	
	
	



Q1. Evaluate the advantage and disadvantages of both a divisional structure and a matrix structure.  Within the evaluation, you should include the reasons underpinning each structure.  (AC 1.1)
An organisation structure is a system that defines how roles and responsibilities are assigned to achieve its strategic goals, this is a core part of organisation design, which according to the CIPD (2023) is “a fundamental part of what makes an organisation successful” aligning employees and processes with business objectives.   According to Campbell and Craig (2005, p.453), “the essence of structure is the division of work between individuals and the formal organisation relationship that are created between them”.  This fact highlights how structure is not only about hierarchy, but also about individuals in an organisation working together to achieve its goals.  Two structures used in organisations are divisional and matrix models.  

A matrix structure is a grid-based model often used when cross-functional teams are created to manage projects.  These teams are made up of members from different departments, allowing different viewpoints and skills to be involved with a project.  According to Taylor and Woodhams (2022, p.59) “Matrix operations can be very motivating and provide positive environments where employees develop skills”.  This way of working can lead to improved communication, collaborative-working and may also lead to greater productivity through shared learning.  

However, according to Davis and Lawrence (1978) “a matrix can lead to “a formless state of confusion where people do not recognise a “boss” to whom they feel responsible,”.  This highlights a key disadvantage, as reporting lines are unclear and staff may become confused who to report to.  

A divisional structure focuses on delivering a particular product or service in a particular geographic region.  Each division will have its own functions for, example, Human Resources, Information Technology and Accounting. The Headquarters would provide the divisions with direction.  According to Taylor and Woodhams, (2022, p.56) “a drawback of this approach is that the business is slow to react to change”.  This is because it’s harder to work together across departments, which results in making it difficult to react to change, employees may resist the change making the process slower and more expensive.    


Q2. Analyse the extent to which the organisational strategy in your organisation (or an organisation with which you are familiar) helps to ensure products or services meet customer’ needs. (AC 1.2)
The work of Chander (1962, cited Taylor and Woodham, 2022, p.42) describes 	
[bookmark: _Hlk199943701]“Strategy is the determination of the long-term goals and objectives of an enterprise, and the adoption of courses of action and the allocation of resources necessary for carrying out these goals” 
Elidyr Communities Trust is a residential further education college for young adults with special educational needs.  It delivers a 24-hour curriculum in a total communication environment ensuring the learners’ education and training needs are met and life chances enhanced.  Its customers include the learners, their parents/carers and the local authorities that commission their placements.  
It operates under a planned strategic approach, according to Talyor and Woodham (2022, p.44) this is where strategic goals are defined in advance.  These goals are reviewed regularly by the leadership team and trustees.  This proactive approach uses Key Performance Indicators to ensure strategic alignment with the leaner needs and the delivery of their objectives. 

The organisation mission has been developed through stakeholder consultation, input from staff and reviews from external agencies and clearly defines its purpose to enhance the learner experience through education, care and training.  

Elidyr Communities Trust current Strategic Plan (2023 – 2028) outlines the five main strategic objectives. One of which is focused on “Increasing the organisation bottom line”.  This is critical giving the rising operational costs, public funding agreements, and the changes to the Additional Learning Needs reform in Wales.  

To achieve its objective, Elidyr Communities Trust set out their strategic initiatives by developing a new marketing and fundraising strategy, appointed a Head of Development and set a twelve-month fundraising plan to achieve a second income stream through initiatives such as lotteries and legacy giving.   

The Strategy is well aligned with the customers.  For example, learners benefit from investment in skilled staff enhanced teaching and learning facilities that contribute to improved care and education outcomes. 

The Strategy has been effective as they conducted a SWOT analysis to assess internal strengths and weaknesses, as well as external opportunities and threats.  The CIPD SWOT analysis factsheet explains how SWOT can be used as part of a strategic or planning process and how it can be applied to help understand an organisation.  
      
