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1. Evaluate the advantages 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) 

  A divisional structure prioritises on delivering a project or service (Taylor and Woodhams, 2022). Divisions could be different locations or services. An example is within a local authority delivering public services. The corporate team, social work team and schools may have their own HR, Finance, IT functions. When measuring success or improvements, they will feed into the overall figures, but operate separately. 
  This structure gives clarity on roles and responsibilities (Taylor and Woodhams, 2022). Each division knows what they are responsible for, may have slightly different stakeholders, and how they play into the wider picture and may use similar methodologies (Pitts and Clawson, 2008). In a multidivisional structure, it allows flexibility to move resources from division to another (Döhler, 2017). For example, if Local authority was implementing a new IT system in school, those in Corporate IT could be moved to the Schools division to assist in implementation.
 Divisional structure gives the autonomy for functions to make their own decisions at a divisional level (Luenburg, 2012). Döhler (2017) explains that if the divisions function well, each division work towards their own strategy, created by them, because they have the autonomy to do so. Since each division can address different markets and policy sectors at once, they can create different ways on how to address the gaps in the market. There can be more information gathered due to different divisions having a different focus, and with good communication the vast information can be shared throughout the organisation.
  Luenburg (2012) and Döhler (2017) say that greater autonomy can lead to poorer coordination between separate divisions which create silos. Headquarters provide some coordination. If the headquarters becomes too large and dictates more of what each division does, then the divisional strategy becomes more diluted. But without enough leadership from the headquarters, then the synergies between divisions are reduced and they do not contribute effectively to the wider mission. 
  If divisions have a single strategy to work towards, then there is less flexibility and can cause restrictions (Döhler, 2017). Organisations must develop an interdependence and not independence from each other to be able to work flexibility and work towards a wider goal (Pitts and Clawson, 2008).

 Taylor and Woodhams (2022) describe the Matrix structure as giving more flexibility for delivering projects. Individuals may be line managed by their team lead for their substantive role, but also managed by a project lead simultaneously.  
  Pitts and Clawson (2008) advise that a Matrix structure is effective when a high level of skills and technical knowledge is needed over an array of projects. The skills may be in short supply therefore it can be used outside of their normal department and across projects. Taylor and Woodhams (2022)  state the matrix structure gives flexibility to develop skills across department and functions, working with different teams. Individuals can learn from each other and develop skills that may not occur if working in a divisional structure. 
  Pitts and Clawson (2008) advise that a matrix structure needs high levels of trust, communication and attention to details. When it is managed well, it can improve efficiency, gives clear objectives, development opportunities, and motivate staff to work on specific projects that is outside of their usual role (Taylor and Woodhams, 2022).
  Poor management can lead to poor communication causing confusion with regards to who they’re answerable to, unmanageable workloads, lack of clarity for priorities. It can cause conflict between managers and teams and cause stress. (Taylor and Woodhams, 2022). HR would have to work well with staff and managers to support (Pitts and Clawson, 2008). 
  Pitts and Clawson (2008) state having multiple managers is expensive. The expense of training multiple managers, ensuring good communication skills, problem solving and negotiation skills. Without these skills the matrix would not be effective. 

2. 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 customers’ needs. (AC 1.2)

  S4C is the only Welsh language public service broadcaster and since 2022 has been funded mostly by the TV licence fee providing content on a variety of platforms. The proportion of funding allocated is determined by the Department of Digital, Media, Sport and Culture (DCMS). S4C must show their content is relevant, wanted, celebrates the culture and language (S4C, 2022a). If DCMS don’t see the value in the content they will reduce the funding allocated. 
  An effective way to know who, when, and how the customer consumes our content, is collecting data from multiple sources, such as BARB, S4C Clic, BBC Iplayer and social media. Qualitative data is collected at events and online to discover why do people choose S4C or not. This feeds into the strategic pillar “Get to know, and build a relationship with our audience” (S4C, 2022a). 
  Strategic planning is important to foresee any future trends in viewing patterns, content preferences, platforms to ensure that the facilities are there for customers to discover and consume content. When S4C started in 1982, it was the 4th channel on linear TV in Wales. Technology has advanced since then and S4C must keep up. S4C was allocated an additional £7.5 million in 2022 for digital development by DCMS, to ensure that they can keep up with the viewing trends of the public and to provide a service that is accessible to all. This has fed into one of S4C’s strategy which is to “provide your content on your platform” (S4C, 2022a). S4C must show DCMS before April 2027 how they have used those funds for the intended purpose to ensure that they are maintained. 
  S4C has recently embarked on a joint project with Media Cymru (2024) to research how people will be consuming content in 5-10 years’ time, and how can S4C ensure they are easily accessible now and then. This meets the strategy up to 2027 but work has already begun on securing funding from April 2027.

