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EV1
Personal Statement LO1
1.1
The need.
In September 2021 I was informed by the MD of the company that I work for “T.W” that he was transferring a sector of the business currently running from the Cardiff depot over to another business “C.D”     (See EV2)
The sector transferring over was to be the wholesale side of milk distribution as opposed to the retail side. The retail would be retained by us, TW and that sector to a new site in Cardiff. The wholesale transfer would stay at the existing Cardiff depot and the site be operated by the other business CD. We would no longer lease that depot but have the new one to lease and operate the retail sector from. 
The objectives
The objectives were:
· To transfer some existing TW staff to the new operator CD under TUPE.
· To make some TW staff redundant as the new operator CD did not have a need for the full current staff requirement.
· To retain some TW staff to move and operate the retail operation at the new site.
· To inform all TW staff of the intention and manage the change effectively.
· To inform TW customers of the transfer and reassure them.
· To gather any outstanding debt from TW customers before the transfer to CD.
· To ensure TW leased vehicles are returned.


The potential benefits were: 
· The wholesale side of the operation had become unsustainable. The income from it did not match the difficulties that operating it brought. It was becoming non cost effective. 
· The Cardiff depot was not in good condition structurally and difficulties were arising on enforcement visits. The volume of both wholesale and retail together caused the site to be captured as a Cold Store under a formal “Approval” requirement of Food Safety law. There were areas that without significant investment would always cause non-conformities.  
· The new site was more conducive to meeting legal requirements under Food Safety law and would be easier to upkeep. 
· The new site operating as retail only would be an easier operation, processes simpler and more manageable. This would require less resource in labour, money and time. 
I was also able to identify some benefits within the process itself when I completed a SWOT analysis. These were areas such as the fact that we did have some experience of TUPE but in a reverse situation. We held a good working relationship with the new operator. We have a robust HR function. There was only a small number of staff to be affected. EV

1.2
An analysis of who would be affected was carried out by me.  To assist my analysis I created some word documents to be populated by the key manager involved who was GO based at the existing Cardiff depot. The first one was to identify who was to be made redundant. (see EV3)
I sent this document to GO and asked him to complete it. I also provided some key points on managing the change. (see EV4 )
The second one was a TUPE checklist that I based on the ACAS recommended template. I met with all parties involved and then populated the list. It assisted me throughout the process. (see EV5) The one I have evidenced is one of many versions that were used as we went through the change process. 
The analysis resulted in the following employees being affected
2 x employees (I.W & R. McD) were captured under TUPE. I.W was a Van Driver and R.McD a Class II HGV Driver
2 x employees (MJ & JD ) both Pickers were made redundant
1 x employee (JH) was retained as an Administrator
An analysis of potential information and support needs was firstly made of the manager GO who was a key point of contact for both MD’s involved (TW & CD)  and the staff affected. I supported this manager with verbal information plus emails (EV4) and the TUPE checklist (EV5) I also formatted letters surrounding the TUPE aspect. Redundancy letters were already in place as that is something that unfortunately has happened before in the company due to the recent pandemic. An example of the TUP letter drafted by me is EV6. This letter also posed questions for the manager to find answers to. 
I also completed a Stakeholder Map (EV8) to analyse the situation for all those involved and to assist me in keeping my focus in the right areas. 
1.3
In examining the resources required to deliver the change process, I considered overall the following areas;
1. Defining the change
2. The scope for change
3. The roles required of people delivering the change
4. A communication plan
5. KPIs
6. Activity log
Points 1 was  already concluded  so I considered the role and scope of HR. This was the potential scenario:
TUPE
HR would need to examine any legal implications of the TUPE change, especially as it was tight for time to ensure there are no unfair dismissal claim potentials. The manager of the depot firstly did need training, help and guidance on what TUPE involved from the HR function. Their knowledge was low in this area. I utilised web based resources such as ACAS, CAB and the CIPD for information on TUPE that was easily readable and comprehensive. I sent links to the manager and then talked through the process.
Support for this person would be required from start until the end. HR would have to assist in the drafting of a Change Plan and the necessary correspondence that will need to be sent to those affected. HR would need to support the manager with any consultation meetings, either with a script and agenda or in their actual delivery. Communications would need to come from the HR function and a communication plan drafted. I formulated both a change plan and communication plan. EV10
HR may also be asked to talk to the HR function at the company who is taking over the employees. There are time frames for certain employee information to be handed over that will need to be met and will come from the HR function. This information is held by HR and consists of the employee’s employment entitlements and personal detail. GDPR will also have to be managed by HR. To manage the GDPR I again drew on ACAS as a resource and followed their guidance on the creation of password protected files when sharing employee’s information. 
SITE CHANGE
There would be a need for HR to provide or facilitate consultation and communications to staff on the intended site move. This could be by supporting the depot manager in a group meeting where staff are told all at once or through individual consultation followed by written notification. There may be a need for HR to be present in any proposed staff visit to the new site.
There may be a need for a Q&A information sheet to be written by HR to answer employees queries and to be available to staff. If morale is low HR may have to initiate a staff engagement activity to mitigate this. HR may also need to prepare for staff losses and in advance have recruitment adverts ready to go out if needed. There could also be grievances raised by employees that HR would need to investigate. There may be drops in performance that HR may be asked to be involved in managing. 
The HR role would also be involved in reviewing terms and conditions of employment in that employees “place of work” will need to be updated. There could be some changes in role holder’s duties and responsibilities that require changes to job descriptions. There may be a need for new roles. 
Any training needs identified as a result of the move may also need input from HR. 
The real scenario was that not so much HR resource was required as predicted as the volume of people affected by the change was so small. Many conversations were made on one to one basis as it was possible to do so. This reduced the need for paperwork communications. There was also very little resistance from the change. 
With respect to budgets and costs this was managed by the company finance officer but I am aware that minimal finance was required. Those made redundant had not been with the company very long at all so there were no redundancy payments of any magnitude. 


