
Qualification: CIPD Diploma in Applied Human Resources 
 

Module Name: Contributing to the Management of Change 
 

 
Portfolio of Evidence 
Word Count: 3167 

 
Student Name: Francesca Deias 

Student Number: 1904623 
CIPD Membership Number: 55479930 

 
By signing below, I confirm that the work/evidence presented is my own, unaided work. I 

understand the regulations pertaining to candidate malpractice and the action that may be taken 
as a result. 

 

Signed:  
Date: 25 January 2021 

 
 

 



 
 
 

Contents 
 

 
 

 
 
 
 
 
 
 
 
 
 
 

1 

  Page 

1. Introduction 2 

2. Evidence matrix 3 - 5 

3. LO1- Be able to plan for the implementation of change processes within an organisation.  6 - 7 

4. LO2- . Be able to implement a change plan. 8 - 9 

5. LO3- Be able to assess the impact of change processes within an organisation. 10 - 11 

6. Reference List / Bibliography 12 - 13 

7. Various evidence as listed in matrix in numerical order 14 - 53 



Introduction  
 
The following information was produced in order to evidence my understanding of Contributing the Management of Change at Ecigarette Direct. 
This ties in with the Contributing to the Management of Change unit of the CIPD level 5 award. I will explore and evidence my contribution to: 
planning for the implementation of change within my organisation; implementing a change plan and assessing the impact of the change process 
within my organisation. 
 
Ecigarette Direct (ECD) is a private sector retail and wholesale company which was established in 2008 and specialises in all things vaping. The 
company started small (from a kitchen in an old farmhouse!) and over the years the company grew rapidly through its focus on customer service. In 
2013 the company opened its first shop in Neath, South Wales, and now has a network of 19 shops throughout England and Wales. The wholesale 
arm, Orderly Distribution supplies hundreds of shops with our products with resellers as far away as Australia. The company advocates quality 
products, happy customers and education and advocacy. ECD is passionate about the vaping industry and continues to help people to quit smoking 
while dispelling myths and misinformation about vaping. The company is deemed a small medium enterprise and I joined the company in August 
2017 as an HR Administrator. 
 
As a direct result of the Coronavirus pandemic in the first quarter of 2020 the Ecigarette Direct (ECD) board of directors made the difficult decision 
to close a number of our stores indefinitely meaning a restructuring of the retail arm of our business. We now have 9 stores in our retail portfolio.  
 
I have already assisted in implementing a number of change initiatives at ECD over the years. To tie in my knowledge of change management I 
decided to retrospectively analyse a recent and ongoing change initiative which saw us implement a new learning and development system at ECD. 
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LO1- Be able to plan for the implementation of change processes within an organisation 
 
As a direct result of the Coronavirus pandemic in the first quarter of 2020, the Ecigarette Direct (ECD) board of directors made the difficult decision 
based on negative projections (EV1,1.1) in the retail sector, to close 11 of our UK stores. This meant that we could no longer financially support 
certain roles at ECD such as our Area Managers and our Learning & Development (L&D) Manager (EV2 1.1, 1.2). These roles were made 
redundant and the decision was made to bring L&D back under the HR department, with more support from line managers through using an 
integrated new system, Google Classroom. A potential benefit of introducing the new system could see an increase in employee engagement. 
According to the CIPD (2019) successful employee engagement makes use of learning and development practices in order to help employees 
understand their contribution to the organisation’s objectives and culture. As a result of recent Coronavirus related upheaval and organisational 
restructure, employee L&D has been on the backburner. However, feedback from managers is that there has been a general outcry for more 
training and personal development, particularly from our retail employees. Another potential benefit of implementing Google Classroom is that it is a 
very collaborative system which will allow both HR and line managers to assign and monitor employee training and development. It will offer a good 
overview of our training matrix so we can easily and quickly see who has completed what training and highlight skills gaps. This means that it will 
effectively reduce administration for line managers plus it will also integrate seamlessly with our preexisting organisational software.  
 