3. 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) 

The Bank of England (2024) base interest rate is currently 4.75%. The interest rate was at its lowest in during the Covid-19 pandemic ar 0.1%. This from December 2021 and until August 2023 to 5.25%. S4C currently rent their office spaces and could have an increased cost of rent due to interest rates. We must consider the effect on staff with the rising costs of living and the wage not increasing in line with inflation (S4C, 2024a). 

The current inflation rate is 2.3% (Bank of England, 2024). S4C has approximately £88.85 million in licence fee funding  This has remained static since April 2022 (S4C, 2022b). There were no increases in line with inflation during the first two financial years. Inflation was at its highest in October 2022 at 11.1% (ONS, 2024). During the year 22/23 the average cost per hour of content was £44,647 making 125.4 hours for the year (S4C, 2024a). In 21/22 the average cost per hour of content was £42,779, making 125.1 hours of content for the year (S4C, 2022b), showing the cost had increased with the increase in inflation. When the cost of production increases, but the funding remains the same, S4C must take the funds from other budgets like staffing to make sure the same service is provided. Alternatively S4C (2024c) has a commercial growth fund can generate an income to offset the rising costs of production in future. 

The Media Bill 2024 was passed earlier this year which will improve S4C’s visibility as a public broadcaster on digital platforms and online. It clarifies S4C’s ability to invest and generate a commercial income (UK Parliament, 2024). Going forward, S4C Clic will be as visible as BBC iPlayer on smart TVs and digital which means the content will be easier to access. It would mean an increased opportunity to generate additional income though sponsorships, advertising, and merchandising, which increase the income generated and invested into developing platforms and creating new content in line with the strategic aims. 

4. 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)

  S4C hotline is manned by 4 members of staff who work shifts to answer calls and from 8am -10pm all year round. Companies already use AI to answer commonly asked questions  (Taylor and Woodhams, 2022) and if the AI can’t answer, they’ll be passed onto a person. The feedback the hotline staff get from S4C viewers is that they’re glad to speak to a person over AI. 
  S4C (2024d) have used AI in the past on social media and the feedback has been negative, saying real graphic designers should have been used instead of AI to create graphics. Waite et al. (2021) advised that HR must uphold good and ethical practice while also embracing the changes AI brings. Internally, S4Cs legal department has advised that no personal data is input into AI because control is lost over that data, and there is no way of knowing where that information may reappear, which risks a data breach.
  The Panel for the Future of Science and Technology (2020) advise that AI can help with complex decision making, are often more precise and can be impartial. On the other hand, Amazon found that using AI during their recruitment process had a bias towards male candidates due to most of the successful candidates in the past being men, AI interpreted that being male was a important characteristic to being successful. AI learns from what we input, including our biases (IMB, 2018).
  AI is being used now on learning and development platforms, but the Good Work Index tells us very little training has been given on AI, even with it’s growing use (CIPD, 2024). AI can be used to filter through large sets of data to detect patterns with absences, identifying development needs and skills gaps, draft interview questions and compose candidate feedback. We must be careful what we input as a question to ensure the outcome is unbiased (CIPD, 2024). 


5. Explain Charles Handy’s model of organisational culture and explain David Rock’s SCARF theory. (AC 2.1)

  Charles Handy’s Model is made up of four different culture types. Power culture means a small group have the majority of the power, like a central figure such as a small businesses owner (Patnaik, 2011). Waite et al. (2021) explain this as the elite group giving out instructions and the subordinates are expected to comply. Role culture have clear hierarchy structure where the power comes from the persons role, like a manager. There’s clear policies and procedures (Patnaik, 2011). Role culture is described as pillars representing a function. Staff are expected to follow their Job description (Waite et al., 2021). Task culture is a matrix structure where the power comes from the individual with expert knowledge. Teams are usually formed around the need to problem solve (Patnaik, 2011). Good communication is key to ensure task completion (Pitts and Clawson, 2008). Once resolved the team will be disbanded and distributed to a different task (Waite et al.,2021). Person culture focuses around the individual who is the priority, not the organisation (Waite et al., 2021). The power lies with the individual and the organisation usually suffers (Patnaik, 2011). 
Handy suggests that all organisation cultures compromise of varying degrees of these four cultures, but likely to have one dominant culture (Waite et al., 2021).  