1.4 & 1.5
Please see EV10 which is my change plan. Please also see EV 11 which were some notes I made. Please refer to the Statement from Sara Jones EV9 confirming its implementation from decision makers. I also populated a Gantt chart to manage the change project EV12

















Additional Evidence to support LO1

EV2

From: mark.hunter14@btopenworld.com [mailto:mark.hunter14@btopenworld.com]
Sent: 21 September 2021 14:31
To: shan@markhunterfoods.co.uk; johnhorsman1@aol.com; kathryngeary@outlook.com; gwili@totallywelsh.co; alys@totallywelsh.co.uk
Subject: Transfer
 
Afternoon All,
 
Mumtaz and I, are now in a position to move the Cardiff wholesale volume over. Could we all have a think about what needs to be done for this to happen on the  01.10.2021. Please email back any bits which you’re happy to tackle.
 
1. Letters to customers thanking them for past trade and moving over.
2. How will the customers pay any outstanding debts?
3. Aaron is working with Kath to move over files.
4. I feel Gwili needs to touch base with Mumtaz to work out Staff TUPE and redundancy with Alys.
5. Vehicles are staying with us but might need to rent an 18t lorry for 2-3 weeks
6. Letters to our staff explaining the situation once we know who’s doing what?
7. Any other legal’s we should think about?
 
Regards
 
Mark
 











EV3
Cardiff: Candidates for potential redundancy please populate

	Name of employee
	Role 
	Date started with TW
	Comments

	


	
	
	

	


	
	
	

	


	
	
	

	


	
	
	

	


	
	
	



















EV4

From: Alys Owens <alys@totallywelsh.co.uk>
Date: Tuesday, 5 October 2021 at 08:29
To: Gwili Owens <gwili@totallywelsh.co.uk>
Subject: Redundancy
Hi Gwil
 
Hope you are okay this morning, 
 
Following conversations yesterday between myself, you and Mark, I understand that there may be a need for some redundancies.
 
I note that the following valid reasons have been given for consideration: 
 
1. Business need and change. The Cardiff's business model is changing. The wholesale side is being taken over by another dairy. This constitutes "changing the types or number of roles needed to do certain work" (ACAS) There is also a site move. 
 
We discussed that the roles that may be affected are the pickers in that you believe only one is required going forward. 
 
Please can you populate the form attached. There needs to be fair process in any selection and I need the information to advise you if the intention goes forward.
 
