cause low morale, additional cost and time for recruiting a
replacement and it can also cause damage to the organisations brand. If it is not effective, il
may also lead to a poor first impression of the college. Another weakness could be that
people may not want to welcome the change because the process has always been the
same. Speakers thal have previously spoken in the past may be offended il they are no
longer apart of the induction day going forward.

Opportunities: The new induction process will be a more robust process. It will bring a
more positive outlook of the college from the perspective ol new starters and competitors.

also be more opportunity to ask onc to questions. There is also an opportunity and need for
this change, as it was indicated from feedback.

Threats: There is a technological threat with competitors, as University of South Wales
have started to usc a technology app to welcome their new employees (University of South
Wales, 2019). With more millennials entering the workforce, this is something they would
prefer. With the recent redundancies this is something that the college can’t aflord
currently. There is a threat ol other colleges and Universities following in the footpath ol
South Wales with their app.

People affected - o
Lixecutive Board — This group would have high influence level and high level ol interest in

expected to give a presentation and the assistant principles are expected to attend in order

New employees — This group would also have high level of influence and high level of

interest in the change making them key players. First impressions of the college are very
important to new employees and the core reason for an induction day is to get employees to |
buy into the organisations values and behaviours. It's important that the induction day is ;

s



elfective in order to retain employees. It's important that employee leedback is positive
from this group.

Managers — This group would have low influence over the change but high level of interest
as they will need to make reasonable adjustments f(or their employees in their depariments
to attend the induction day. It's important that this group are kept informed in advance of

' when the induction day is happening.

' HR- This group would have high level of influence and high level ol interest in the change.

| IIR organise the day and are the ones that will change the process in order to make it more

effective. HR are also the ones that look at employee feedback and put actions in place (o
improve the process. They have high levels of inlerest because they want to improve
retention rates and decrease sickness absences,

Roles (project manager, sponsor, team members)

Myself: Induction change leader. I took the role of leading the cﬁangc and dri ving it
lorward.

HR colleagues: They contributed in team meetings towards idecas on how (o improve the
induction day process.

Principle: The Principle will take the role of delivering the induction day and the
presentation Lo the new employees.

Assistant Principles: The Assistant Principles will take the role of attending the induction
day to meet new employees and supporting the Principle. They are also there to answer any
questions from the new employees.

Employees: They take the role of attending the induction day.

Communication strategy

Company profile: CSG is a further and higher education college based in
Carmarthenshire. There are Severn campuses including Graig, Ammanford, Pibwrlwyd,
Gelli Aur, Jobswell, Cardigan and Aberystwyth. There are approximately 1000
employees, which arc made up ol leciuring, academic and support staff.

Issue: Poor feedback from new employees from the current induction process. A poor
induction will lead to high turnover, high absentecism, poor performance and de-motivated
cmployces.

Sickness absence ratcs within CSG are above the national average rate of 4.1 days per
cmployee per annum (Office for National Statistics 2018). Academic ycar 2017/2018 saw
an average abscnce rate ol 4.5 days per employee, which increased to 5.1 days per
employee in academic year 2018/2019 (Evidence 1:4).

Turnover rates also needs to be addressed as in academic year 2018/2019 turnover rates
were 16.4% which is much higher than the previous year 2017/2018 where the turnover

AR




rate was 9.0%. The main reason for the ma:';-r;f increase is down to redundancy where 21
people took voluntary redundancy and 41 people resigned (Evidence 1:3).

Research: Staff surveys have indicated that the current induction day 1s “death by
powerpoint”, “a long day”, “too much information” “too much information that doesn’t
apply to my job role™.

Communication objectives:

The objective of the message is to:
o Communicate the change in advance lo employees.
¢ To highlight the benefits of the change.

« Explain what the new induction will entail.

Aundience: Uxecutive board, Managers, new emplovees and [1R.

Key Messages:

Execulive Board — To this group, | will need to explain that the current induction day
process will change [rom being all day to being two hours in the morning. I will also
explain that only the Principle will be speaking and delivering a presentation and the
Assistant Principles will join in order to introduce themselves (o new employees and
answer any questions they may have.

Managers — To this group, the message will also be that the induction will be changing and
that they will need to release their staff in order to attend. I will also let the managers that
previously spoke in induction that they are no longer needed as the induction process has
now been changed and that only the Principle will be speaking.

| New Employees — | will also let new employees know that the induction day process will
| be changing along with details of what to expect on the day.

HR — My colleagues in HR have all had input in the development of the new induction day.

‘;]l_;i’:s



however the final product will be communicated to them formally in a HR (eam meeting.

Channels: | will send an email to the Executive board and new employees explaining the
above. | will also send out an invite letter to new employees for them to sign and return
that they are attending. I will also have a telephone conversation with the managers (hat
previously spoke explaining the reasons lor change. This will be [ollowed up by an email.
Face to face communication will be used to communicate to my HR colleagues.

Risks: Some members of the Executive board not being fully on board. They may see it as
taking up their time if they have to sit in induction. |

Another risk may be that managers that used to speak may feel deflated as they arc no
longer needed in the induction day. |

Another risk may be that some people may resist the change as the process has been the F
same [or many years. They may not like the idea ol changing o a more informal process.
This can be linked to Kubler Ross Change Curve where they may feel “Anger”. It can also
be linked to the DREC model where they may feel “denial” (Kew and Stredwick, 2010).