  David Rock collated all his ideas in SCARF theory. Change at work is inevitable and individuals may react differently to change if they feel threatened or positively effected (CIPD, 2017).  Rock (2008) explained each element. Status is how we perceive ourselves and our importance. Criticism can threaten status, praise and recognition enhance it.  Certainty of future events can instil fear of the unknown, but knowing what is to come can make us feel secure. Autonomy is having control over our decisions. Being micromanaged threatens,  freedom to choose is positive. Relatedness are the connections and relationships we have. Feeling isolated at work can decrease our resilience, whereas a support network increase it. Fairness is the perception everyone is given equal opportunities. If individuals favoured, injustice is perceived.
  Rock (2008) states positive effects can release dopamine and will encourage us to seek more. Threats will release cortisol, the stress hormone, and can induce a physiological response such as anger or anxiety.  
  A positive impact on more than one element can be initiated by making individuals feel like their being listened too. Conversations with management can induce a threat because of their status. Staff surveys are a way of listening to individuals. Addressing issues raised can increase fairness, certainty, and give autonomy. If there is low engagement, then we can assume that they feel threatened and doesn’t give a true reflection of the organisation. 

6. Assess how employee selection or employee development impacts organisational culture and behaviour in your organisation (or one with which you are familiar). (AC 2.2)

S4C (2024e) are rolling out the new culture code. S4C have re-evaluated their mission, purpose, values and behaviours striving to be a learning organisation (Ng, 2004). The behaviours correspond to each value to ensure so that everyone is held to the same standard. and knows what to expect of one another. The Mmanagement team and line managers have been introduced to the code and actively participating in introducing it to staff. to the new way. There will be a rubric introduced so staff can reflect and discuss how they have displayed those behaviours and how ways to improve. Cover is provided for individuals who need it to enable all to attend.  The feedback has been positive, they can see the relevance and having a positive impact on their daily work. 
  Once the culture code has been introduced, management training will be rolled out. Leadership training has already started for the management team. They will actively participate in management training, to show their buy-in. Resilience or change management training will be mandatory for all staff to ensure they are equipped to deal with the changes ahead, such as new leadership (Wales Online, 2024). 
A pulse survey is currently live with over 50% responses so far which is lower than previous (S4C, 2023). This will be used as a benchmark to measure staff understanding of the culture, their perspective of the management team, and their own current development. Following the upcoming changes, During the first quarter of 2025, a follow up another survey will be conducted to measure changes.
  The annual appraisal system was overhauled last year as staff asked for improvements (S4C, 2023). The People and Culture department use the information provided to devise a development plan for the organisation with the support of the departmental managers. 
  With the positive feedback so far, this is a big improvement compared to the culture S4C was experiencing 18 months ago (BBC, 2023). Pulse surveys in the past have noted that staff have wanted to further develop their skills (S4C, 2023). The ongoing investment into improving the culture through training and development will have a positive impact on staff. Since the ‘toxic culture’ was taken to the board by the union, sickness levels and staff turnover have increased. With the ongoing positive change, it is hoped this will reduce with staff feeling safter to bring their concerns to senior staff and everyone is held to the same standard of behaviour. By having leaders and managing partaking in the training sessions will show their investment in the new culture code and encourage staff to follow their example. The next stage of the culture code is rooting within operational practices such as recruitment, onboarding, appraisals, and staff meetings (S4C, 2025). 

7. 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)

[bookmark: _Hlk196698898]  The key to implementing change is planning ahead where possible. The pandemic could not be planned and was a reactive change to emergency circumstances. John Kotter found that 70% of large-scale change failed to meet their goals because the failure to plan ahead (CIPD, 2017). 