Please note that there are requirement to consult with those affected and I can support you with this. By law this must happen at least once. This can be face to face or over the telephone if that is agreed to by both sides.
 
Please also note that you can offer voluntary redundancy. Do not hesitate to contact me for advice. 
 
Many thanks
Alys Owens
HR & Safety Advisor

T: 01437 760166
M: 07484 013997
E: alys@totallywelsh.co.uk
W: totallywelsh.co.uk
A:  The Fresh Produce Centre, East Estate, Withybush Business Park
      Haverfordwest, Pembrokeshire, SA62 4BW






EV5
TUPE Checklist: Cardiff site. October 2021 v.1.2

	Action
	Who’s action
	Done Y/N

	Check whether TUPE will apply to the transfer. 

	MH & MK
	Yes

	Identify who will transfer – in a service provision change this includes who is part of the organised grouping of employees carrying out work for the ‘client’ (the organisation receiving the services).

	G.O
	Yes

	Identify all benefits and risks the transfer could bring and what it might achieve for the organisation and affected employees. 

	MH&MK
	Yes

	Consider how you’ll keep staff informed about any transfer plans. 

	A.O and GO
	On-going. Going to be one to one consultations and follow up letters

	Consider how you’ll manage the transfer and keep staff motivated.

	G.O
	

	Consider how you’ll retain knowledge and skills with remaining staff.

	G.O and A.O
	

	Consider whether any changes in working practices (‘measures’) may be needed after the transfer.
	G.O
	

	Inform any recognised trade union or elected representatives about the possibility of a transfer. 

	N/A
	

	If there is no recognised trade union or authorised employee representatives, arrange an election of employee representatives with your affected employees to inform and consult on the possible transfer
	N/A
	

	Decide whether any assets or equipment will transfer. 

	G.O
	

	Provide any due diligence information requested from the employer potentially taking on the transfer in a way that complies with data protection law. 

	A.O & G.O
	Need to ensure relevant legally required information goes to MK and is handled in accordance with GDPR

	Provide any warranties and indemnities.
Develop a timeframe for the transfer
	MH & MK
	

	Prepare for the transfer
	
	

	Provide the new employer with employee liability information (ELI) and make sure it’s accurate and provided on time. 

	MH & MK
	

	Check and resolve any ELI inconsistencies with the new employer. 

	MH & SH?
	

	Agree with the new employer if they’ll meet with the transferring employees and their representatives before the transfer.

	GO & MK
	

	Agree with the new employer if transferring employees can visit their premises to see what it’s like.

	N/A
	May be good idea for them to be able to go to the dairy and meet colleagues.

	Inform any customers about the transfer and any impact it may have. 

	KG, MH & MK
	In-hand

	Plan communication messages for affected employees for the transfer day.

	AO&GO
	

	Make sure knowledge and skills are transferred to the remaining employees before the transfer day, for example through any relevant training.

	GO
	

	Inform and consult about the transfer
	
	

	Identify and agree which employees will transfer. 

	GO
	Needs to be done ASAP

	Inform and consult with existing affected employees about the transfer, including those who may be away from work on holiday, sickness or parental leave and those who are not transferring but whose work may be affected.

	AO&GO
	

	If there is no recognised trade union or authorised employee representatives, arrange an election of employee representatives with your affected employees to inform and consult on the transfer. 

	N/A
	

	Give new employee representatives paid time off for representation duties and TUPE training.

	N/A
	

	If you have 10 or fewer employees, you must inform and consult directly with affected employees if there are no trade union representatives or elected representatives. 

	AO&GO
	In-hand

	Consult with employee representatives about how to maintain good relationships after the transfer.

	N/A
	

	Transfer day
	
	

	Liaise with the new employer to make sure the employees have successfully transferred.

	
	

	Be available to support remaining employees in adjusting to their job without the transferred employees.

	
	

	Continue to consult with representatives and affected employees on any proposed ‘measures’ (changes in working practices). 

	
	

	If there’s any risk of making redundancies, you must select employees in a fair way. 

	
	

	Check remaining employees are able to deliver their work and meet business needs.

	
	

	Continue to communicate with remaining employees to make sure they remain motivated, feel supported and have the resources they need to perform in their role.