One strength is their commitment to invest in staff, buildings and equipment, which clearly enhances service delivery.  However, the strategy could benefit from more feedback from the learners, giving them a voice, the organisation could develop a learner forum where they could have an opportunity to give their feedback.

Elidyr Communities Trust has a well-structured strategy that meets the needs of all its customers.  It is committed to being financially sustainable to deliver high quality person-centred care and education to its leaners.  There are areas for improvement, such as enhanced learner engagement.  However, their strategy will allow them to address the external challenges it faces by future proofing the organisation. 


Q3. Analyse the current impact of interest rates, inflation and one other external factor on your organisation (or one with which you are familiar).  Identify organisational priorities arising from your analysis. (AC 1.3)
In an unsettled economic environment, external factors such as interest rates, inflation, and the National Living Wage are continuing to cause challenges for Elidyr Communities Trust in delivering high quality education and care while maintaining financial stability. 

According to the Bank of England (2025), current inflation rate is 2.6%, which is slightly above the Bank’s 2% target.  Although the current rate is stable compared to recent years, inflation continues to drive up the cost of essential goods and services.  Elidyr Communities Trust is experiencing ongoing cost pressures across utilities, food, fuel and learning materials. Departmental budgets have been set for the current financial year, however, continuous monitoring by the finance team is essential to ensure spending remains within limits without affecting the quality of care and education provided.   According to Boys (2022) “periods of high inflation are bad for workers as it erodes their purchasing power”.  This is another challenge for the organisation, as employees may demand a higher pay increase to help with the increasing costs of goods and services.  If demands are not met workers may be attracted by other organisations offering better salaries.  

The Bank of England (2025), said there has been a recent drop in UK interest rates, from 4.5% to 4.25%, which has reduced the cost of borrowing. Current loan repayments for Elidyr Communities Trust have decreased, increasing our surplus funds.  This has given the organisation the confidence to continue with investment plans to upgrade our current care homes and replacing buildings, ensuring they are fit for purpose, comply with care home regulations and making the organisation more attractive to prospective residents and local authorities.  However, Elidyr Communities Trust will need to be cautious as a drop in interest rates could reduce interest on savings/reserves.  Elidyr Communities Trust could consider the option to switch saving accounts to obtain a better rate by committing to a fixed term.

Gov. UK (2025) announced the government's plans to increase the National Living Wage to £12.21 from 1 April 2025.  This figure was higher than Elidyr Communities Trust had accounted for in their 24/25 budget, as well government had also announced that employer's national insurance contributions would also increase from 6 April, 25 Gov. UK rates (2025) significantly increasing staffing costs.  Elidyr Communities Trust did not have the option to decrease staff, as staffing ratios are determined by residents’ contact hours. However, there was an option to reduce agency staff costs which we use to cover sickness and staff vacancies.  Elidyr Communities Trust now has its own register of casual workers, reducing the need for agency workers.  We have also improved our employment package, which includes access to a Wellbeing team, and contributions towards dental and medical treatment.  Improving benefits to current and prospective employees will help to reduce the number of vacancies, retain and invest in our staff and overall reduce the need of agency staff, reducing costs. 

Based on the above analysis, Elidyr Communities Trust should continue to monitor spending, be cautious when investing and improve staff recruitment, pay and retention strategies.     