Kotter (2024) model can be broken down into three phases. The first phase is createing a climate for change, which is what is the change and why it’s needed.  Kotter (2024) model says The first step is to create a sense of urgency. Explaining to people the reasoning they  reasons to return are returning to the office on a hybrid model including the benefits of that change such as the excitement of collaborative working in person, building relationships, creative brainstorming sessions. Second step is to build a coalition. Building a coalition of individuals across the organisation, For example, such as a staff forums, (ACAS, 2022) or leaders within departments, to build support, coordinate the return to the office, and communicate the expectations, policy and ease any individual concerns. Thirdly is to form a vision. Forming a strategic vision  This enables people to foresee imagine the potential of a hybrid model with what may be possible such as an initiatives such as an inviting office space, asking all staff to return on a set date return date for all staff, and pre-arranged arrange collaborative work sessions. to see what working from the office could look like.

[bookmark: _Hlk196699755][bookmark: _Hlk196699840]The second phase is to engage and enable, which is to empower people to make the change. To engage, the vision must be communicated clearly, where it’s not perceived as extra work. Next is to empower others beyond the collation to implement the change. Enlisting a volunteer army on a large scale, with people who are onboard with the hybrid working change will encourage others to join the movement. Those voicing concerns shouldn’t be viewed as resistance, but as a positive chance to improve (CIPD, 2024b). Removing barriers could include the financial and time cost cost and time commuting to the office, equipment provided, reasonable adjustments, desk availability. Reimbursing costs, DSE assessments and a hotdesking arrangement could remove those barriers and reasons individuals are reluctant to return. Enabling actions by removing barriers could help get others get on board. Next is to generate short term wins and communicating those effectively, which will solidify the buy in of those already onboard but also encourage those reluctant. Wins could be that a 5-a-side club arranged on days where there high office attendance, or a productive brainstorming session which generated new ideas. Sharing these wins shows others that there are benefits to making the change and attending the office. 

[bookmark: _Hlk196699928]The third phase is implement and sustain, which is maintaining the change and embed into the daily running of the organisation. Continuous improvement will build on the small success that’s already generated and sustain them. Policies and systems may be improved on feedback and adjustments made to ensure accessibility. There’s a risk that people will revert to working from home full time if the change isn’t sustained. The visions and small wins must be consistently communicated to show that the change is a permanent one. 
The final step is to institute change and link the new behaviours to organisational success. Continuous improvement ensures continuous success. For example, sharing that a new idea was successfully implemented following on from an in person brainstorming session, or that staff wellbeing scores have improved following a return to the office. 

Taylor and Woodhams (2022) emphasise that good communication is key. This includes the ‘why’ the change is happening, how it will affect everyone, the implementation, and the success. It’s important not to rush the process but to complete in a timely manner otherwise the momentum built in the first step will be lost (CIPD, 2024b).

8. Using the Kubler-Ross change curve, discuss how change is experienced. (AC 2.4)
The Kubler-Ross (1969) change curve is made up of 5 stages. The majority of individuals experience these stages during periods of change. Not everyone experiences them in sequence, may not experience all 5 stages, but may also experience some stages multiple times. The experience is non-linear. It gives a framework for understanding the emotional changes individuals may experience during times of change. 
  Denial is resisting the change. Individuals may behave as if nothing has happening or may need reminding. Anger is a sign of better awareness of change and it’s challenges. Depression may appear as feeling the loss or hopeless. Anger and depression is a physiological response to a threat to our sense of self or our surroundings (Rock, 2008). Experimentation is trying different ways to handle the new normal. Not all methods will be successful, which may lead back to depression and anger. Acceptance is the final stage where the change becomes the new normal. Waite et al. (2021) advise that people will respond differently to change. Previous experiences, personality, personal circumstance could all contribute to how change is experienced. For example, someone experiencing compulsory redundancy for the first time will have a different experience than someone who’s taking voluntary redundancy and early retirement. Both are experiencing a similar change but will react differently. Rock (2008) stated that uncertainty can be perceived as a threat and induce a physiological response. Uncertainty could be perceived as denial.  Clear communication surrounding change will reduce uncertainty and denial which in turn may reduce anger or depression.  Providing training on change management and resilience can benefit individuals to accept the change, reducing the denial, and enabling them to move forward to acceptance. Taylor and Woodhams (2022) explain that understanding the motivation behind the change can help us better understand, manage expectations and move forward to adapt to the change. 
9. 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% in 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)

