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 Contributing to Organisational 

Change  

1.1 Tendering Process Confirmation and request for 

TUPE information from LA  

EV1   

  

 

1.2 Employee Information Requested (for LA for 

consideration of tender bid) 

EV2   

  

 

1.3 Mobilisation Plan  EV3   

  

 

1.4 Checklist  EV4   

  

 

1.5 Initial Meeting with Provider 1 EV5   

  

 

1.5 Initial Meeting with Provider 2 EV6   

  

 

1.5 Consultation notification sent to all affected 

employees 

EV7   

  

 

2.1 Weekly Meetings to ensure change plan managed 

effectively  

EV8   

  

 

2.2 Manager Checklist EV9   

  

 

2.4 Manager confirmation of change process followed EV10   

  3.2 TUPE Frequently Asked Questions (FAQ’s) EV11   
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LO1 

Within my organisation, due to the nature of the industry, TUPE transfers happen on a regular basis 

across regions. A transfer of undertakings happens when a transfer of business happens or service 

provision changes, and within my organisation, TUPE happens due to service provision changes 

which are tendered out accordingly by the local authority.  The Transfer of Undertakings (Protection 

of Employment) Regulations 2006 (TUPE) protect the entitlement of employees in the UK to the 

same terms and conditions and continuity of employment, as they had before the transfer occurred. 

(CIPD, 2020)  

As a business, we tender for business throughout our region with local authorities on a yearly basis 
and resulting TUPE transfers are then implemented. We tendered for the business in August 2020 
(EV1) and Employee information was submitted for the purpose of the re-tendering process (EV2). 
Please note due to confidentiality I have only attached the top of the document with the headings 
for evidence due to the sensitive nature of the information. The result of the tendering process was 
that the region lost tender bids for contracts within the Swansea area, but won tender for two new 
services (totalling 26 employees). There is also an outgoing transfer of two other services, however 
for the purposes of this activity I will be focussing on the incoming transfer. Within this tranche, 
internal stakeholders impacted are our employees, involved departments, including payroll, quality 
and compliance and management team, and externally are the local authority and new providers. 
TUPE transfers can benefit an organisation to be agile and offers opportunity for expansion and 
growth in the case of winning tenders. However, from an employee perspective, where any 
contractual arrangement includes the ability to vary or withdraw benefits, TUPE just preserves any 
existing contractual benefits; it does not improve them for the employees. The employer also has 
the right to change the terms or scope of benefits, which could affect some aspects of employee 
benefits and affect employee perspectives on TUPE transfers. (Green, 2013) 

The first plan that was initiated and developed once the tender was agreed was a mobilisation plan 

which was developed between Human Resources and Operations for the whole region to ensure 

everyone’s roles and responsibilities were clear throughout the entire process, up to April 30th and 

beyond. This plan (EV3) includes key areas/points to consider, who is the ‘lead’ from each 

department and a timeframe for completion of each task within a gantt chart. Further to developing 

this plan, weekly meetings were scheduled to ensure the deadlines and responsibilities of the plan 

were being met accordingly. The plan also identifies risk to stakeholders and mitigation of such risks, 

including any additional support required. At this point, I developed a checklist for myself (EV4) that 

reminded me of what I needed to gather in terms of ELI (Employer Liability Information) and data 

relating to transferring employees ready for my request to be sent to the providers in January.  

During the first few weeks of January, I initiated contact with the provider from which employees 

were part of the transfer over to us (EV5 and EV6) and requested an introductory meeting to be held 

with them, which included our operations team too as a ‘meet and greet’ opportunity. Within this 

meeting it was also agreed that we would discuss timescales and any queries around our plan for the 

coming weeks and months for the process. Introductory meetings can also allow for both parties to 

get an understanding of how each organisation operates and who the main contacts will be within 

the process. 