Q4. In February 2024, Peter Cheese, current CEO of CIPD stated, “AI is transforming jobs careers and workplaces.  People professionals have a key role to play in encouraging safe experimentation and rapid learning, so that we can reap the benefits and mitigate the risks” Assess the extent that AI is, or could be, used in your organisation (or an organisation with which you are familiar) and assess how AI impacts work). (AC 1.4) 
“Artificial intelligence is the science of making machines smart” (Russel and Norvig, 2020).  This highlights how AI is the technology that allows machines to carry out tasks that would normally require human intelligence.  The UK Government (2025) acknowledge the growing role of AI in the workplace, highlighting its potential to boost economic growth, create future jobs and improve everyday life.  Given this is a governmental strategic direction, it’s essential that my organisation explore how AI can enhance its operations.  
Elidyr Communities Trust has a strong commitment to uphold confidentiality, and the organisation recognises that the information we hold is highly sensitive.  We are committed to safeguarding it through our secure systems and this has shaped our careful approach to AI.   According to (Duncan, cited in Smith, 2023) he describes his use of AI as a “light touch” “a bit like a thesaurus”, dipping in and out of the programme to help with finding the right phases”.  This is how I would describe Elidyr Communities Trust’s approach to AI. We currently use Microsoft Copilot as a supportive tool to help improve communication across the organisation, many of our employees come from outside the UK and speak english as a second language, Microsoft Copilot has helped to create clear written documents and announcements that everyone can understand, which has improved communication.  One area where AI could support operational efficiencies is minute taking.  We currently employ two full-time workers for minute-taking, attending meetings and recording notes.  Introducing AI to support this process could significantly reduce the time spent on these tasks, allowing staff focus on areas experiencing shortages.  AI transcripts tools could improve accuracy and minimise errors.  The CIPD (2024) factsheet on Technology, AI and the future of Work highlights that, although AI can replace routine tasks, it could lead to potential job losses. This could have a negative impact on the workforce, heightening anxiety about job security.   Elidyr Communities Trust could provide staff with clear guidance on AI, ensuring alignment with the four key recommendations in the AI Opportunities Action Plan (UK Government, 2025).  This include having a transparent culture, offering AI guidance, clarifying job impact and maintaining open communication with the workforce.  People professionals could support safe adoption of AI tools by piloting before implementing across the organisation, mitigating any risks. 
AI does have some positive impact for the organisation with improved communication and administration efficiency.  However, due to the sensitive nature of the information we handle there are limitations to how much we can use AI and the organisation must explore with caution while maintaining confidentiality to both our workforce and students, ensuring that data security remains top priority. 



Q5. Explain Charles Handy’s model of organisational culture and explain Rock’s SCARF theory.  (AC 2.1)
The work of people practitioners is influenced by organisation culture; this is because all organisations are made up of human relationships and interactions. Schein (2010) describes culture as operating on different levels, from what we see to deeper beliefs.  Culture influences how people behave, make decisions and how well people professions work.

Several models help people practitioners’ influence and shape culture.  One model is Charles Handy’s, which identifies four culture types: power, role, task, and person.  Power culture suits small businesses where a single leader is responsible for decision making.  However, as the business grows, managing everything centrally can become challenging.  Larger organisations, operating in a reliable environment may adopt a role culture.  This is where individuals will have specific roles which determine their responsibilities. However, because employees work independently and not collaborative it can cause issues with communication and information sharing.  A task culture is collaborative where people work together on specific tasks and projects and share ideas.  Construction organisations may adopt this type of culture, bringing together different trades to work collaborative on a project.  In organisations where the person is more important than the organisation such as a private dental practice, the organisation exists to support the profession. 

While Handy’s cultural types describe structures, Rock’s SCARF model focuses on individual motivation within these cultures.  The model was developed by Rock (2008) to support managers, minimise threats and to maximise rewards. The model outlines the five aspects of motivation - status, certainty, autonomy, relatedness, and fairness.

According to Brown (2018) Rock’s SCARF model “is very effective at identifying possible emotional triggers and how to minimise their impact on the change process”.  For example, status can become a threat when an employee receives a lower performance rating than expected as performance can play a key role in professional reputation and wellbeing. To reduce the threat mangers should communicate clearly, focusing on strengths and development opportunities.  

Neuroscience research suggests workplace practices can trigger emotional responses in the brain that influences behaviour.  Martindale (2014) HR Magazine supports the SCARF model, noting that management decisions can trigger threat responses, which leads to decreased motivation and trust.