Measurement/Review: I can compare feedback from the old process to the new process to
sec how positive the feedback is in comparison. From this, | will be able to understand
what worked well/what needs to improve for the next induction day.

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

Executive Board —
o Support of HR to assist with presentation on the day.
o To orgamise diary lor the evenl.

New Employees —

¢ Help to navigate their way around the internal intranet to find previous
PowerPoints.

+ Matcrials to be provided on the day e.g. policies, pay slip information, MyView
information cte.

+ HR contact numbers/emails if they need further guidance.
e Finance contact numbers/emails.

Managers —

e To help organise any statfing problems in the area il members of the team are .




attending the induction day.

Timings and milestones (see GGanit chart)

See Lvidence 1:7 _ -
Resources required, including cost (equipment, time, people, materials, guidance)
The following is a timeline of events required for the change process:

e HR to organisc a datc for induction with Principle/Assistant Principles.

e HR to email/phone previous managers to inform them they are no longer required
to take part in the new induction,

e HR to inform Principle/Assistant Principles of new change.
e HR to send email to new employees informing them ol the change/ the process.

¢ HR to send email to managers for them to release their members of stafT to attend.

e HR to organise induction packs for new members of staff e.g. leedback forms,
information on how to find college policies, MyView details, payslip information.

¢ HR to create placemat name tags for cach new member of staff.

¢ [IR to organisc light refreshments from canteen (£25.00 roughly for a variety ol
light refreshments for 18 members of stall)

e HR (o organise care takers to help prepare boardroom.

e  Approximately two hours of the Principle and Assistant Principles time to attend
on the day to deliver the session.

e PowerPoint slides to be made available [or new employees on the internal gateway.

Moniloring activilies ) B
To monitor activities I will use a Gantt Chart. Evidence 1:7 is a plan of how long it will
take to complete each part of the research project. It helps to track and monitor progress.

| Success Measures

| To measure success I will review feedback from employees after the new induction
process. | can compare feedback from the old process to the new process Lo see how
positive the feedback is in comparison. From this, I will be able to understand what worked
well/what needs to improve lor the next induction day.
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Page 1 of |

MWia Williams - Induction

From:  Charlotte Jepson
Tu: Mia Williams
Drate: 09/12/2019 15:33
Subject:  Induction

Hi Mia

Thank you for all your hard work on the changes planned for the Induction process. There has been
positive feedback from the team, managers and staff on how clearly this was communicated and
implemented by you.

In addition, we have also received great feedback from those wha attended the Induction which proves
this has been a successful change.

| am more than happy to implement this plan for future induction days.

Kind regards
Charlotte

Charlotte Jepson

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

Campws Graig Campus

Llanell

SA15 40N

01554 748093

charlotte jepson@colegsirgar.ac.uk

0

file:/C:/Users/MNiaW/AppData/Local/ Temp/XPGrpWise/SDEEG9445talt DomainST... 09/12/2019



LO2: To be able to implement a change plan

2.1 Follow the agreed plan to implement change processes.

During the implementation of the change, I used a gantt chart to help and monitor progress
(Lvidence 1:7).

Lividence 2:2 demonstrates me communicating the change to the Principle and the Assistant
Principles by email.

Lvidence 2:3 demonstrates me communicating the change to managers by email for them (o
rclease their staff to attend the day.

Evidence 2:4 demonstrates me communicating the change to managers that previously spoke
in induction. This was done by phone and followed up by email, as it was a sensitive subject
and thercfore 1 [ell a telephone conversation was better initally.

Lvidence 2:5 demonstrates me communicating the change to my colleagues in a HR meeling,
"This was documented in HR minutes.

Lvidence 2:6 and 2:7 demonstrates me communicating the change (o new employees. This
was done by email and a formal letter where they would sign and return to say they would be
attending on the day.

2.2 Provide information and support to stakeholders in line with their identified
requirements & 2.3 Apply techniques for maintaining positive working relationships
throughout the change processes

During the change process, T followed Kurk Lewin (1950s) model of change (Mind Tools,
2017). At the unfreezing change this is about getting ready to change. It involves getting to a
point of understanding that change is nccessary and getting ready to move away from the
current process, Evidence 2:1-2:7 demonstrates me communicating this. At the change stage,
this is where the organisation transitions. This is where people move towards a new way of
being. This is evident through evidence 2:8. where induction has occurred and cmployees
have provided feedback. At the freezing stage, this is about finding stability once the change
has been made. The changes arc accepled and become the new norm. Evidence 2:8 also
demonstrates positive feedback from the new induction process meaning that they have
accepled the change. As a collcge, it is important that the change is accepled and maintained
in the future.

During this process, CSG have maintained a positive working relationship with employees by
keeping them informed of the change regularly via email (Evidence 2:6 and 2:7). In this
email 1l slates that if at any time the employee has any questions regarding the process to
contact myself directly. The new induction also provides an opportunity for working
relationships to be formed as employees have more of an opportunity to speak one on one

L\



with the Principle and (he Assistants. The email explaining the change also provides
employees with a link o the internal gateway. This link is there for additional information
regarding frequently asked questions and topics. This is covered in the induction but very
bricfly. The additional information on the gateway is there for employees if they are unsure
of anything.