Further to this introductory process, where we also discussed any involvement from Trade Unions 

and the period of consultation which was agreed to begin on 22 January 2021 for 30 days. A 

notification letter of consultation meetings were sent (EV7) to notify employees of the consultation 

process, during which group and individual consultations would take place. It is critical within TUPE 

procedures to inform affected employees why the process is happening, what is going to happen, 
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confirm dates and next steps and invite any questions as tribunal claims can arise if the correct 

process is not followed, with claims for failure to consult properly being up to 13 weeks’ pay in 

compensation for each employee. As TUPE regulations affect both transferor and transferee, both 

parties can be liable to pay the compensation. The size and type of organisation is also irrelevant; 

TUPE regulations will apply for any business transferring. (ACAS, 2021) Failure to consult properly 

can be a costly mistake which can be and should be avoided by having a robust procedure in place.  

References  

ACAS, 2021. Handling a TUPE Transfer. [Online]  

Available at: https://www.acas.org.uk/handling-a-tupe-transfer 
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CIPD, 2020. TUPE: An Introduction. [Online]  

Available at: https://www.cipd.co.uk/knowledge/fundamentals/emp-law/tupe/factsheet#gref 

[Accessed 29 April 2021]. 

Personnel Today, 2013. TUPE: The Danger of Removing Staff Perks. [Online]  

Available at: https://www.personneltoday.com/hr/tupe-and-benefits-the-danger-of-removing-staff-

perks/#:~:text=TUPE%20simply%20preserves%20any%20existing,or%20terms%20of%20the%20ben
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LO1 Evidence  
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EV3 

Mobilisation  
Area  

Comments 
Key 

points 
/ areas  

Lead 

W
ee

k 
1

  

W
ee

k 
2

 

W
ee

k 
3

 

W
ee

k 
4

 

W
ee

k 
5

 

W
ee

k 
6

 

W
ee

k 
7

 

W
ee

k 
8

 

W
ee

k 
9

 

W
ee

k 
1

0
 

W
ee

k 
1

1
 

W
ee

k 
1

2
 

Human Resources 

Identify key HR contact 
in outgoing organisation 

Linking in with 
outgoing providers 
HR department to 
establish 
appropriate links for 
clear lines of 
communication for 
transition. 

Use 
established 
links where 
already in 
place - 
discussion 
with the 
Head of 
Region/O&D 
Managers is 
essential at 
this point.  

 LT/VE   

                      

Send introductory email 
to outgoing HR contact 
and submit formal 
request for current due 
diligence spreadsheet 
using the Walsingham 
Support internal 
spreadsheet template.  

Operations mangers 
to engage from 
initial DD checking 
quality of 
information and all 
relevant 
information is in 
places for handover 

Support 
maybe 
necessary for 
CIT for 
electronic 
copies of 
staff files  

VE     
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Request personnel files 
and establish method of 
delivery/timeframe. 

in line with CIW 
regulations.  

Confirm whether a 
union is currently 
recognised by the out 
going organisation (and 
if it is which one & 
contact details of rep) 

HR lead to make 
contact with 
representation and 
provide a timetable 
of 1:1  sessions 

Ensure 
union/repres
entative has 
sufficient 
time to 
manage the 
timetable of 
1:1's to 
ensure all 
staff have 
representati
on and 
support 
where 
requested.  

VE 

  

  

                    

Agree key dates with 
them for WS to meet 
with EEs both as a 
group and offering 
individual meetings. 
Identify any long term 
absences (maternity, 
sickness etc) and 
confirm arrangements 

O&D managers 
present for 
consultations with 
staff for 
reassurance and 
relationship 
building with new 
team members. 

Current 
staffing list 
to ensure 
written 
corresponde
nce is 
available for 
all staff and 
management  

VE 
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for communicating with 
these employees 

Confirm name of new 
service(s) 

Schedule 1a - 1d 
within BD folders 
holds all service 
names/contracted 
hours  and 
information.  

N/A LT/VE  

  

  

                    

Confirm Budget cost 
code 

Overall locality 
budget to be agreed 
with the finance 
team lead by 
Change 
Management Lead 
and HOR 

Set up costs, 
new budgets 
produced all 
cost 
considers 
within the 
hourly rate 
and 
discussed 
with finance 
team.  