	
	

	
	
	














EV6

[image: ]
Welsh milk, from Welsh cows, bottled in Wales
Llaeth Cymreig, o wartheg Cymreig, wedi'i boteli yng Nghymru
Dear
Re: Transfer of Undertakings (Protection of Employment) Regulations 2006.
I refer to our recent one to one consultation meeting on the **
I write to now confirm that part of the current business operating from the Cardiff site is to transfer to another business operator. This operator is Cymru Dairies. The business owner is Mr *****. They  will be taking over the wholesale operation. Your role is marked for transfer.
The proposed date for this transfer is on *** 
The reason for this is a required change in our business model due to required efficiencies and also restructuring.  
The legal implications for affected employees are that their employment will be transferred under TUPE. 
The economic implications will be that terms and conditions of employment will remain the same for a period of ** what about their pensions?? 
The social implications will be anticipated as none? Will shifts stay the same
The measures proposed that will affect employees are: Any? Will things be different over next week or so for anyone?? Is Cymru wanting to change pay day or anything? 
If you have any objections to the transfer then please put these in writing to HR as soon as possible, within the next 3-5 working days.
Many thanks
Alys Owens
HR & Safety Advisor 
Totally Welsh


EV7











EV8

Stakeholder Map for TUPE & Site Move

Stakeholder Mapping Worksheet
Stakeholder Influence/Interest Matrix
For each key stakeholder, characterize them using the following stakeholder influence grid.

	Influence
	High
	Keep Satisfied
	Key Players

	
	Low
	Minimal Effort
	Keep Informed

	Low
	High

	Level of Interest



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

	Stakeholder Name
	Influence Level
	Level of Interest
	Stakeholder Grouping

	Employees at Cardiff site 
	High
	High
	Key players: Keep Informed & satisfied

	Take-over company representative (MD & HR)
	High
	High
	Key player: Keep informed & satisfied

	Our company MD
	High
	High
	Key player: Keep informed & satisfied

	Our Depot Manager GO
	High
	High
	Key player: Keep informed & satisfied

	Customers
	Low
	High
	Keep informed of change when needed

	HR Manager
	High
	High
	Key player: Keep informed & satisfied

	Employees at other sites
	Low
	Low
	Minimal effort but will need to let them know of the changes within the business

	Telephone operators
	Low
	High
	Will need to be informed of new site and pending new customer base

	Delivery drivers & suppliers
	Low
	High
	Need to be informed of new site address once opened

	Finance function
	High
	High
	Key player: Need to be aware of costings & invoice changes plus wages.

	Utility providers
	Low
	Low
	Final readings to be submitted when ready

	Enforcement agencies
	High
	High
	Key player: Need to be informed of change of address of business operation as soon as possible. Legal requirement






















EV9
Witness Statement from Sara Jones.
I can confirm that on the 21st September 2021 Alys forwarded an email to me about a business change that was wanted. We chatted on the phone and then we also met to discuss. I went over with Alys detail on TUPE and things to consider. Alys was willing to take the lead and did. On the 28th September I emailed Alys with some areas to consider. I’ve cut and paste the comms in the box below to confirm.
Sara Jones
Tue 28/09/2021 14:07
To: Alys Owens
Things to get right with TUPE





Alys then researched the topics and applied change management techniques to the situation. She was pretty clear on the need on the process and was appreciative of the benefits to the business. She was familiar with the staff to be affected and had good working relationships with them already which I knew would prove useful in managing the change. Alys has been up the Cardiff depot many times unlike me. Because it was a small number it was not so much a case of requiring an analysis of numbers but more of who was going down what route – retention, redundancy or TUPE. This was done through telephone discussion with the manager and chatting through with the MD, it did not merit meetings and paperwork exercises. I know Alys completed a SWOT analysis.
The support and information needed wasn’t a shock to Alys. The main support was the “how to do this right” information and what ACAS would advise to do. Alys supported well on this, using checklists and templates promoted by ACAS. Alys knew that the manager who was the main one involved would need help on the TUPE side of things. 
Alys devised a plan and got the order right as to how she should approach things. I just guided and commented on her thought processes. We started with a spidergraph or mindmap drawing making sure Alys thought of everything and then Alys formulated into a recommended format. This change plan was agreed on by myself, G.O, KG and M.H. These were key decision makers. The plan detailed objectives. A further Gannt chart pinpointed actions and timescales for implementing the required change. 


