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1. Evaluate your knowledge, skills and ability in relation to this area, using the definitions from the Profession Map and discuss any development needs with your manager. 
When reviewing my ability to complete a change management process, I discovered that I wasn’t fully utilising the tools that were available to support the initiative and guide me through the steps. When considering the John Kotter Model, many of these aspects related to the design, enact and sustain change management plan but included more detail of what was needed during each step (APM Knowledge n.d.). When discussing with my manager, it was agreed that at the beginning of each change initiative, a change management plan would need to be devised in line with a suitable model for the Association. She had agreed to review the change plan and compare against ones that had been utilised in the past (CIPD 2018). 
From this, it was discovered that I had no confidence in sharing concerns from a HR perspective with a change working group. This led to these concerns becoming reactively resolved instead of proactively highlighting at the beginning. Following a brief discussion, we agreed that this could be overcome by providing evidence to support my concerns. This would be from receiving examples from other organisations and completing a SWOT analysis of the current and future change standings. I clearly related to the change initiative from a people perspective and wanted to ensure that employees were confident and secure throughout the process, by identifying different ways that they would be effected by the change and offering more than one way of expressing their concerns i.e. team meetings, performance meetings, anonymously through a survey (Wilkinson and Taylor 2016).
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2.  Complete a SWOT analysis of an impending change in your organisation. Clearly list the strengths, weaknesses, opportunities and threats represented by the change. Discuss the HR implications of the change with your line manager and submit a summary of your discussion plus SWOT. 
Within the organisation, discussions have been held on how the organisation can make their current HR processes leaner to utilise their resources more efficiently. From recruitment, health and safety, training and development, it was agreed to begin with the processing of leave and absence requests. 
To identify the need for change, it was agreed to complete a SWOT analysis. This is used by identifying the strengths, weakness, opportunities and threats of a current process to consider the need for change. It is appropriate to identify the following areas to ensure that it is aligned with the organisations future organisational objectives and will provide a positive outcome to the desired goal.   
	Strengths
	Weaknesses
	Opportunities
	Threats

	Offer above statutory annual leave amount.
	Paper copies which can be lost.
	Leaner processes leading to growth in other strategical areas.
	Development of AI technology in other organisations.

	HR department have expertise in using the current system.
	Time consuming.
	More resources to share with Senior Management.
	Competitors offering more lean processes.

	Employees have clear understanding of process.
	Delay in accurate data on system if HR absences.
	Modernising system and be able to have more comparable data with other Associations. 
	Competitors offering more benefits to employees.

	Two-way verbal communication between line manager and employee.
	Financial aspect of using an external system.
	Technology development leading on to other opportunities to widen HR functions within system.
	Fast pacing technology changes and being lost behind. 

	Employee leave chart copies are held with HR to avoid loss or misunderstanding.
	Skills gap for employees not confident with digital inclusion.
	
	

	
	Only HR department are able to examine the current data.
	
	



When reviewing the above information with my line manager, we discussed the responsibility of HR functions being devolved to line managers. At the current stage, the only involvement that line managers have with employees are approving their requests. With a system that can be accessed electronically for all employees in each department, line managers will be able to monitor trends and share their concerns around increased sickness absence rates, numerous medical appointments and leave regularly being requested last minute. It provides them with the opportunity to review their employees’ absence from the workplace and mitigate potential risks to their wellbeing and home/work life balance. 
As HR would not receive a copy of each absence, they would need to ensure that they have a quality assurance process to check on the accuracy of absences recorded by employees and authorised by line managers.  It was agreed that this would be completed on a weekly basis by the Corporate Resources Officer by taking a sample of each absence recorded. Any errors would be shared with the employee and line manager with a lessons learnt messaged shared on the staff portal to avoid a reoccurrence. 
The ability to extract reports to the system would lower the time spent on providing data to Senior Management and Board Members. The data would be more accurate and quickly generated for it to be viewed at any time of day. For example, within the Absence Policy, it advised that TOIL (Time off in Lieu). must be used within 6 months or it will be lost. Extracting a report from the system could generate the employees with TOIL and send a reminder to them with the content of the policy. This avoids the issue becoming a larger one when the 6 months have passed and an employee is demotivated that they have lost their benefit. 





















3. Using the ACAS guidance on page 33 of the above guide, develop a communications strategy for the above change. Discuss this with your line manager and submit a summary of your discussion plus the strategy.
As an organisation, the purpose of developing a communication strategy is ensuring that the direction of the organisation is clearly communicated to targeted stakeholders explaining the purpose of communicating with them which is accessible to all. The success of change initiatives and the Associations reputation is from those that are involved or experience the services that are offered.
As part of our change initiative, going electronic with our leave system, the biggest concern within the HR department was ensuring that the approach was fair to all employees. This was important as all employees would be affected by the change and the system would be used on numerous occasions every day. It was agreed that the most effective way of communicating the change to all staff would be through the staff portal. It is accessible to all on every occasion and wouldn’t be biased to employees in Head Offices.
Below is an overview of the communication strategy;
	Who are we?
	Bro Myrddin Housing Association is a Housing Association based in West Wales providing social housing to over 2,000 residents in Carmarthenshire. 

	Need for change?
	The Association are currently reviewing their HR processes and the need to make them leaner and utilising the resources in more strategical areas. 
The Leave system is currently used by paper and there are a number of negatives to this i.e. lost charts, time consuming to make copies, human error. 

	Will staff agree with this?
	The decision has been made as it has been raised by a number of employees from different departments. The most significant areas are employees which are not based in the head office. Data can be out of date for weeks and will not be able to receive instant authorisation from managers if based in different locations. 

	Aim and objectives
	The Association wishes to achieve a consistent and fair process for each employee. 
To request feedback on the effectiveness of the system and need for further changes.
To encourage employee champions to understand the system and provide support to team members. 
To provide guidance on how to use the system successfully.

	Main stakeholders
	In this instance, each employee will be affected by the change, from;
CEO
Senior Management
Line Managers
Employees in both Head Officers and external bases.

	Key Messages
	To encourage employees that the leaner process will lessen their time, be available in one secure electronic system and free up resources from HR to deal with other enquiries and projects.

	Communication Channels
	Throughout the process, staff will be kept informed of updates and changes through the Staff Portal. This is accessible to everyone 24/7 and can be viewed from the messages tab on the front page. 

	Risks
	Employees not keeping themselves updated through the staff portal.
Employees away from the workplace on leave and being unmotivated as haven’t been able to share their views. 
Accuracy of new system.
Correct training to use the system.
Not confident in using the internet and electronic system. 

	Measurement
	Employee feedback through team meetings.
3 monthly review of system.
Audit of number of employees visiting site each day. 

	Review
	Complete weekly audit on accuracy of data input.
Continue sharing information on staff portal.
Include all employees in change initiative. 