Individuals do not like to feel uncertainty.  When targets and timescales are unrealistic, employees may begin to feel anxious.  If this is not addressed, it can lead to stress and a decrease in motivation.  Managers can reduce the threat and increase motivation by providing clear job descriptions and timelines, giving employees something to work towards.  Autonomy is another key factor, employees who experience micromanagement may feel a lack of control over their work. Allowing them to manage their own workloads and make decisions can reduce the threat, giving them a sense of trust.  Relatedness refers to the need for connection and belonging in the workplace.  The CIPD (2023) highlights that building an inclusive workplace, where people feel valued and respected enhances engagement and reduces isolation.    


Q6. Assess how employee selection or employee development impacts organisational culture and behaviour in your organisation (or one which you are familiar). (AC 2.2)
As a college supporting individuals with learning difficulties, it relies on a diverse workforce, across support, education, administration and leadership to meet the service delivery goals. 

Following a successful recruitment campaign, the organisation will ensure that applicants will meet both the roles requirement and align with its culture.  Taylor and Woodhams (2022, p. 43-46) highlights that the selection process should involve a series of steps, such as conducting interviews and using various assessments.  At Elidyr Communities Trust, HR and line managers conduct competency-based interviews asking scenario-based questions, which aim to determine how they would act in certain situations, especially for support worker roles.                

According to CIPD factsheet on Organisation Culture and Change (n.d.) hiring individuals whose values and behaviours align with Elidyr Communities Trust engages employees, reduces conflict and promotes collaboration. The organisation will prioritise individuals with excellent communication skills and empathy, ensuing alignment with the goal of delivery high-quality care and education, 

At the core of Elidyr Communities Trust, one of our key values is to support learners in reaching their full potential.  To achieve this, we prioritise selecting applicants who have an understanding of learning needs, such as experience working with young adults with autism.  This ensures that our culture of inclusivity is upheld as we build a team that shares the same values and contributes to creating a supportive environment. 

At Elidyr Communities Trust, the behaviours expected from staff are essential to providing a supportive environment for learners.  Collaborative working is essential, as staff need to work closely with various departments, such as therapies and teaching assistants.  Through the selection process applicants are assessed on their ability to work with multidisciplinary teams, which promotes behaviours such as active listening, problem solving and respect. 

Managing challenging behaviour is another critical aspect.  Applicants are assessed for patience, problem-solving abilities, ensuring a calm and supportive environment for learners and staff alike.  

The selection process plays a crucial role in shaping its culture by influencing motivation, engagement and performance.  Selecting individuals that have the same values as the organisation such as empathy and inclusivity supports belonging, motivation and job satisfaction.  Ensuing a strong skills match supports high performance which benefits both the learners and the organisation.


Q7. An organisation is planning a change relating to hybrid working.  Many employees moved to home working during the Covid-19 pandemic.  Whilst this approach worked well at the time, the organisation now wants all employees to work at least two days a week on site.  Explain how Kotter’s approach to managing change could be used to successfully implement this change.      (AC 2.3)
John Kotter developed the 8-step change model to help organisations manage significant changes.   This model can be used to transition an organisation from home to hybrid working, ensuring it is structured, smooth and reduce resistance. 
According to Kotter (1996) many change initiatives fail due to a lack of urgency.  In Chapter 1 of Leading Change, he emphasises that unless people see a reason to act, transformation efforts are unlikely to succeed.  The CIPD Change Management factsheet (2025) emphasises why change is needed, directly aligning with Kotter’s first step.  The organisation should create a sense of urgency, explaining the reasons for the change, such as the need for collaboration working, improved service delivery and supporting a flexible work-life balance.  This could be achieved by communicating through team meetings or emails to staff.  
Next form a guiding coalition of leaders, influencers and staff representatives who will lead and support the change. This group can answer questions and provide information giving employees the feeling that they are being heard and supported.  