In June 2020 the HR team met virtually (EV3, 1.1, 1.4) to discuss the planning, development and implementation of Google Classroom at ECD. We 
discussed that it was not appropriate to officially launch it as our new L&D system until the retail redundancy consultation was concluded in 
September. Due to the impact of the Coronavirus lockdown and with our retail stores starting to re-open, we needed something to engage 
employees whilst footfall was reduced and to also get them thinking about their own L&D. It was agreed that we could pave the way for the future 
release of Google Classroom by launching the ‘Product Zone’ to retail teams with the aim to research, plan, build and release this by the end of July 
2020. We agreed that the company wide rollout of Google Classroom could begin in October 2020. 
 
In highsight we could have reviewed some Change Management theory and models such as Kotter's 8-Step Change Model (Croner-i, 2019) in our 
planning. At the time we did not use any diagnostic tools or create a Change or Communications plan. Use of such tools would have allowed us to 
take an evidence-based approach to provide information for strategic decision-making (Rees and Hall, 2016). I have retrospectively created these in 
order to understand how we could use these tools going forward when implementing any future change as well as evaluate how we implemented 
the change. 
 
A SWOT analysis is useful to determine the strengths, weaknesses, opportunities and threats that could be associated with implementing change. If 
we had used a SWOT (EV4, 1.1) or PESTLE analysis initially, it may have been easier to identify internal/external factors, highlight the most 
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important issues, identify strategic options (CIPD, 2020a), communicate the benefits and pre-empt any ‘threats’ such as negative feedback or 
resistance to change.  
 
A Change Plan should be used to successfully manage change by defining the vision and objectives, the specific activities required, resources, 
stakeholders, monitoring and defining success. As we did not use this tool when planning our change at ECD I have created a retrospective one 
(EV5 1.1, 1.2, 1.3) along with a Gantt Chart (EV6 1.3, 1.4). On analysis of these tools it became obvious that we could have better planned and 
understood how the change would impact stakeholders and designed a strategy to help them navigate it (SHRM, no date). It would have also 
highlighted potential stakeholder resources such as collaborators at an earlier stage and could have better utilised them from the outset rather than 
drawing them in when needed. This actually delayed the project at some stages due to existing workloads of the collaborators required. If we have 
thoroughly planned for their expertise we could have alerted them ahead of time and planned meetings and tasks accordingly. We could also have 
used a stakeholder mapping tool (EV7 1.2) which could have helped us determine stakeholder’s grouping for change communications (SHRM, 
2019a) and to help identify potential influencers to assist us in to help communicate necessary changes, convince skeptical employees and even 
assist in developing and implementing the program (McKinsey, 2014). The majority of our planning and assigning of tasks was made during open 
discussion during HR team video calls where I would highlight resources required (EV2 1.3) and communicate elements of the change to gain 
agreement of aspects of its implementation (EV8 & EV9 1.2, 1.3, 1.4, 1.5) from my line manager and HR Director. 
 
Organisations that are serious about change management should develop a communication plan, which is a roadmap for change sponsors, and a 
plan for dealing with resistance (SHRM, no date). It should set out communication goals, stakeholders, communication activities and timeframes 
(SHRM, 2017).​ ​Again we did not have a specific communications plan so I again created a basic one, retrospectively (EV10 1.2, 1.4). On 
completion of my communications plan it was evident that using this tool would have helped us to review our potential deliver channels as well as 
individual stakeholder requirements and identify the information that they needed to receive and when. It would also have helped us plan a robust 
Communications Schedule and events that we intended to hold in order to disseminate communications to our stakeholders (SHRM, 2019b) as well 
as identify whose responsibility it was to organise said communications. The plan could have also helped us to earlier identify individual support 
requirements so we could have further planned appropriate advice, signposting to support, training, coaching and mentoring. Effective internal 
communication is important for developing trust and can impact on engagement, organisational culture and productivity (CIPD, 2020b). 
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LO2- Be able to implement a change plan 
 