Wellbeing is a result of a healthy workplace, with a healthy culture so that the organisation and individuals can thrive (CIPD, 2024c). Wellbeing is integrated throughout an organisation. Good work contributes to wellbeing by providing a good working environment, that is inclusive, open and  accessible. Alternatively, a workplace with poor wellbeing may result in higher staff turnover, higher sickness absences and difficulty attracting talent (CIPD, 2024a).
  CIPD (2024a) view good work having a good balance, job security, fair pay, supportive workplace, healthy, accessible and everyone has a voice. 
  Good line management is a key component to good wellbeing. An increasing number of individuals are discussing conflict with their line managers (CIPD, 2024a). Unfortunately, middle management are often squeezed reporting too much workload. Of those who reported they were likely to quit their job within 12 months, 26% said it was due to unmanageable workload. If individuals have too much or too little work, it will negatively impact their wellbeing. Too little and they will feel undervalued and not challenged. Too much and they’re feel stressed. Both negatively impact their self-esteem, mental health, job satisfaction and work life balance which in turn effects their wellbeing (CIPD, 2024a). In addition to the above, of those who said they’re likely to quit their job within the next 12 months, 25% said it was due to being overqualified and 54% were dissatisfied with their job content. All those factor towards poor mental health, which 34% said would be their reason for leaving. By working with managers and individuals to balance their workload, and make the most of their skills, a large majority may reconsider leaving their current roles. We know that the cost of recruitment in time and money is large, with the median cost coming to £1,500 for staff and £3,000 for managers (CIPD, 2022). We must remember that what is manageable for one manager may not be the same for another. Rock (2028) discussed individual differences, stating some thrive in a fast paced environment while others need time to reflect and consider changes. 
  Home and hybrid working allows a better work life balance by saving time on travelling, flexibility on start and end times and can attend to caregiving responsibilities around work. The majority who work at home or hybrid are working in their ideal pattern The Good work Index (CIPD, 2024a) asked individuals if they had the choice how would they chose to work, and 88% who worked hybrid would continue to do so at the same level. This allows them to meet work and personal demands while maintaining autonomy (CIPD, 2024c)

10. 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 is made up of Attraction, Recruitment, Onboarding, Development, Retention and Separation (EmployeeCycle, 2019). Attraction is getting the right talent to your organisation. Recruitment is the process of the individuals applying, screening, and interviewing for roles. Onboarding is the successful applicant being introduced to the company and new role. Development is the training and skill acquisition of current staff to enable them and the business to grow. Retention is the ongoing phase of the individuals employment. Separation is the final stage when the individual leaves the organisation, either by choice or not. 
  Taylor and Woodhams (2022) explain recruitment starting at identifying a vacant position to the  selection of candidates. A job analysis can identity what is needed. HR advise on writing a job description and ensure the job is visible to ensure a diverse talent pool. Once closed to new applicants, HR advise on shortlisting and interviewing, scoring candidates and making an offer. Hiring the wrong person can be costly (CIPD, 2022). If the applicants don’t have the necessary skills, it may be that the job description wasn’t clear in its level of responsibility and may lead organisations to recruit again. HR assist in the administrative tasks such as inviting to interviews, collecting scores and providing feedback to the unsuccessful candidates. Some candidates may not be suitable for the current role but may be for future roles. 
  Organisations are always needing to develop to meet customer needs. Its important staff are also developing to enable them to meet those needs. Law changes, system updates, operational changes may lead to mandatory training for all or select groups. HR will ensure the right level of training is given, the learning objectives have been met, collect feedback, and record completion of the training. HR record development needs to identify gaps in knowledge and skills. Other development may be more specific. For example, HR Officer to complete their CIPD level 5 to progress. Development is key in succession planning. Some organisations have a clear line of progression whereas others do not. HR is key in identifying those pathways (Hayden, 2024).  Development doesn’t have to be formal training sessions. This can include shadowing, job swapping, secondments, mentoring, webinars and reading recent materials. Some roles require mandatory continuous professional development (Hayden, 2024a). 
  Taylor and Woodhams (2022) state the 4 ways people leave an organisation is by leaving voluntarily, retirement, dismissal or redundancy. Retirement is a form of voluntary separation. Most reduce their hours and responsibilities gradually. There is a risk of discrimination if you force someone to retire due to their age. Redundancy is involuntary Good practice dictates the offer of voluntary redundancy before the compulsory. Some may choose voluntary if they are nearing retirement age, have health issues, or were thinking of leaving anyway. The offer of voluntary redundancy can reduce the need of compulsory and has a less negative impact on the remaining workforce. HR contribute to identifying the at risk groups, conduct consultations, negotiate with unions, processing the change. Redundancy means that the organisation can continue and remain effective. HR have a legal obligation to explore other alternatives before redundancy (ACAS, 2022). Dismissal is a form of involuntary separation and is either down to conduct or capability.  Good practice dictates that an individual is made aware of the lacking capability and given a chance to improve before dismissed. There could be underlying causes such as health or competence. There could be a risk of disability discrimination if there is an underlying health condition and no effort was made for reasonable adjustments. If they’ve behaved inappropriately, they can be dismissed due to misconduct. The ACAS Code of Practice (2021) must be followed.