CIPD (2024) has developed guidance for people professions on how to plan for hybrid working.  For example, people professions should create a clear vision which could include what hybrid working will look like, how a typical week may be structured, and the support that will be provided to help with the transition.  People professions should ensure that staff are aware of the benefits of the change for them and the organisation.  For example, improved work-life balance and enhanced collaboration. 

Different forms of communication should be used to communicate the visions to reach as many departments as possible.  For example, emails, team meetings and one-to-one discussions explaining the change and how they will be supported.

Any obstacles should be identified and removed.  For example, lack of desk space, suitable technology and a space to have breaks. By addressing these obstacles organisation can ease staff into hybrid working. Pilot the change with a small group of staff, this will allow the organisation to address any issue before rolling it out to the whole organisation. 

Celebrate early wins to show that the change is having a positive impact for example staff feedback is positive and communication is improved.  It will keep up momentum and increase support.  Continue with staff communication to keep them feeling involved and build on the change by listening to feedback through questionnaires and make any suggested improvements.   

ACAS recommends that it is good practice to have a hybrid policy as it will give confidence to employees that the organisation is working consistently and will support embedding of hybrid working into its culture. 

The CIPD (2024) Change Management factsheet highlights how change management is important and helps to avoid common mistakes, guiding employees through the change and promoting long-term success.  This structed approach ensures that people profession can ensure that change is not only implemented but imbedded. 


Q8. Using the Kubler-Ross change curve, discuss how change is experienced. (AC 2.4)
Kübler-Ross change curve has been adapted over the years to provide insights into employee reactions to change. (Küber-Ross Foundation) The change curve outlines the emotional changes individuals go through during the change; denial, anger, depression, bargaining and acceptance.

When an organisation implements change, employees may at first experience denial, especially when unexpected.  Individuals may continue to work as if nothing has changed, avoid conversations and meetings to discuss the change. This behaviour often comes from a lack of understanding or what the change will mean for them.  Organizations can support employees by showing empathy, allowing them time to process the change and be available to chat and answer questions.  CIPD (2024) Factsheet on Change Management highlights the importance of effective communication to help employees move from this stage: 

During the anger stage of change, employees may begin to express frustrations as they recognise that the change will happen and is beyond their control.  This can lead to negative behaviours such as criticising managers, blaming leadership or focusing on finding faults in the new system.  These frustrations may lead to increased workplace tension; individuals may become irritable or argumentative and become disengaged with colleagues and manager.  A lack of information is usually a factor with the anger stage, organisations should provide clear and accessible information as soon as they can about the change as this will help with uncertainty.    
As we move into the depression stage employees may feel overwhelmed, experience sadness and hopelessness which can result in a drop in morale and productivity.  Organisations will need to recognise these feelings and provide emotional support by sign posting to professional support.  For example, counselling or providing training to help them understand the new way of working.  

Employees may try to bargain with the organisation to try and delay or reduce the impact of the change.  Individuals may be worrying about what to expect or concerned about what will happen to them if they don’t do well.  Organisations need to be aware that individuals may need time to adjust to change.  They should allow for some flexibility and be open to suggestions how to move forward, thereby reducing individuals’ anxieties.   

It is crucial for the implementation of change to be successful for both the induvial and the organisation. During the acceptance stage individuals begin to accept the change.  They start to understand its purpose and start to adapt to the new way of working.  According to Jackson (2023), this stage is where employees become more open to engaging with the change and begin to rebuild confidence with their role.  