After the general plan was agreed I created a Google Classroom project board on Trello to help me organise project tasks (EV10 1.4, 2.1, 2.5).  
Trello is a project management tool that we use at ECD which allows teams to collaborate on projects and tasks. As well as drafting 
communications (EV2 2.1) I began to build the Induction Classroom and Product Zone on Google classroom from scratch, this involved gathering 
resources and creating materials and assignments (EV11 2.1), this meant having to collaborate with the product and retail team (EV12 2.1, 2.2, 2.3) 
(EV13 2.1, 2.2, 2.3) to agree on accurate content and adapt to make changes where required (EV14 2.4). Once these classrooms had been 
reviewed and signed off I began to refine the launch communications (EV2 2.1) for the Product Zone before its release in July (EV15 2.1, 2.2). After 
launching the product Zone and on conclusion of the retail restructure in September we began to finalise the launch of Google Classroom as a L&D 
platform and communicated it to the company (EV16 & EV17 2.1, 2.2). 
 
Communication needs to be tailored to the audience; different stakeholders will have their own preferred ways of communicating which is why it 
is important to use a mix of communication channels. For the majority of stakeholders, information was communicated predominantly via email 
and through Google Classroom itself. However I was able to identify particular individuals who would benefit from additional 1:1 support and 
training (EV18 2.2). One individual prefers to communicate via telephone so I made myself available to her for support. In order to support her 
going forward I would often follow up what we discussed in an email in case she needed to refer to it in future (EV19 2.2, 2.3). I also supported 
various other colleagues to suit their requirements (EV20 2.2, 2.3). I also identified additional stakeholders who could support us in the 
implementation and maintenance of Google Classroom so I supported them by holding a virtual training session (EV21 2.2, 2.3).  
 
Collaborating with the product and retail teams meant that I was able to convey our vision and objectives and how the change would affect them 
(EV22 2.2, 2.3). Bringing them on board in this way helps to build trust and commitment. “People support what they help create”, (Armstrong, 2020, 
p.696) meaning that commitment increases when collaborators own the change as something they want and will benefit them. 
At ECD we already foster an organisational culture that encourages commitment and embraces change, to a shared vision (Kew & Stredwick, 2016) 
(EV23 2.3). We also support through training and development which was another reason why we wanted to implement this system to further 
support our employees development and thus further enhancing their responsiveness and ability to adapt to change (Wilkinson and Taylor, 2016). I 
held monthly meetings with project collaborators (EV24 2.2, 2.3) in order to keep them engaged and informed as well as keeping managers of larger 
teams briefed of our plans to ensure they could plan into schedules.Taking the time to do this helped maintain positive working relationships and 
support from these managers (EV25 2.2, 2.3). Acas (2014) note that line managers are particularly important during periods of change because 
they provide context to their team and can translate the change and relate it to the particular circumstances of their employees. 
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When planning for change we should be agile and make such plans with contingencies built in; continually monitor changes and adapt plans 
accordingly (Rees & Hall, 2016). We are already an agile workforce and adapt to changes swiftly as required. When monitoring the effectiveness of 
the implementation we had regular communications as a team on Google chat in our dedicated ‘Staffroom’ chatroom (EV26 2.1, 2.2, 2.4) and via 
HR team video calls (EV27 1.4) to monitor the implementation and discuss any feedback or roadblocks and agree and make adaptations as 
required. We always encourage employees to provide us with feedback (EV28 2.3, 2.4) on ways to improve our systems and processes and this 
change process was no different. When giving an employee support in using the system over the phone she asked if we could add some additional 
information to one of the classrooms that would help her in her role and potentially assist others, I took this feedback on board and updated the 
relevant classroom with her suggestion.  
We used the various Google Classroom marks matrix’s (EV29 2.4, 3.2, 3.4) as a way to monitor how the implementation was progressing. If we 
found there were delays with completing specific training and there was no reasonable explanation (ie. pandemic related reasons) we would review 
the training module and try to gain feedback from users and then adjust the modules accordingly. We came to realise that there were some 
limitations with some integrations on Google classroom and devised workarounds or fixed them where possible.  
 