[image: ]



EV10
Change Plan
	Created by
	Alys Owens

	Date
	22nd September 2021

	Version
	1



	Vision and Objectives

	· To transfer some existing TW staff to the new operator CD under TUPE.
· To make some TW staff redundant as the new operator CD did not have a need for the full current staff requirement.
· To retain some TW staff to move and operate the retail operation at the new site.
· To inform all TW staff of the intention and manage the change effectively.
· To inform TW customers of the transfer and reassure them.
· To gather any outstanding debt from TW customers before the transfer to CD.
· To ensure TW leased vehicles are returned.

	Activities to achieve objectives (attach Gantt chart)

	Please see Gantt Chart



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

	
· The wholesale side of the operation had become unsustainable. The income from it did not match the difficulties that operating it brought. It was becoming non cost effective. 
· The Cardiff depot was not in good condition structurally and difficulties were arising on enforcement visits. The volume of both wholesale and retail together caused the site to be captured as a Cold Store under a formal “Approval” requirement of Food Safety law. There were areas that without significant investment would always cause non-conformities.  
· The new site was more conducive to meeting legal requirements under Food Safety law and would be easier to upkeep. 
· The new site operating as retail only would be an easier operation, processes simpler and more manageable. This would require less resource in labour, money and time. 




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

	
Please see Stakeholder Map



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

	
Cardiff Depot. Removal of wholesale operation from business portfolio. Relocation  of legacy retail operation to new site. Leaving wholesale at existing site to be operated by a different business operator “CD”



	Roles (project manager, sponsor, team members)

	G.O – Cardiff Depot Manager
K.G – Finance Manager
A.O – HR adviser
M.H – MD and Lead
J.H - Sales


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

	One to one’s to be promoted and championed
Email for links to resources
Text messages to those employees who utilise communications in that way. 
Emails and phone calls to new business operator plus pass word protected folders


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

	Advice to manager GO who can then give advice to employees. 
HR available for support and any grievances
Offer of free help with CV to those made redundant


	Timings and milestones (see Gantt chart)

	
Please see Gantt chart


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

	No equipment
Time in relation to G.O, A.O, K,G. 



	Monitoring activities

	Daily checks with G.O by me as to how things are going



	Success Measures

	No exits from TUPE selected staff and retained
No grievances from those made redundant
No complaints from takeover operator
Successful exit and handover from original depot
Seamless move and operation to new site
Outstanding debts from customers collected timely







EV11
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EV12
Gantt Chart
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Personal Statement LO2

LO2
2.1
I implemented and followed the plan in a fully contributing role; in fact I was the main change maker. Some input in the beginning came from the finance manager and the MD on timescales required and stock depletion. The process of TUPE, redundancy and retention were led by me. EV2,EV3,EV4,EV5,EV6,EV9
2.2
I provided immediately guidance of the ACAS approach to TUPE to all managers involved and provided them with a checklist to make sure that they had thought of everything that may related to their input. EV2,EV3,EV4,EV5,EV6.
2.2 & 2.3
I provided advice, support, scripts, letters and templates to the manager who directly faced the employees involved, G.O. It was such a small amount of people all of this was done verbally between him and me and through the technique of voice messenger. We use voice messages frequently in my organisation either over WhatsApp or messenger to prevent lengthy email trails. I found that this technique gave instant support to manager G.O and helped maintain positive working relationships throughout the change between him and me.
This manager, G.O carried out all the consultations required for the staff affected whether TUPE, retained or redundant. I made sure I was aware of when these were happening so I could be available on messenger or Face time to answer any queries from G.O or the staff that were in consultation with him. There was the one face to face consultation that then followed up with a letter of outcome. I supported by structuring the letters of outcome. EV14
2.3 & 2.4
I also made it clear to the manager G.O that the grievance procedure was there for all employee’s affected if they were not content with the process. All staff already had an awareness of the procedure as they are issued an employee journey book when they start working for us. Unfortunately we did have one complaint but it did not go to formal grievance. I have provided it as evidence even though it is unpleasant reading as it was our reality and what we had to reflect on. It was received electronically but dealt with after through a telephone consultation with the unhappy employee. EV13, EV14
2.4
I monitored the effectiveness of the implementation through regular phone calls with the key manager G.O and voice message exchanges. I also spoke to the MD, M.H to make sure that the MD of the takeover company CD was happy with how things were progressing from their end with the TUPE staff. The only adjustments we had to make were timelines. We needed more time than was estimated originally. EV14
2.5
Due to the change process being so small the means of maintaining records was simply to have some password protected folders on the shared drive. In here copies of all communications in and out could be retained. EV15



