Q9. The CIPD’s Health and wellbeing at work survey 2023 found the percentage of organisations that have a standalone wellbeing strategy has risen from 40% to 2018 to 53% in 2023.  Although the percentage has increased, this means that 47% of organisations do not have a standalone wellbeing strategy.  Assess the importance of wellbeing at work and assess how good work could impact wellbeing. (AC 2.5)  
Employee wellbeing is essential to organisations’ day-to-day performance, staff retention and culture.  According to the 2023 Health and Safety and Wellbeing at Work report the top three benefits of employers increasing their focus on employee wellbeing are “better employee morale and engagement, a healthier and more inclusive culture and better work life-balance”.  Poor wellbeing can lead to an increase in absences, staff attending work when unwell (presenteeism), employees taking leave when unwell (leaveism) and high staff turnover, which will lead to poor productivity and low staff morale.  Furthermore, it could lead to reputational damage where staff leave with a negative experience. According to the Great Place to Work UK’s 2024 Workplace Wellbeing Report, employees who have high levels of wellbeing are three times more likely to intend to stay with their employer and three time more likely to go the extra mile in their work.  The Health and Safety at Work Act 1974 (section 2.1) requires employers ‘to ensure, so far as is reasonably practicable, the health, safety and welfare at work of all his employees’. This legal duty means that employers must consider mental health as well as physical health when creating their wellbeing strategies, for example steps to reduce work related stress, workload and positive work culture.  Good Health is not just about actively promoting good health and well-being according to the CIPD Good Work Index 2024, good work characteristics such as supportive management, good work-life balance and ensuring employees have a voice can support wellbeing. This can be achieved by providing employees a safe place to work and providing them with the equipment they need to carry out their role.  One way of minimising stress is creating a stress risk assessment, focusing for example on workloads preventing burnout.  To support motivation and satisfaction organisations should provide clear job descriptions, make the role interesting and purposeful, pay employees well and provide on-ongoing training to support career growth.  Investing in staff will result in higher staff wellbeing,       
Organisations that prioritise and invest in staff wellbeing will not only provide a positive working environment that supports physical and mental health, it is also a vital strategic business decision, driving productivity and success.  Organisations that embed wellbeing into their culture will see benefits in performance an employee satisfaction. 


Q10. Provide a brief overview of the employee lifecycle and discuss people practice roles at the recruitment, development and separation stages of the lifecycle. (AC 3.1) 
The employee lifecycle outlines the stages an employee goes through during their time with an organisation, from the first interaction to their exit; attraction, recruitment, selection, onboarding, development, retention and separation.  According to People HR (2023) understanding each stage of the employee life cycle, people practitioners can improve job satisfaction, motivation, productivity and profitability. People professionals should promote inclusivity at all stages of the lifecycle.  
Recruitment is an important stage of the employee lifecycle and is different to selection. According to the CIPD (2024) factsheet on diversity, people professionals should implement a fair recruitment process and regularly review workplace policies. 
The goal is not only to attract individuals with the right skills but also align with its culture.  A good recruitment campaign can influence applicants and how they view the organisation.  For example, by using social media to share employee success stories will send a positive message about the employer brand, which is key.  Offering taster days can benefit both the organisation and the applicant, allowing both to make an informed decision whether the role and organisation are a good fit.  According to Taylor and Woodhams (2016, p.96), clear and accurate job descriptions are a key document, people professions are responsible for drafting and reviewing these documents to ensure that areas of responsibility and person specifications are clear.  Once applications are received people practitioners should ensure that the sifting process is objective, organise interview panels and develop consistent and relevant questions that reflect the requirements of the role and supports fair decision making.
Once the applicant has successfully moved through the initial stages people professions should focus on development.  To give the individual a sense of wellbeing, regular opportunities for feedback should be available through regular supervisions and appraisals, allowing for discussion on progress and long-term goals.  This will also be an opportunity to identify and support training requirements, creating a supportive environment and showing the organisation is invested in their growth. When employees feel supported and see a clear progress through the organisation, they are more likely to stay.   
The final stage focusses on separation, which offer people practitioners learning opportunities.  The aim is to ensure that individuals leave feeling valued with a positive experience, protecting the organisations reputation and brand.  Individuals leaving with a positive experience will be more likely to recommend the organisation to others or return. One example to gather valuable feedback are exit interviews which can provide valuable data why individuals are leaving.  CIPD factsheet ‘Should they stay or should they go’ (2024) study shows that this data is vital for improving staff retention and shows how organisations can use the data to create retention strategies.  People practitioners can also play a role in maintaining positive relationships with ex-employees.  This may include providing a reference, keeping communication open by inviting individuals to join a mailing list, keeping up to date with new roles and organisation success stories.  These small gestures can leave a lasting impression and help build a strong brand, leading to future recruitment opportunities.  