Our organisation uses a cloud based HR system called PeopleHR (PHR) which holds all employee records. It is my responsibility to oversee the 
maintenance of the records on this system. I updated the existing training matrix on PHR in order for it to work alongside Google Classroom 
meaning that employee records could be updated easily (EV2 2.5). I also ensured that I regularly updated Trello so the rest of the team could view 
my progress in completion of tasks (EV9 2.5). Throughout the rollout of Google classroom it was important to keep on top of the ‘marking’ of training 
courses to ensure they were completed correctly and to deadlines, the Classroom Mark matrix’s (EV29 24, 2.5) helped to keep on top of this. We 
were also required to report regularly to the directors on how the change process was progressing, this was added to our regular HR Update which 
is sent to our directors (EV30 2.5) on a weekly basis. 
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LO3 - Be able to assess the impact of change processes within an organisation 
 
Ways that we can measure the effectiveness of our change process includes assessing the change management activities (Prosci, no date). I was 
tasked with completing as well as monitoring the outcomes of the activities at both individual and organisational levels. I am able to evidence my 
change management activities were completed on Trello (EV9 3.1). Other outcomes to measure effectiveness is whether all compliance 
assignments that were assigned were completed on Google classroom by the deadline of the 15th January 2020. I created a tracker spreadsheet to 
keep track of the assigned courses so they could be easily chased up via managers or directly with the individuals (EV31 2.4, 3.1). I am pleased to 
evidence that all head office training assignments were completed by the January deadline (EV32 3.1). The fact that these assignments were 
completed makes our organisasion compliant in a number of areas as well as improving skills and knowledge in a number of key areas including 
Information security, GDPR and health & safety. This will help to reduce insurance risks as well as reduce health and safety incidents.  
 
As part of this process we have highlighted areas that need further work. Although work on the Induction Classroom initially made good headway 
this has been put on the backburner due to the lack of new starters as a result of the pandemic. We are already looking at implementing some of the 
employee feedback (EV28 3.2) that we received in relation to some of the elearning content that is supplied to us by an external provider. General 
feedback was that the content was not engaging which hampered the learning experience. We intend to source a new elearning provider which 
offers compliance training that is captivating and engaging in order to support learning. We also intend to seek feedback from employees (EV32 3.2, 
3.3) on what content they would like to see on Google Classroom to support their L&D. In particular we need to now prioritise role specific training 
plans which until now have been put on hold due to the pandemic. It is important that we continue to work with leaders and employees to monitor 
adoption of the new systems and drive lasting change as well as measure the impact (SHRM, no date). 
We completed our aim to implement and rollout Google Classroom to all employees and the majority of compliance training was completed by the 
deadline of 15th January. We had a 100% success rate of compliance training for all head office staff being completed (EV32 3.3). Unfortunately 
our efforts were often hampered by the shifting situation of the pandemic, with retail staff having to go on/off furlough at short notice. This meant that 
we had to adapt quickly and change plans to release training modules as training was sometimes postponed or, by the end of January, incomplete. 
As I regularly communicated progress with our directors via the weekly HR update (EV30 3.3) they are already aware of the key outcomes. It is 
essential to celebrate successful change by communicating it to the organisation as it can help embed a positive change ready culture for the future 
(Wilkinson and Taylor, 2016). We intend to celebrate our success by communicating it in our monthly newsletter which is due to go out at the end of 
January. I have drafted the key findings (EV32 3.3) to be reviewed and then published in the newsletter.  
 
The new CIPD Profession Map (2020c) has 6 core areas of knowledge, one of which is Change. Change should take a structured and planned 
approach in order to ensure that change happens in a considered way through understanding how people experience change and providing them 
with support through the process. (CIPD, 2020c). Prior to this module I believed I was operating at Associate level as I had little experience with 
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using different levers to enable change in my work or certain aspects of delivering a project, such as costs and interdependencies. Although I 
understand the tools and techniques for effective change such as creating business cases, change readiness, methodologies, levers of change, etc, 
until now I had no active experience in applying them to a change initiative in order to ensure that a project is managed effectively, and risks are 
mitigated (CIPD, 2020c). I now believe that I am working towards Chartered Member level based on the change standards within the profession 
map (EV34 3.4).  
 