Additional Evidence to support LO2


EV13 
 
From: Josh Davies <Josh.dre.davies@hotmail.com>
Date: Friday, 3 December 2021 at 17:26
To: hr@totallywelsh.co.uk <Hr@totallywelsh.co.uk>
Subject: Re: Totally Welsh
Hello,
 
Regarding the email I have received about being made redundant.
 
Last in first out theory you are following is incorrect as I was not the last person to be employed by yourself at totally Welsh.
 
Since being in a car accident and having an operation I have not had any welfare meeting or phone calls, I have no phones calls regarding coming back to work on reduced hours and my situation hasn't not be assessed at to whether I can or not do other roles within the company.
 
I find this matter unacceptable and disarming after everything I've put into this company and to not be looked after or be asked if I'm okay after my operation is totally unacceptable.
I was not advised the building had been moved after I went to go there to hand in sick note to find out building has been shut down and no contact has been made by your selfs and me.
There has been no welfare check made by anyone In the totally Welsh group to find out if I'm okay or anything. 
Could you please advise me of any outstanding holidays I haven't taken which will be paid to me on my last pay 
Kind regards 
Joshua Davies 
 

From: hr@totallywelsh.co.uk <hr@totallywelsh.co.uk>
Sent: 29 November 2021 14:39
To: josh.dre.davies@hotmail.com <josh.dre.davies@hotmail.com>
Subject: Totally Welsh
 
 Hello Josh,
 
Hope you are okay, please read the letter attached in this email, if you have any queries please contact myself via email or Gwili your Line Manager in Cardiff.
 
Many thanks
Alys Owens
HR Department

T: 01437760166
E: hr@totallywelsh.co.uk
W: www.totallywelsh.co.uk
A:  The Fresh Produce Centre, East Estate, Withybush Business Park
      Haverfordwest, Pembrokeshire, SA62 4BW

EV14
January,2022
Hello,my name is Gwil Owens, I am the Operations Manager for the Cardiff depot of Totally Welsh. In September I had to split the wholesale and retail side of the depot into two. Wholesale went to a business colleague for him to operate. I kept the retail side for the company but moved to a new site, leaving the other side of the business there. Some people were affected, couple made redundant, some TUPE and I kept one. 
Alys supported the whole bit of work from start to end. She helped me loads with what to do and letters to send out and things. She was always there on end of the phone for me and she was good. I did find some of it hard, especially talking to the ones who were losing their jobs but it was ok and I she gave me stuff to follow. Someone wasn’t very happy about how I dealt with it, I got a few facts wrong but it was all ok in the end. As far as I know everything has gone ok with the changes and I do know it was best for the business. Hope this is ok for Alys college work. 
Gwil. 

EV15
Statement from Sara Jones.
I can confirm that once Alys had her plan devised she communicated well to everyone involved. Most of it was verbal and in meetings so I want to evidence here that this did happen. She kept on track, pushing it forward acknowledging that there was a time pressure. The worst time pressure was being released from the lease of the existing depot in Cardiff. She advised people well and supported the depot manager exceptionally well. There was a complaint and it was awkward! Some of it was justified, most of it not. Every other dealing was positive as Alys is a good communicator and brilliant resolver. This was the only extra corrective work that had to be done on the employee relations side of it. Alys communicated the key outcomes to all stakeholders in site meetings. Sara.16/01/22




