Q11. Analyse how people practice supports organisational strategy through vertical and integration and how people practice supports wider people strategies through horizontal integration. (AC 3.2)
Vertical integration refers to the alignment of people practices with organisations strategic goals.  This ensures that functions such as recruitment, training and performance management directly support business goals.   
At Elidyr Communities Trust one strategic goal is to successfully attract and recruit skilled workers with specialist skills in special education, while also addressing the ongoing shortage of staff in the sector.  People professionals contribute to this through vertical integration by strategically aligning recruitment, training and performance management with the business goals (CIPD, 2024).  

For example, our recruitment strategy directly addresses sector shortages by offering competitive salaries, wellness programme, and professional development opportunities.  New employees have a two-week structured induction programme, which is aligned with their role, ensuring that their skills and competency meet the needs of the organisation.  Appraisals provide an opportunity for staff to identify any training requirements to support continuous learning and retention, both are key to our workforce planning. 
Horizontal integration involves consistency and alignment across various human resource functions.  As Sparrow, (2020) highlights, HR must increasing operate in a horizontal world, where collaboratively working is essential to address challenges.  

This ensures that recruitment, onboarding, learning and development and wellbeing work together.  At Elidyr Communities Trust our people practitioner works collaboratively across departments to achieve this.  For example, our people practitioner worked with the Finance department to conduct a pay benchmarking exercise.  This ensured that salaries were fair, competitive and aligned with the role expectations, supporting retention.  Additionally, the Training Manager works closely with the people practitioner to carry out strategic workforce planning.  According to the CIPD’s (2024) workforce planning factsheet, market and industry data can assist organisations to focus on a range of challenges and support long term goals.  

Through both vertical and horizontal integration Elidyr Communities Trust can enhance its ability to attract, retain and develop staff in a sector which is experiencing staff shortages.


Q12. An organisation is planning to introduce a four-day working week.  Discuss the process the people function could use to consult and engage with managers and employees to understand their needs when moving from a five-day to four-day working week. (AC 3.3) 
The change from a five-day to a four-day working week will be a significant change in working hours.  To ensure its smooth implementation, the people function must ensure that there is a period of consultation and engagement with employees and managers.  

A report by the CIPD (2022) highlights that successful transitions to a four-day week are built on effective consultation through surveys, focus groups, pilot schemes and engagement with line managers.  To begin, the people function should identify the individuals most affected by the change and any risks or benefits.

One of the most effective ways to gather input is through questionnaires.  UNISON’s Bargaining Guide (2025) offers a model survey designed to collect feedback on concerns such as workload, productivity and overall support for the change.  Anonymising questionnaires will encourage employees and managers to provide honest feedback.   

Additionally, workshops and question and answer sessions can facilitate open discussion across the workforce, allowing employees to voice their opinion and suggestions.  People practitioners should ensure that staff feel heard and included at each stage of the process.  

Direct engagement with line managers through one-to-one meetings will ensure collaborative environment that supports the change. Furthermore, piloting the change with a department will provide valuable data on productivity, well-being and feasibility.  Gathering feedback will help to refine the approach before implementation.  Using and established framework like UNISON’s 4-day week guide, people practitioners can foster a collaborative environment to ensure implantation is a success. 

Finally, maintaining communication throughout the process will ensure staff feel included and trusted.  Once the change is implemented a policy should be created to outline workload management and strategies for monitoring productivity and well-being.  
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