As well as this, employees are given an induction pack which includes college policics,
MyView information and IR contact details ete (evidence 2:9).

[ also provided support for the Principle and Assistants themselves, by making sure that the
day ran as smoothly as possible, organising their diarics and making sure that the powerpoint
presentation worked correctly. 1 also kept them updated on the new format of the day well in
advance (evidence 2:2).

I also provided support to line managers to help find cover for their members of staff to
allend induction. Evidence 2:10 demonstrates this and demonstrates me maintaining a
positive working relationship.

The feedback form (Evidence 2:8) also demonstrates me maintaining a positive working
relationship, as employee feedback is important. Asking for the views of employees makes
them feel included in driving the induction process forward. It is important that this feedback
is taken on board in order to motivate employees and make them feel that their voices have
been heard.

Fvidence 2:11 demonstrates that the support given was helpful and relationship skills were
positive.

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

Lvidence 2:12 demonstrates me agreeing and making adaptations leading up to the induction
day. Initially the plan was to get all Assistant Principles in induction for the full 2 hours. With
their time being so valuable, the Assistants wanted to change the process so that they could
attend towards the end of the Principles PowerPoint to meet the new members of staff and to
answer any questions. This evidence is a transcript of the conversation that was had between
myself and one of the Assistant Principles.

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

Evidence 2:13 demonstrates me keeping records of all attendees that are due to attend on the
day and thosc that have confirmed their attendance. These attendees are expected to attend
within the first 3 months of employment as stated in the college policy (Evidence 2:14).

Lvidence 2:8 also demonstrates me keeping records of the leedback sheets ffom induction,
I'rom this feedback, I can analyse how successful the change was. This is also in line with the
organisation requirements where the college encourages employee engagement where
employee feedback is welcome to improve processes.

Sk



Lvidence 2:15 also demonstrates me keeping a record of those employcees that have attended
induction. From those that attended, their staff development records will be updated to show
that they have attended induction during the lirst 3 months of employment as staled by the
college policy.

Evidence 2:16 is confirmation from my line manager that my contribution was effective and
met requircments.
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LO2



ol

k)
)

EV 2

LEDETL FOCLD Ke4 5084

PSLoTs TS IO BUOYds|EL Sucyd

MOF 5195

iEeEn

snchwes DiEio sndWweD

1BIUC ¥H JuelsisTy JPRA-Saquiouss ay Soppias
SWIEI A8 BIN

‘SYUEL] AUELY

"AER U3 U pEpIaoad 30 ()1 SjUBLLYSALE
1y E ssado)dws ay) woly sucsanb AR JamsuE 0} Juasald B4 | SjUBIsIssy ayl Ageuaym ‘uaneiuasasd @ Suia|E s (|1s malpuy pEISU| Jaodiaaed Ag Yieap,
puE “Fuo) oo uiaq 5B UaSS S LOIRINEUL Yoeqpeay snommadd Ag pRIENpU) S UD|SSas Jnoy 7 B Fuian 3 o] paBueys sey uoiranpur ‘suoyd Sy uo passnssip Asnoiaasd

SE 1Y} SI0U SSES|4 WOOIEIEG] B4 UL WEg 18 UFag [ UDIssas 3] "ETOT J20Waldas GTT 342 ud PRy ABp uDiisnpul Hau ay) o) uawiuadde jdanie asea)d

‘BPUELLY IH

- TESOSTASSE TOSSY oo o
Luoqupaegg =
FRIUET EPUBLUY
(S9N OF) 3E°LL IF §1LOT Pquassdas |
o LoSnpL|
m_r"._m._:_.__'_..__... ﬂ__..,—._

cEAIY | uissmosg ¢ sEuadang _ JusLuiodd

£ wp 230 puTeasy Hrﬂ_ it FF m_ W3] WS 233 mk.:

{4

il
¥
i
ll

Boalflue LiELEY _._un__J.“ &% o i oaTEE B . wIEp e P 1 1 Lt (T M -1 BN T ...1.;” rp - il e
' ot E! e & FE R - TR

7 yseqy 5]
ey quny [T
pauady - JuRLuynYg yH (T .
JUSLLUHNIISY HH _.u._....
wuiges [
fLy ssRaBosg upap
sipse) [7]
SIELLIND0]
s1oequas susnbaig T
{fuepus|ed uuely veies Tl =
s2puale)) SRl BN [TH)
JBEUI|@T SEINT EINET

=

=

sepus|e] wosdar snopeyd 1 &
il =

il =

I oxaglep B2
Blugy SLURN|LAR BN
Lo ME T E ) LUy uedey e
fp1 ssalBoag upweesy T
Lol & o of o
1epuR|eD swiEsy eypuewes
iepue|es ussdsr spopeys I
JzpuziEs seany eanet |

puiges
IRpUReD Breg I esoy Tl
IERURIED) [i1H SULALIED ﬁ
JEPUR|E D SRE L, BIM m_.w_rl.rw
JUBLURINIDTY HH ...ﬂ
pauadpn - JUSLLENIDY JH u...im
SIAR|DS RS Apusnbang

- e g




Page | 0l'2

Mia Williams - Re: Induction Day -11th September 2019

From: Claire MacKerras

To: “SEmssissiy @ colegsirgar.ac.uk

Date: 23/08/2019 14:54

Subject: Re: Induction Day -11th September 2019
Cc: Nia.Williams@colegsirgar.ac.uk

Hi Sara,

| was unaware that you still have not attended your induction, it has also been brought to my attention from
an Executive meeting held Monday. It is important that you attend 11th September as this is a requirement
of your contract.