I feel that my performance in contributing to the management of change at ECD was favourable based on the positive feedback from my line 
manager (EV35 3.4).  
I made myself available to all employees to contact me when needed in order to support them in using the new system and I regularly provided 
tailored 1:1 support to individuals (EV19, 2.2, 2.3, 3.4). I believe that this tailored and supportive approach helped to build positive relationships with 
employees and teams at ECD. I would have liked to have conducted more face-to-face communication and training sessions however that was not 
logistically feasible due to the ongoing pandemic and a lot of teams, including myself, predominantly working from home.  
 
We were lucky to not have experienced much resistance to the proposed change from our stakeholders. There were only a few individuals who 
originally resisted due to concerts with workloads. However when I communicated to them the importance of the system and compliance training 
and how we could support them to complete it there was little resistance. They have accepted the need for change but I am conscious that these 
employees may still express a certain amount of opposition going forward so we need to continue to win these employees over, making the most of 
their positive feelings and the way this can influence others (Acas, 2014). 
 
Ensuring the implementation of Google Classroom and facilitating this goal to completion took a lot of hard work and planning. Going forward I will 
ensure to use some of the change planning tools,such as Gannt chart, alongside our existing project management system, to assist me in 
successfully planning for the additional work on existing and new classrooms.  
However, in light of completion of this Change module, it is evident that the current way we plan for change at ECD could be vastly improved 
through reviewing theory and using tools such as a SWOT and/or PESTLE analysis as well as producing a detailed Change and communications 
plan from the outset. The use of these tools would have helped us plan our time better but also to highlight individuals whose support we needed 
earlier and organise tasks more effectively.  
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ECD SWOT Analysis 
 

ECD Google Classroom SWOT Analysis 
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● Strong Embedded Values & Culture ie. Company Value - ​Continuously seek 
improvement 

● Move to remote learning will reduce costs 
● Collaborate system 
● Good overview of training matrix and who has completed what 
● Will reduce training administration for line managers 

 

● Employees will have to learn a new system  
● Non buy in from senior and line managers 
● Potential non-integration with external elearning providers 

 

● Potential increase in customer satisfaction  
● Potential increase in brand satisfaction 
● Potential increase in sales  
● Increase in employee engagement 

 
 

 

● COVID19- further lockdowns ie. temporary store closures 
● Increase in sickness absence/ self isolation due to COVID19 

 
 
 
 
 



EV5 
Retrospective Change Plan for Google Classroom 
 

ECD Google Classroom Change Plan 
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Created by Fran Deias 
Date 13 December 2020 

Vision and Objectives 
Officially launch our new L&D System Google Classroom- First stage to launch Product Zone then second stage Google classroom company-wide rollout following the 
conclusion of restructure and removal of L&D Manager.  Ensure all employees complete all mandatory compliance training on Google Classroom by Mid January 2021. 
 
Activities to achieve objectives  
*See separate Gannt Chart.* 
*See Trello board* 
 
Business case ​(evidence-based - include data, benefits of change, gap analysis – difference between current and future states, issues and risks) 
*See Retail projections Chart* 
*See SWOT analysis* 
Reduced costs 
Collaborative and integrated system 
Reduced admin time for HR & line managers 
 
People affected ​(stakeholders – employees, particular employees, customers, shareholders) 
All employees. 
MD- Product administrator 
3x retail store managers 
 
Scope of change ​(eg one site, one product group) 
Rolled out to all departments/sites at ECD. 
 
Roles ​(project manager, sponsor, team members) 
HR: CD, SM & Francesca Deias 
 
Communication strategy ​(attach communication plan, list of change champions) 
*See separate Communications Plan* 
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Support to be offered (​advice, counselling, coaching, mentoring, representation, training - attach, for example, a training plan) 
Guidance, training sessions (specific employees), Coaching, 1-2 technical support via phone, email & Google Chat as required 
 
Timings and milestones ​(see Gantt chart) 
*See separate Gannt Chart* 
To be fully implemented and compliance training to be completed by 15 January 2021. 
 