Personal Statement LO3

3.1,3.2.3.3
In measuring the effectiveness of the change process in meeting the required objectives I kept in touch with the depot manager G.O regularly and sought feedback as to how the change was progressing. EV14, EV15. I also spoke to the MD, M.H regularly to ensure all was well on the TUPE. EV16
3.4
In evaluating my own performance in contributing to the management of change I have drawn from the change standards listed in the CIPD Professional Map. I can see that I have been working completely at least within all the standards at the Foundation Level to a high standard. I feel I have been particularly effective in ensuring continuous improvement in the process of the business managing change. I have guided one manager in particular on dealing with staff, help on having difficult conversations and managing the process in a recognisable way i.e., in a way ACAS & the CIPD promote.
In some areas I feel that I have been working at associate level. I refer here to my working knowledge of continuous improvement tools, explaining change, basic models for how people experience change.
I feel I need to improve in the remaining two standards at this level. The first one is using data to create a case for change. I made an error with some of the data in the case of the length of service with one employee who had been selected for redundancy. Fortunately it was not detrimental as he still fitted fair selection but there was an inaccuracy. In another situation or scenario this could have led to an unfair redundancy case. I had relied on legacy data not my own. 
The second is planning and delivering an activity or event including outcomes, tasks, resources, risks and costs. These two have a common factor as to why my evaluation has led to their identity, they both involve figures, finance and budgets, an area of weakness in my capability. I do not accountancy and feel unconfident with the discipline. Unfortunately, in my current role I do not have the opportunities to gain confidence in this area or gain further knowledge that I hold. I do not have any insights into costs and budgets and how they work across the business. In the business case for the change referred to in my portfolio, I was aware it was a cost saving exercise but not of the actual monetary impact. I feel that on the next change management project that I should ask to see the financial driver for the change and see how that is presented in the business case.
On evaluation I also feel that it would be beneficial for me to go on a project management course.




Additional Evidence to support LO3
EV16
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SWOT







Strengths
We have been through a TUPE change before even though in the reverse situation.
We have experience
We have a good business relationship with the company who is taking over
We have a robust HR function
We have numerous communication tools
Its only a very small amount of 
staff  to consider.





Weaknesses
We lack the timeframe that we would prefer and need to bring change in quicker than what we perceive as ideal
We have a lot of other projects running at the same time and resources may be small.
Staff morale is low at the moment and this could make it worse.



Opportunities
Savings and profits increasing as the drain on profit will be removed
The new site is much better in its structure and age and will fair better on compliance inspections and keep overheads lower
There are customer opportunities not tapped into yet that we can now reach .



Threats
Retention of staff could suffer in a time when recruitment is very challenging
We may find customer attitudes to our company change
The change may lead to a temporary drop in service standards until we settle in.
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Witness Statement from Sara Jones.

T can confirm that on the 21" September 2021 Alys forwarded an email to me about a
business change that was wanted. We chatted on the phone and then we also met to
discuss. T went over with Alys detail on TUPE and things to consider. Alys was willing to
‘take the lead and did. On the 28™ September I emailed Alys with some areas to
consider, I've cut and paste the comms in the box below to confirm.

Sara Jones
Tue 287092021 1407
To: Alys Owens

Things to get right with Ture

Alys then researched the fopics and applied change management techniques to the
situation. She was pretty clear on the need on the process and was appreciative of the
benefits to the business. She was familiar with the staff to be affected and had good
working relationships with them already which I knew would prove useful in managing
the change. Alys has been up the Cardiff depot many times unlike me. Because it was a
small number it was not so much a case of requiring an analysis of numbers but more of
who was going down what route - retention, redundancy or TUPE. This was done through
telephone discussion with the manager and chatting through with the MD, it did not
merit meetings and paperwork exercises. T know Alys completed a SWOT analysis.

The support and information needed wasn't a shock to Alys. The main support was the
"how to do this right” information and what ACAS would advise to do. Alys supported
well on this, using checklists and templates promoted by ACAS. Alys knew that the
manager who was the main one involved would need help on the TUPE side of things.

Alys devised a plan and got the order right as to how Alys should approach things. T
just guided and commented on her thought processes. We started with a spidergraph
or mindmap drawing making sure Alys thought of everything and then Alys formulated
into a recommended format. This change plan was agreed on by myself, 6.0, K& and
MH. These were key decision makers. The plan detailed objectives. A further Gannt
chart pinpointed actions and timescales for implementing the required change.
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