Any issues you must please bring to me.
Regards

Claire

Claire Mackerras
Faculty Manager of Creative Industries, Sport and Community Services
Rheolwr Cyfadran y Diwydiant Creadigol, Chwaraeon a Gwasanacthau Cymdeithasol

Campws Graig Campus
Llanelli

S5A15 4DN

Flon/Tel: 01554 748102

=== Mig Williams 082815 4:34 PM ===
Hi Claire,

We are running an induction day which will be held on Wednesday 11 September 2019, in the
Boardroom Graig campus.

Please find below the members from your department who have been invited to attend on the above
date:-

-Gty

It is mandatory that she attends this induction day. Could you therefore make the appropriate
arrangements to ensure that she attends this invaluable opportunity.

Kind Regards,
Mia

MEB If attendance at the induction day requires the member of staff to work additional hours they should
be paid for these hours.

Mia Williams

Swyddog AD Cynorthwy-ydd/! Assistant HR Officer
Campus Graig Campus

Llanelli

SA15 4DN

|'-:! Fa
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Mia Williams - Re; Induction Day

From:  Stuart Thomas
To: Mia Williams
Date: 03/09/2019 11:5]
Subject: Re: Induction Day

Fab thanks!

Regards
Stuart

= Mg Williams 03/09/2019 11:33 == »
Hi Stuart,

The format for induction is changing for next Wednesday. This induction will only require Exec and 5LT.
This induction is very brief for approximately 2 hours, therefore we will not require you to attend on
this occasion. | will be in touch regarding the next induction as the format for this has not been
discussed yet.

Thank you
Mia

Mia Williams

Swyddog AD Cynorthwy-ydd/ Assistant HR Officer
Campus Graig Campus

Llanelli

5415 40N

Ffon/ Telephone: 01554 748154
Ffacs/Fax: 01554 748097

X
file:///C:/Users/NiaW/AppData/Local/Temp/XPGrpWise/5D6L53IALStaff DomainST... 09/12/2019



HE Mee g,
O o4t B QA

/?r&g‘;m :
Coud@ane LU WA
Chauloby. Sepzon
bod fonN
Nia Lo\
ACLvo LoCavs
Scouodn. Mo |

_Indsenon
NN g’ s Chmguw:j Mhoals mMaudn
b preuteud (e oddoaic BNEINCOAIS XSS
teo OO, ke e
i AL N ¢ A OAKY Jc?(_t.j DAL (200 AN
L tWhs Yo > onopl. L n_,hc/er;LL P 121 ocath
b ohy Hnaverss u s guﬁ (2 o C O Iy
b assiseend A MU e T recenke
> Sk ooneskt NoLo LPIaYLEd
> 4 A Selas=moNS
L lighA ek anou\adola
C NES , PpOSMe s, S cof R
> @pprJCirVMJj QA NS o e
NOF N
b Stauk ol Otctu_mh
L o Wf&dﬁﬁf’? AN VoQan L\ e df
[ &pprm’n/w;‘l}j 4 NS Pl d—
5 & ot gene - dotun
/SRVINIUN 1



2 See uwnax Leo dMdoack on e
-wl:)(w JNALS SRIW O KO S0
OA s neod te propoi® PACKS (NN
CH s NW + €8 e op an couc
Clis Lo to feport LA on loddries
Qorn rous dundboson ke ¢S+
CH
= CH o pot LeaDocK o AC N
R C N OAOQ

5%



Page 1 of' 1

Nia Williams - Re: Induction day :

From: Kevin Williams1
To: Nia Williams
Date: 06/09/2019 11:54
Subject: Re: Induction day

Dear Mia,
Many thanks,
Regards

Kevin

=== Mia Williams 0H/08/19 11:50 AWM ===

Bore Da/ Good Morning,

Thank you for confirming your attendance at the Coleg Sir Gar and Coleg Ceredigion event on
11" September 2019.

We are currently reviewing the way we welcome new members to the college team and this
event will include time with our CEO and senior team.

We will hear from Andrew about the college vision and strategy and there will be an
opportunity to put any guestions to the Assistant Principals.

Content from previous induction events can be accessed via the link below for information. If
you have any questions around this we would be pleased to answer them either at our event
on the 11™ ar separately via HR.

We are expecting this more informal induction session to last for about two hours, which will
start at 9.3am but please allow some flexibility to get the best from the opportunity.