Resources required, including cost ​(equipment, time, people, materials, guidance) 
Already have G-suite as Company OS so basic google Classroom no additional cost.  
Time from the Product team to discuss Product Zone content, materiels, maintenance going forward (MD) 
Time from retail store managers for training session and adding content to PZ in future 
Discuss additional content for retail classrooms with Head of Retail 
Employes time to complete courses- potential for paid overtime out of hours for busy teams eg. Customer service & Warehouse 
Chromebooks for employees to use (retail- already have a supply in stock and approx 10 will be returned with store closures, so no additional costs) 
 
Monitoring activities 
Monitoring of course completion on Google Classroom 
 
Success Measures 
Number of/all courses completed within set assignment deadlines and by 15 January 2021.  
Positive Feedback from employees/managers.  
Increase in product knowledge in retail & Customer service staff. 



EV6 
Example Retrospective Gantt Chart 
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EV7 
Stakeholder Mapping 

Stakeholder Mapping Worksheet 
Stakeholder Influence/Interest Matrix 

For each key stakeholder, characterize them using the following stakeholder influence grid. 
 

Stakeholder Grouping 

Using the Stakeholder Influence/Interest Matrix, complete the table below. This will help determine stakeholder’s grouping for change communications.  
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Influence 
High Keep Satisfied Key Players 

Low Minimal Effort Keep Informed 

 Low High 

 Level of Interest 

Stakeholder Name Influence Level 
Level of 
Interest 

Stakeholder Grouping 

Directors High High Key Players 

Retail Managers High High Key Players 

Retail Employees Low High Keep Satisfied 

Brand & Marketing High Low Minimal Effort 

Warehouse Team Low Low Keep Satisfied 

Customer Service Team High Low Minimal Effort 

Product Team Low Low Keep Satisfied 

IT & Web Team High Low Minimal Effort 

Accounts Team Low Low Keep Satisfied 



EV8 
Notes from HR planning meeting 
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EV9 
Extract of Google Classroom Trello Board 
 

 

23 



EV10 
Retrospective Communications Plan 
 
 

24 

ECD Google Classroom Communication Strategy 

Issue ECD has recently undergone a retail restructure in order to save costs based 
on retail projections. As a result there have been redundancies due to 10 store 
closures and also the Area Managers & Learning & Development (L&D) 
Manager has been made redundant. L&D is being brought back under HR and 
we plan to implement a L&D system.  

Research Google Classroom 
L&D strategies 
Feedback on previous L&D programmes as lead by L&D Manager 

Communication Objectives 2 Stage: 
● Redundancy of L&D Manager/ New Retail Structure 
● Build on Product Zone - New L&D System- Google Classroom 

 
● Introduce Google Classroom 
● Address anxieties or concerns  
● Maximise acceptance and understanding from staff following initial 

announcement 
● Training / Support to complete compliance training 

Audiences Senior management team 
Retail staff 
Head Office staff 

Key Messages Previous groundwork has been laid re: retail performance decline  
Introduction of Product Zone 
Redundancy of L&D/Retail Managers 
Rollout of Google Classroom as L&D system 

Tactics Timing- 2 Stage process (see above): 
 



 
 
 
 
 
 
 
 
 
EV11 
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1st Stage- First announcements end of September/Beginning of October after 
termination of employment of those made redundant. Build on Product Zone, 
lay groundwork for Google Classroom. 
 
2nd Stage- Introduction to Google Classroom and compliance training, 
signpost/offer support. 

Channels 
 

Newsletter 
Email 
Intranet 
Team Meetings 
1:1’s 

Risks Potential further decrease in morale as a result of having to learn new system 
Delays in implementation as a result of COVID19 lockdown(s) 

Measurement Staff engagement & Morale (feedback from staff & line managers; Surveys) 
% of courses completed 
% of courses completed on time 
Feedback from individuals on courses via email & via comments on Classroom 

Review TBC: 
What new opportunities are there to communicate internally following 
implementation?  
What worked well? 
What could be introduced on a regular basis? 