11. Analyse how people practice supports organisational strategy through vertical integration and how people practice supports wider people strategies through horizontal integration. (AC 3.2)

  HR need to understand the strategy to be able to support it. The organisation wide strategy will be integrated vertically starting with senior managers and then implemented down to junior staff. Staff must understand their purpose and how they contribute to the mission. An example is JF Kennedy asking a cleaner and a data analysist what they were doing at NASA, both respond with ‘I’m putting men in space’. Both understood their purpose and contribution to the strategy (Nemo, 2019). Everything we do must be aligned with our strategy for the entire employee lifecycle (EmployeeCycle, 2019). Policies and procedures must align with the strategy and effective communication is key to ensure staff at all levels understand what is expected from them. 
 Taylor and Woodhams (2022) state that to support horizontally the strategic integration, policies and procedures must be implemented. Manages need to be trained and understand their responsibilities as leaders. Correct equipment needs to be accessible to everyone to carry out their roles. Consistency is key to ensure fairness (Rock, 2008). There may be strategies between departments that HR can support by ensuring individuals have a right skills and the right people from diverse backgrounds are being recruited into the roles. It can be difficult for individuals to see how the horizontal integration contributes to the overall strategy, which is where effective communication and leadership is important. Operational groups can support with horizontal integration as managers can identify issues and work with HR to resolve them. Management team meetings can identify strategic issues. Organisations are recognising the importance of HR professionals being included in the management team which enables them to support with vertical integration (Cummins, 2020). 

12. An organisation is planning to introduce a four-day working week. Discuss the processes 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).

  An effective way of gathering company wide information from individuals is through a staff survey to discover their thoughts on implementing a four day working week (Young, 2024). CIPD advise that the questions are a mixture of qualitative and quantitative questions to gather as much information as possible, and to gain a good insight into individuals thoughts and feelings. An engaged workforce should take the time to complete the survey. If engagement is low, then it will be reflected in the completion rate of they survey. It’s important to send to those on long term absence for their input too, to ensure they feel included. 
  If there is a recognised union in the workplace, then there will need to be a collective consultation on the possible change and then the union will need to be given enough time to discuss with their members (ACAS, 2021a)
 If a staff forum exists, then it would be an advantage to put the potential change and the survey results to the forum to ask for their feedback (ACAS, 2022). Staff will feel like they are part of the decision making process. If there is a managers forum, it would be beneficial to have their input as they may have a different perspective, on a leadership and operational level. 
  Following on form the survey results and various consultations with groups, the organisation may decides to proceed with the idea If so, they’ll need to explain why the change is being considered, what are the benefits, risks, how it will affect different functions, and how it will affect individuals. They will need to advise how and when it will be implemented if they decide to go ahead. All the information can be collated in a paper which will address the questions above. Once shared to all staff, they are asked for their feedback within a set time frame. This gives individuals the opportunity to see the proposed change, the reasoning behind it and how they contributed. The consultation process can be time consuming but setting deadlines should ensure that everyone gets the opportunity to respond in a timely manner (CIPD, 2024b).
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