There will be light refreshments provided.
We look forward to welcoming you next week.

http://gateway.colegsirgar.ac.uk/index.php/human-resources

Kind Regards,

Mia

Mia Williams

Swyddog AD Cynorthwy-ydd/ Assistant HR Officer
Campus Graig Campus

Llanelli

SA15 4DN

Ffon/ Telephone: 01554 748154
Ffacs/Fax: 01554 748097

200
St
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FPEINCESS ROYAL

) colegsirgdr | )i,

iERlias, Mia Williams, Ext: 8154

06 September 2015

Dear Mr GlESEE

Thank you for confirming your attendance at the Coleg Sir Gar and Coleg Ceredigion event on 11"
September 2019,

We are currently reviewing the way we welcome new members to the college team and this event
will include time with our CEQ and senior team.

We will hear from Andrew about the college vision and strategy and there will be an opportunity to
put any guestions to the Assistant Principals.

Content from previous induction events can be accessed via the link below for information. If you have
any questions around this we would be pleased to answer them either at our event on the 11" or
separately via HR.

We are expecting this more informal induction session to last for about two hours, which will start at
9.3am but please allow some flexibility to get the best from the opportunity.

There will be light refreshments provided.
We look forward to welcoming you next week.

http://gateway.colegsirgar.ac.ul/index.php/human-resources

Kind Regards,
Mia Williams

Assistant HR Officer

¥r yilyr yn crnesawn guhiebiacth yn Gymeae & yn Saesieg. Bydden yn ymated | ohehizath Gyroracg yn Gymraeg 8¢ nl fydd gahebu yi Gymreg yn anwen &t os.
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Cofrestradiy ynn Habwmm # Lloagr, R Golrestar: 8539630, Ahif Cofresla’ Comiswm Elusannau; 1152522 Rhan o ¢ Part o
Gampws y Graiy, Heal Sandy, Lianelli, Sir Gaerlynddin 5415 408 (0 01554 742000 2 Prifysgol Cymru

i : % [arincad Dewi Sanl
Colag Sir Gir 15 ncorporated inbe the University of Walss Trinily Saint David Group as a Charitable Gompany Limited by Guesantan *vt- Unriue:sitmuf :r::fa!as
Fegslered in England & Wakes, Reqistration Ko 5309830 Charities Commission Regislration Ko 1152502 sl su:"?'nmd
Graig Campies, Sandy Road, Lianslf, Cermartlenshing, 5415 208 5 1554 740000 z i
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§ colegsirgar

Mae slipiau talu ar gael ar-lein yn unig, gelwir y system a ddefnyddir gennym yn “My WView".

Pan fyddwch wedi cael eich rhoi ar gyflogres y coleg, neilltuir Enw Defnyddiwr a Chyfrinair i chi'n
awtomatig er mwyn eich galluogi i gael mynediad i'ch e-bost Coleg Sir Gar. Byddwch yn gallu cael
mynediad iddo o bell neu ar y saflecedd. Bydd eich Rheolwr neu Gyfarwyddwr Cyfadran yn eich
hysbysu ynghylch eich Enw Defnyddiwr a Chyfrinair. Os nad ydych wedi derbyn y rhain bydd
angen i chi gysylitu & nhw'n uniongyrchol i gael y manylion.

Byddwch yn derbyn hysbysiad drwy e-bost bod eich slip talu yn barod i'w weld, a bydd yn cynnwys y
ddolen gyswilt i My View.

| ddefnyddio My View am y tro cyntaf mae angen i chi gael mynediad i'ch e-bost Coleg Sir Gar i dded
o hyd i'ch rhif gweithiwr a chyfrinair arbennig ar gyfer y system. Unwaith eich bod wedi mewngofnodi,
bydd y system yn eich tywys drwy'r camau ar-lein ar gyfer gosed eich manylion dicgelwch unigryw.
Os ydych yn cael anhawster wrth geisio mynd i My View yna cysylltweh &'r adran gyllid ar 01554 748155
(neu'n fewnol ar estyniad 8155) neu anfonwch e-bost | nicola.davies@colegsirgar.ac.uk, Swyddog y
Gyflogres.

Noder mai'r dyddiad ar gyfer talu cyflog yw diwrnod gwaith olaf y mis.

On-line Payslips

Payslips are only available onling, the system we use is called “My View".

\When you have been placed on the payroll with the college, you will automatically be allocated a User
Name and Password to be able to access your Coleg Sir Gar e-mail, which you can access remotely
or on the premises. Your Faculty Manager or Director will inform you of your User Name and
Password, if you have not received them you will need to contact them directly for the details.

vou will receive notification that your payslip is ready for viewing via e-mail and it will also contain the
link to My View.

To use My View for the first time you need to access your Coleg Sir Gar e-mail to find your employee
number and system generated password. Once logged in, the system will take you through the online
steps for setting up your unique security details.

If you experience difficulties accessing My View please contact the finance department on 01554
748155 {or internally on Extension No.8155) or email nicola.davies@colegsirgar.ac.uk, Payroll
Officer.

Please note that the pay date occurs on the last working day of the month.
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Reporting of Sickness Absence Procedures

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

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

Advise of the reason and likely duration of absence

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

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

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

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

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

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

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

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

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

and Procedure.