LT/VE  

  

  

                    

Confirm current 
vacancies 

Recruitment campaign 
for MGH staff due to 
TUPE process and rights 
of staff enabled to make 
decisions until the 
handover of contract. 
Back fill any gaps with 
flexible team.  

All vacancies, 
known and 
immediate 
cover 
arrangement
s in place 
together 
with a 

VE   
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recruitment 
plan to fill 
vacant hours  

Discuss relevant 
recruitment 
requirements and 
develop any relevant 
campaign plans 

Contingency 
planning will need 
to be essential at 
this point and 
preparation 
considering TUPE 
right not to transfer 
up until the day 
before.  

Assess 
requirement 
for temp-
perm agency 
requirement 
and agency 
requirement 
ahead of 
contract 
award date.  

VE 

  

  

                    

Employer Liability 
Information (ELI) 
received 

Check point to 
consider - any 
enhanced rates of 
pay, outstanding 
annual leave, 
flexible working 
patterns, 
disciplinary 
information.  

Pay, Pension 
Terms/Condi
tions  

VE 

  

  

                    

Consult with WS O&D 
regarding any possible 
changes to current 
structure affecting 
incoming staff. 
Agree any post transfer 
measures proposed by 

Weekly planning 
meetings to be 
implemented for 
the duration of the 
mobilisation.  

Agree 1:1 
meetings 
with affected 
staff 
members to 
provide 

VE 
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O&D as a result of this 
discussion. 
Instigate 
implementation plan 
around required 
redundancies 
identifying roles at risk 
within structures  

support and 
information.  

Recruitment campaign 
progress to be reviewed 

Link with marketing 
to utilise current 
material to manage 
costs and 
advertisement.  

Consider 
additioanl 
link with We 
care Wales 
to support 
recruitment 
through the 
COVID-19 
period.  

VE 

    

  

                  
Issue ID cards N/A N/A VE 

        
      

          

Set all new employees 
up on HR/Payroll 
system  
Set up on HR system(s): 
Cost code and new 
service name (once 
confirmed by 
O&D/Finance) 
Any new payment types 
Any new deduction 
types 

Ongoing monitoring 
through weekly 
meetings to view 
progression and 
accuracy of 
information.  

N/A VE 
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Any new employee 
contract types etc 

 

EV4 
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EV5  
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EV6  
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EV7 

 

 

 

 

 

NAME 

ADDRESS 

ADDRESS 

ADDRESS 

ADDRESS 

POSTCODE 

 

 

04 April 2015 

 

DATE 

 

Dear NAME       

 

Re: XXXX 

 

Further to XXXX’s letter dated DATE, regarding XXXX, I am writing to invite you to attend one of 

the meetings to be held on DATE at the following times: 
 

Meeting 1 Time: XXXX 

Meeting 2 Time:   

Meeting 3 Time:   

Meeting 4 Time:  

 

The location for all 4 meetings is: XXXX 

 

At these meetings NAME and I will be outlining your options for future employment with us as 

well as providing details about the TUPE process.  There will also be an opportunity to meet 

with the management team from the new provider, XXXX. 

 

I look forward to meeting with you. 

 

Yours sincerely 

 

 

NAME 

JOB TITLE 
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LO2 

When managing any change or change process, it is important to utilise project management to 

ensure the initiative or process is planned effectively and monitored throughout. Having a 

mobilisation plan (as in LO1) in the form of a gantt chart ensured that the change plan was followed. 

It also ensured that all parties’ responsibilities and deadlines were clear. To support this change plan, 

ongoing meetings took place every week to ensure everyone involved was able to meet deadlines, 

carry out their responsibilities in the process and adjust any agreed timescales as necessary. (EV8) 

Understanding and promoting change in a positive manner is critical to any change process being a 

success. Change can sometimes be feared, and poor communication about why change is happening 

and how it is going to impact individuals can mean change processes fail or do not work properly. 