Evidence of creating & adding materials to Product Zone  
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Calendar invite to Product Team re Product Zone 
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Communication collaboration with Head of Retail 
 

 
 
 
EV14 
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Screenshot of Google Chat re: adapting and making changes 
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EV15 
Product Zone Launch Comms 
 

 

31 



EV16 
Extract of ECD October Newsletter 
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EV17 
Google Classroom Launch Email Comms 
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EV18 
Calendar invite to employee for 1:1 Google Classroom Training 
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EV19 
Follow up support email to employee 
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EV20 
Statement from employee 
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EV21 
Calendar invite for Google Classroom Manager training 
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EV22 
Follow up email to managers  
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EV23 
ECD Our Core Values and Mission Statement 

Our Core Values  
 

At E-CigaretteDirect, we’ve grown rapidly from a small company to a much larger one. Our colleagues are spreading across the country, and we lack the close interaction we 
once had.  
 
As a result, we feel it’s important that our core values are explained and shared across the company, so that everyone understands and shares our vision for the company.  
 
Our Values should be reflected in your behaviour when representing the company, and a guide to making decisions that affect the company.  
 
These are our Company values: 
 

○ Exceed customer expectations, whatever your role 
○ Shit happens. It’s how we deal with it that matters 
○ Be honest with each other, but with compassion 
○ Take responsibility 
○ Work as a team 
○ Play the long game 
○ Continually seek improvement 
○ Embrace change 
○ Be kind 
○ Put yourself in other’s shoes 
○ Put trust over control 
○ Focus on what really matters 

 
Each one is explained in a bit more detail below: 
 
Continually seek improvement. 
 
We live in a constantly changing world. To ensure long term survival and profitability, we need to be constantly improving. That means both our personal development and the 
development of the company.  
 
Embrace change. 
 
To continually improve, we need to continually change. At E-Cigarette Direct we will welcome and continually implement change in our search for constant improvement. And we 
need people who embrace this attitude. 
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EV24 
Calendar invite to project collaborators for catch up meeting 
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EV25 
Email to Line Manager of Customer Service team  
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EV26 
Screenshot of Google Chat ‘Staffroom’ 
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EV27 
HR Video Call Calendar Invite 
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EV28 
Employee feedback re Google Classroom 
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EV29 
Customer Advisor Marks Matrix 
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EV30 
Extract of HR Update  
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EV31 
Extract of Training tracker V1 
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EV32 
Extract of Training tracker V2 
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EV33 
Extract of Company Internal Newsletter November  
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EV32 
Draft Communication to be added to January 2021 Newsletter 
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EV33 
CIPD Understanding Change Management On the Job Training Self evaluation 
 
 

1. In the new CIPD Profession Map, Change is one of the core knowledge areas: ​https://peopleprofession.cipd.org/profession-map/core-knowledge/chang​. 
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. Record your discussion (300 words approximately). 
 

The new CIPD Profession Map (2020a) has 6 core areas of knowledge, one of which is Change. Change should take a structured and planned approach in order 
to ensure that change happens in a considered way through understanding how people experience change and providing them with support through the process. 
(CIPD, 2020a).  
 
Based on the Change Management standards presented on the CIPD Map I feel that I am currently operating at Associate level.  

I met with my Line Manager, Laura Jones on the 8th November to discuss my current Change Management module. Laura agreed that I am mainly working at 
associate level as I am able to:  

● Complete a SWOT and PESTLE analysis, and use data to create a case for change. 
● Be aware of change management approaches and their advantages and disadvantages 
● Explain why change is happening, and know the basic models for how people experience change (CIPD, 2020a) 

 
However I raised that I have not had any experience with conducting skills, capability audits and gap analyses; using different levers to enable change in my work 
or certain aspects of delivering a project,such as costs and interdependencies. Although I understand the tools and techniques for effective change such as 
creating business cases, change readiness, methodologies, levers of change, etc I have no active experience in applying them to a change initiative in order to 
ensure that a project is managed effectively, and risks are mitigated (CIPD, 2020a). 
 
We discussed retrospectively completing some of these activities in order to get experience, and that going forward I can lead on providing these initiatives and 
approaches to future projects.  
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EV34 
CIPD Profession Map Change Standards 
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EV35 
Line Manager Statement to college tutor 
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