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

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

Updated 21/08/2017

dealt with in accordance with the College’s Disciplinary Policy.
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Absences Other Than Sickness Absence

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

TIME OFF FOR DEPENDANTS

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

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

COMPASSIONATE LEAVE

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

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

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

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

JURY SERVICE/COURT WITNESS

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

PARENTAL LEAVE

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

Updated 21/08/2017 gf
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Policy Title

Induction Policy and Procedure

Policy presentation

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

Policy communication

Staff Gateway

Main purpose of the
policy (Brief Summary)

This policy aims to ensure that all new employees
receive a full and thorough induction into their new roles
within Coleg Sir Gar. The policy should be read in
conjunction with the Probationary Policy and Procedure
and the Policy and Procedure for Staff performance
Appraisal.

Main Author HR Director
(Who can provided advice

and guidance on contents)

Date approved at 25/10/2017
Corporate Board

Date effective from 26/10/2017

Date for renewal

Annually and in line with legislative changes

Impact Assessment

Equality Impact Yes
Assessment needed

(Yes or no)

Date of Equality Impact

Assessment 19/09/2017
Welsh Language Impact | Yes
Assessment

Date of Welsh Language | 04/10/2017

Risks Associated with
Policy

(If policy is not
implemented)

Employees who have poor induction experiences are
more likely to leave the organisation, be disengaged and
potentially develop capability issues. A thorough
induction process ensures that employees are aware of
departmental and organisational goals and have a
thorough understanding of their job role.
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1.0  Introduction

1.1

1.2

1.3

1.4

1.5

Coleg Sir Gar is committed to integrating new employees into the organisation
as effectively as possible by providing them with the information, support and
training to become productive and satisfied members of the organisation.

An effective induction programme is not a one off event but takes place over
a period of time and is an on-going process. This policy should be read in
conjunction with the Probationary Review Policy & Procedure, and the Policy
and Procedure for Staff Performance Appraisal. These three processes work
together in underpinning the need and importance of the support and
development of a new member of staff.

The College is committed to the promotion of Equality and Diversity and staff
are expected to conform with policies as outlined in the strategic equality plan.

This policy applies to all Coleg Sir Gar employees. Some elements of the
Induction process will be applicable to volunteers. This will be dependent on
role and should be agreed by the line manager and HR.

This Policy is also available for employees in Welsh. Employees have
the right to be communicated with and dealt with through the medium
of Welsh if they wish.

2.0 The Purpose of Induction

2.1

The process begins with the first contact with the employee and ends when
the person has been fully integrated. Induction ensures that all employees
obtain a good understanding of how the organisation works including its
principles, values and objectives. It ensures that all employees have the
knowledge and skills necessary to perform their role in a safe working
environment. It also provides a mechanism for employees to discuss any
concerns that they may have which can then be addressed in a timely manner.

3.0 Responsibilities

3.1

The Role of the Line Manager

3.1.1 The basis of successful induction is the responsibility of the immediate
line manager for the new employee. The line manager must adopt a
balanced approach that meets the needs of the organisation and the
new employee.

3.1.2 In order for new employees to gain maximum benefit from the induction
process they must have the opportunity to discuss progress with their
line manager. These reviews should be frequent in the early stages
and establish targets specific to the individual as per the Probationary
Policy and Procedure.

3.1.3 The role of the line manager is therefore to:

HR/InductionPolicy/October2017
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Be actively involved in the induction of the new employee ensuring
all aspects of the induction checklist are fully communicated,
understood and completed;

Be accountable for the induction of any new employee to their team;
Provide a personalised and balanced induction plan, based on the
needs of the department, and the new employee;

Provide specific information about the faculty/functional area and
the job;

Appoint a mentor (if appropriate);

Ensure that the new employee has the resources to be successful,
Monitor and support the progress of the new employee through
regular reviews and target setting meetings in line with the
Probationary Policy and Procedure.

3.1.4 However well prepared the new employee may be, some trepidation
about the first day in a new job may remain. The importance of a
planned induction on the first day is therefore obvious, although there
is a risk of attempting too much in one day.

The new employee should know where to report to;

Some thought should be given to what the new employee will do
on the first day;

The workspace should be ready for occupation.

3.2 The Role of the Human Resources (HR) Department

3.2.1 Accountability for induction lies with the immediate line manager of
the new employee. The role of the HR Department is to support a
process that is essentially controlled by various line managers.

3.2.2 The role of the HR Department is therefore to:

Design induction policies and procedures;

Implement particular aspects of the induction process;
Plan the content and mode of delivery of the induction
programme;

Manage and co-ordinate the induction day, including the
scheduling of speakers;

Advise line managers of best practice;

Monitor and evaluate the programme.

3.2.3 The HR Department will constantly review content and timing of the
Induction process by paying particular attention to the Evaluation Forms
completed by attendees.

3.3 The Role of the New Employee

3.3.1 It is the joint responsibility of the line manager and the new employee
to ensure all items on the Induction Checklist are covered. This means
the new employee needs to monitor their checklist and highlight any
gaps with their line manager. The new employee, where appropriate,

HR/InductionPolicy/October2017
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4.0

5.0

6.0

3.4

must also engage with the Teaching & Learning Mentor for teaching
and learning purposes.

The Role of the Teaching & Learning Mentor (for those staff members
with responsibility for teaching and learning)

3.4.1 The Teaching & Learning mentor will be assigned to new teaching
employees. Their role is to support and guide the new employee in the
processes and procedures for teaching and learning outlined by the
College. Their focus is on developing professional practice in teaching
and learning and not on the administrative duties and processes of the
new employee's Curriculum Area. Mentoring in these administrative
duties is the responsibility of the line manager. The Teaching &
Learning Mentor will provide feedback to the new employees and their
line manager as to what progress has been made during both the
induction and probationary periods.