From an organisational perspective, change should always be linked to busines objectives and 

involving employees in change processes can be an advantage. This can improve buy-in to a change 

that is required, and employees will feel more valued as their ideas are being heard and recognised. 

(Beer, 2019) Due to the complex nature of the process and consultations, I developed a manager 

checklist (EV9) to support with promoting change and prompting conversations around change 

during the consultation meetings. Some managers had not been involved in a TUPE process before, 

so this also ensured they felt comfortable with having the conversations in the correct way. Copies 

were then provided to me so I could monitor responses and what had been discussed.  

Change models can also be a useful tool when identifying or going through a change process. Lewin’s 

three stage change model is a model I utilised throughout the process to ensure there were practical 

steps taken to ensure a good process was followed. The three stages are: 

• Unfreeze – where change is identified, and support is needed (it was here I developed my 

change plan and started to discuss change with other parties who needed to be involved, 

delegating actions as required). Managing any concerns is also critical at this point before 

any changes are made, and therefore I developed documents such as checklists for myself 

and managers to mitigate concerns, but also attending weekly meetings to discuss any 

points that needed to be raised.  

• Change – whilst the change is happening, communication is key. At this stage, employees 

were consulted with and 1:1 meetings were set up to discuss what was happening. Again, 

weekly meetings continued to review and check on change plan.  

• Refreeze – change is imbedded, and everyone needs to ensure the change is sustainable. As 

the change process is ongoing, this will be something to consider once the changes are 

completed. (Lewin, 1947) 

Another model that can be utilised is Kotter’s 8 process for leading change (1996), which is a more 

detailed approach than Lewin’s model. Utilising both has supported and underpinned the process by 

identifying what should be achieved at each stage of the process. However even though a good 

change process was followed, improvements could have been made to delivery in terms of 

communicating to the wider business. As communication is not undertaken very well in the 

organisation, I feel that more can be achieved in change processes from the perspective of ensuring 

employees, including those not directly involved in the process as in the TUPE changes, are aware of 

what is going on to alleviate any anxieties. Employee communication is “an essential part of business 

and HR’s role. Effective communication is important for developing trust and has a significant impact 

on employee engagement, organisational culture and ultimately, productivity.” (Peters, 2020) In 

future, change champions across the organisation could be identified and utilised to ensure change 

is communicated, with points of contact to deliver updates or answer queries where necessary. 
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Promoting change effectively is crucial to a change process being effective and delivered in the best 

possible way. In terms of the TUPE process, even though the change is yet to be fully implemented, I 

was satisfied with how the process had been carried out and this was supported by my manager 

(EV10).   
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LO2 Evidence 

EV8 
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EV9 

Employee Name   N.B. If group meeting put all employee names  
Employee Location     

Date and time of meeting     

 

 

  

Stages Detail to Cover  Notes Completed 

To open meeting first outline 
the purpose of the meeting as 
follows 

1. To outline what is going to happen 

    

2. To outline why it needs to happen     

3. To answer any questions     

4. To confirm dates of implementation     

5, What happens next     

        

1. To outline what is going to 
happen 

1. Confirm issue 

    

2. Confirm what the changes will be     

3. Confirm when they will happen     

        

2. To outline why it needs to 
happen 

1. Discuss effects of current arrangement 
and why they need to change     

        

3. To answer any questions 1. Invite them to ask further questions on 
any areas you have covered or areas they 
feel have not been covered     

        

4. To confirm dates of 
implementation 

1. Verbally confirm date and the number 
of calendar days notice being given.     
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2. Advise them that the formal letter will 
be sent out in due course     

        

5. What happens next 1. Inform them they can come back with 
any questions within the notice period.     

2. If manager is not present in the 
location the individual works, then inform 
them how to get in touch to ask 
questions.     