The Induction Checklist

4.1

4.2

4.3

All employees will be provided with an Induction Checklist. This will include
elements common to all employees.

Topics covered on the checklist include:

People, Organisational Structure and Relationships
Job Duties & Responsibilities;

Rules, Procedures and Practices; and

Compulsory Online Training

The line manager and new employee must sign off the checklist to confirm that
all topics on the checklist have been covered. It should also be noted that the
completion of the Induction Checklist should be structured to take place at
times convenient to part-time/casual employees. A copy of the completed
checklist must be returned to the HR Department within 21 days of the
employee’s commencement date. Please see section 7.0 in relation to non-
compliance with the provisions of this policy.

Monitoring, Review and Ongoing Support

a.1

To ensure the overall induction process has been carried out smoothly, and
the new employee has settled into their post and working environment, review
meetings with the line manager should be agreed at regular intervals in line
with the Probationary Policy and Procedure. This process will inform training
and development needs and identify any specific issues which may need to
be addressed.

College Induction Day

6.1

The HR Department is responsible for the organisation and delivery of the
College Induction Day. The day will encourage social interaction between new

HR/InductionPolicy/October2017
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7.0

6.2

6.3

employees, thus creating a network of shared experience which can be
extremely supportive.

All employees with three months' employment or more will be expected to
attend the College Induction Day. A separate induction day will be arranged
for casual part time members of staff which will be tailored to meet their needs.

The frequency of the College Induction Day will be determined by the number
of new employees and attendance is mandatory within 3 months of
commencement of employment. Managers must ensure that they release their
staff to attend. If the arranged Induction day falls on a day that the
employee does not normally work, staff will be paid for the additional hours if
TOIL is not an appropriate alternative. Please see section 7.0 in relation to
non-compliance with the provisions of this policy.

Non-Compliance with provisions of the policy.

i |

T2

7.3

A well carried out induction programme is essential for the integration of a new
employee into the organisation. Effective induction is a major contributory
factor in retaining newly appointed staff. It helps to ensure that staff become
effective and motivated members of the team, clarifies roles and expectations,
allowing for training needs and any issues to be identified early.

Without exception, all employees and managers must engage fully with the
Induction Policy and Procedure.

In the event of any failure to comply with the timescales set out in the policy
the employee and or the manager, as appropriate, may be required to attend
a meeting with the Principal.

HR/InductionPolicy/October2017
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APPLICATION FOR STAFF DEVELOPMENT
SHORT COURSES (T&D1)

| FOR OFFICE USE ONLY
_Approval Number: ORI o | Order number:

Category: i xm B o Order received:

Cost Code: Order to Finance: 1
| Email to employee/manager: V2o r:_._..ﬁﬁ . v Y93 | Invoice to delegate:

Computer recorded: e Sp |1 i< . Invoice to Finance: i

A : STAFF DETAILS
| NOTE: Please ensure that your Staff Number is completed. Non completion will cause a delay in processlﬁij your application form.

' Staff No: \ SO Department:
Name: Yol Lol Campus: (A f{“)vig
Job Title: Tndoe - ok Coy | PITorFm: £

B : DETAILS OF COURSE

| Event Title/Qualification: LNOUOAON Do, D Septerinor.
Name & Address of C oG ~
Provider/Awarding Body: s}
Location of event: G[Y'CLA-_C\ B acdracrma ]
Start Date: W R opeerm~nos 2049
Total length of course (hours) \
please include start & end & \’\Q—*’Vr &
time:
Relationship to objectives or \ NOAAD o~ O Do
reason for applying: Ej
C: COST | - ' £

NO TE: If the course Incurs a cost your Manager is responsible for ralsing a Requisition l:lm‘ar Pleaze ensure
that the Requisition Order accompanies this form.

Course fees:

D : APPROVAL & AUTHORITY

SIGNED: —JLL{?{ ({ ........... DATE: Lloealll&
(Applicant)

APPROVAL: ... } .............................. DATE: }QKC}‘Q!(Q
{Director/Faculty- Mahager}

Relevant Common Contract CPD hours as per agreed list of applicable training

hrs (to be completed by the Manager only)

I
Stalf Dovelopment: ShortFin T&D1 1 B \L



Coleg Sir Gér - Staff Development Page 1 of 1

EV Q1S

Events for: niall (Nia Lloyd)

Internal Event participation..

Year Date Time Event Attended
2018 D1/03/2018 09:00-10:00 Data Protection Briefing: GDPR edition Attended
2017 01/03/2017 02:00 - 10:00 CSG Information Security Essentials certificate Attended
2016 01/09/2016 09:00 - 09:45 P1 - CSG Safeguarding Essentials certificate Attended

2016 01/09/2016 10:00 - 10:45 PS1 - CSG Equality and Diversity Briefing certificate Attended

External Event (held internally} participation..
Year Ref App Mo Date Time Duration Entity Event
2019 CSG-HR-41 19/20 - 0050 11/09/2019 07:00 2 Hour(s) Coleg Sir Gar - HR Induction

External Event (held externally) participation..
Year Ref App Mo. Date  Time Duration Entity Event
2015 ETF-01 18/19 - 0480 04/12/2015 07:00 0.5 Hour(s) Education and Training Foundation PREVENT

Events hosted/seconded..
Mone found on system

Independently Acquired Certificates..
Mone found on system

10

hitp://csgnel.colegsirgar.ac.ulk/csgStalfDev/PrintUserEvents.aspx 12/12/2019
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EV: a ' \b

Mia Williams - Induction

From:  Charlotte Jepson
To: Mia Williams
Date: 12/12/2019 16:14
Subject: Induction

Hi Mia

| wanted to thank you for the great work on your overall management of this project. Your planning and
organisational skills were meticulous and you diligently followed the plan we discussed.

The feedback from managers and staff confirms your high standards. Well done.

Kind regards
Charlotte

Charlotte Jepsaon

Rhealwr Gwasanaethau AD / HR Services Manager
Coleg Sir Gar [ Goleg Ceredigion

Campws Graig Campus

Llanelli

SA15 40N

01554 748093

charlotte.jepson@colegsirgar.ac.uk
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LLO3: To 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.

Evidence 2:8 demonstrates the effectiveness of the change. Some feedback from the new
induction day consisted of the lollowing:

« Interesting

e  Clear understanding of aims and vision

e Well organised

¢ Nice to mect Principle/Assistant Principles

* (Great to see senior management {eam answering questions

e (real to mect people from different departments and campuses
e (ireat it was so inlormal

e Relaxed

This was very dilTerent to previous feedback (Evidence 1:2):

e Informative but long!

¢ Too much information

= Long

s Areas could be shortencd
o Death by PowerPoint

Overall [ am satisficd that the feedback has indicated that I have achieved the objective “To
provide a more rigorous induction day process for new employees where they can be morc
involved and ask questions to both the Principle and the Assistant Principles™. T am also
satisfied that 1 have achieved the vision of creating a more enjovable induction day
experience and to receive more positive feedback.

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

On the [eedback shects, employees were given the opportunity to comment on “any ideas for
the future™. Comments included (Evidence 2:8):

» None it was informative and helped me to get to know the college

¢ None, keep the more informal style it was really interesting

¢ Maybc have a session to introduce the college gateway.

¢ [nduction was nice and short, better than a [ull day of PowerPoint slides!
e Could something like this be done for part time casual staff?

o Exciting lormat, works well



To further develop the process, an induction for part time casual staff could be implemented
as identified by one of the comments made by one of the new employees. Currently only Full
Time Permanent/temporary/fixed term employees are invited to attend the day.

In order to find out if the new induction process has improved retention and absence rates, a
full comparison can only be made next august. Therefore this is will be reviewed and
menitored nexi year o see il we have achieved our vision.

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

[ communicated the feedback ol this change to the HR Advisor who then communicated this
upwards in an executive board meeting. Evidence 3:1 is feedback regarding my effectiveness
ol communicating the findings.

3.4 Evaluate the effectiveness of own performance in contributing to the management of
change.

According to CIPD (2019b). change is one ol the core knowledge arca within the CIPD
profession Map. This arca of the map is aboul taking a structured and planned approach to
change in order to ensure that change happens in a considercd way. Its about understanding
how people experience change and supporting them through it. I’s also about knowing and
using the tools and techniques for effective change, crealing business cases, change readiness,
methodologies, levers of change and applying them in a way which ensures that projects are
managed cffectively and risks are mitigaled.

After contributing to the management of change module, I now recognise mysell as being on
the associate level where T know how to do a SWOT analysis, and use data (o create a casc
for change. T know the different change management approaches and their advantages and
disadvantages. 1 know how to explain why change is happening and basic models for how
people experience change. I know how to conduct skills or capability audits and gap analyses
in the area of work and the different levers | can use o enable change in my currenl work. As
demonstrated in this module T know how to plan and deliver a project including goals,
milestones, resources, risks, costs and interdependencies as identified above (CIPD, 2019),

Alier a discussion with my line manger, in order to develop lurther in this area and to be a
the chartered member level, I will need to know how (o use a range of cvidence to develop a
costed business case. I will need to know how change management methodologies can impact
culture in different ways and how to apply principles of the psychology of change, and how
to maximise the way people are listened to during change. To be at this level I need to know
how to assess the current and future organisation capability and readiness for change across a
rangc of stakcholder groups, how Lo assess which levers will achieve and sustain change, and
how to select the right project methodology and resource, plan and deliver a project and
mange risks (CIPD, 2019). This may be through further research such as journal articles,
textbooks and allending CIPD events.
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Mia Williams - New Induction

From:  Charlotte Jepson
To: Nia Williams
Date: 11272019 12:07

Subject: MNew Induction

Hi Mia

| just wanted to say well done for the professional way you presented the feedback from the new
Induction during our meeting.

You have put a great deal of time and effort into the development of the new Induction and | am very
pleased with the positive responses.

Many thanks for your hard work,
Kind regards
Charlotte

Charlotte Jepson

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

Campws Graig Campus

Llanelli

SA15 4DN

01554 748083

charlotte. jepson@colegsiraar.ac. uk
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