        

6. End the meeting       

        

 

 

  

Signed (by chair of meeting)   
  

 

 

  

Name     

Job Role     

Date     

 

 

  

N.B. A copy of this meeting checklist must be sent to HR when completed   
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EV10 
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LO3 

As previously discussed, it is important that any change process is evaluated and measured 

appropriately to ensure any objectives are met and the outcome is positive. Throughout the change 

process as described in LO1 and LO2, even though change was monitored, I feel more measures 

could have been put in place to evaluate change more widely. When carrying out change processes, 

it can sometimes be difficult to find time or resource to evaluate or reflect on activities, but it is a 

critical part of the change process to ensure reflection and evaluation of activities is completed.  

The main findings of being a part of the change process from my perspective is that planning is a key 

part of the process, and I felt more comfortable carrying out my responsibilities due to the change 

plans I had devised and followed, whilst encouraging others to do the same (i.e. record 

conversations, utilise checklists and attend regular meetings). Consultation meetings were the main 

evaluation tool used during the process, and this is where feedback was received from employees 

involved in the process in terms of their thoughts at the beginning of the TUPE process, up to their 

transfer (or rejection of transfer). These documents cannot be included due to confidentiality; 

however, we saw common responses during the meetings including the following points: 

• Concerns around T&C’s – would there be any changes 

• Patterns of work and whether flexible working is accommodated  

• Outlook of the company and is it stable in terms of employment   

To mitigate any uncertainty and to give a consistent approach to responses, I created an FAQ 

document which can be used in any TUPE process, as it contains generic questions and answers that 

could fit any process within the organisation (EV11).  

However, I investigated evaluation methods that I could have used - and can use further to the 

process – for reference should I be involved in a change process in the future.  Evaluation of a 

project can take many forms, and a change process should include evaluation and reflection. As in 

LO2, change models can be utilised to ensure a process is followed and evaluation forms a critical 

part of the process as this helps an organisation to think about whether the change is working (or 

not). This can support adjustments to a process, or ensure organisational change is approached 

differently in future. I therefore could utilise evaluation tools such as SWOT and PESTLE analysis, to 

evaluate and monitor change or ensure more tangible metrics are developed. This could be in the 

form of data, however, this may not have been necessarily applicable for the TUPE process.  

On reflection, I feel my contribution to the change initiative explored in the learning outcomes was 

mainly positive. Ensuring a robust process was developed, followed and monitored supported how I 

managed the initiative, but also ensured other key stakeholders’ expectations were managed in 

terms of their responsibilities. In terms of the CIPD profession map, I feel that I meet many of the 

band 2 requirements for change, but also meet band 3 requirements. I identified that I met the 

following requirements of the organisational development sections of the profession map: 

• Work with managers to develop an OD plan to improve ability to meet their objectives – I 

met this requirement (band 2) by meeting managers and identifying the scope of the TUPE 

process and what was required.  

• Collaborate with relevant stakeholders to develop an OD plan that addresses gaps against 

organisation plans – I met this requirement (band 3) through my change plan (as in LO1)  

• Collaborate with relevant stakeholders to develop an OD plan that addresses gaps against 

organisation plans – I met this requirement (band 2) as I continuously met with managers to 

understand any issues with the plan and adjusted accordingly. I feel I could have met band 3 
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for this requirement if I had planned out potential scenarios and risk, however, I feel my 

limited capacity and tight timescales meant I didn’t have enough time to focus on this. I feel 

this could be a learning objective for any change processes I am involved in, in future.  

• Identify the key levers of change and build implementation plans that leverage these to have 

maximum impact – I met this requirement (band 3) and could meet band 4 requirements in 

future by supporting more strategic activities relating to change and Organisational 

Development.  

In summary, on review of the profession map, I feel I have achieved many parts of the organisational 

development activities, but have more work to complete should I want to ensure a change process 

or OD activities are structured and link to organisational objectives and strategy. I would, on 

reflection, say I am within band 2 requirements of the map currently. With more involvement in 

change activities in future, I feel I could meet band 3 requirements of the profession map and would 

look to ensure this level is met with the correct structure and support.  
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LO3 Evidence  

EV11 
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