[image: image2.png]




	Document First Heading - PTP


	Project Title
	Project Title

	Workstream
	Workstream 

	Programme
	XXXX

	Project Owner
	XXXX

	Document Author
	

	Business Lead
	

	Project Manager
	

	Project Priority
	

	Project Budget
	


	Document Purpose

	The purpose of this document is ……  



Guidance: Use the Microsoft Word document properties to enter the project data such as Project Name, Customer Name, Security Classification and Author.  The paragraphs starting with “Guidance:” should all be deleted when completing this document.
Document History and Approval 
	Version No
	Version Date
	Changes
	Distribution

	V0.1
	
	
	

	V0.2
	
	
	

	
	
	
	


This document has been developed and issued to:

Approvals

	Name
	Organisation
	Role
	Date

	Produced by
	
	
	
	

	Reviewed by
	
	
	
	

	Approved by
	
	
	
	


This document has been approved by:

Contents 
41.
Statement


42.
Risk Management


53.
Additional measure to mitigating impact


64.
Training and development programme




1. Statement

In realising the Vision of Change to become Provider of Choice, our colleagues are crucial for succeeding this strategy. Our overarching aims are to realise the talents of our people to optimise the performance of our business and to treat our colleagues in a way which makes us an Employer of Choice.

Our management has an obligation to treat with fairness and dignity all colleagues who are affected by changes in resourcing requirements and in line with our corporate policies.

This document summarises our generic approach and methods required to transition people from current state to the new state organisation and from old to new ways of working to deliver a sustained process improvement.  

We will always act with fairness and openness and adhere to its values when managing transition.

2. Risk Management

Service levels risk will be minimised by:

· The introduction of interim structures, put in place by seconding* colleagues (as per Secondment policy) and/or;

· Making the request of our colleagues to take on and be paid for some additional duties for an interim period through the payment of an honorarium

· Colleagues who obtain new roles from a restructure will take up that position on a date (mutually agreed between current and new line manager and relevant Director where appropriate) which will cause the least detrimental effect on levels of service and colleagues are expected to be flexible and cooperative in such situations. 
· Colleagues under notice of redundancy will be expected to work their full notice period. An earlier leave date can only be considered when this will not have a detrimental effect on service levels. o
*Job Evaluation policy states that roles expected to last for 6 months or less may proceed without evaluation, thus allowing a quick adoption of an interim structure.  

Legal risk will be minimised by:

· The avoidance of unfair dismissal claims by following our existing JRPA and Job Security policy 

· The avoidance of discrimination claims through our existing grievance, bullying and harassment and recruitment and selection policies. 

· Encouraging a culture of openness 
Reputational risk will be minimised by:

· The payment of enhanced redundancy payments

· The provision of an outplacement service

· A comprehensive training and development programme

· Trial periods for those moving to new roles/ways of working

3. Additional measure to mitigating impact

The Executive Director will be responsible for ensuring that the impact of the transformation is mitigated through considering all available options to:

· Retain key staff via retention payments using the existing Retention Policy which states that such payments will generally be between 10% - 30% of salary.  

· Reduce the necessity for a compulsory redundancy by offering:
· Temporary secondments to other roles which involves the temporary ‘loan’ of a colleague to another role/department. This can be on a full-time or part-time basis and can be extended in line with the organisation’s needs.  

· Extension of the notice period following notice of redundancy to allow a colleague to remain in employment for when a specified future restructure arises.  

· Exploring alternatives in working patterns, e.g. a ‘career break’ or reduction in working hours 
· Retain the knowledge/skills/experience/talent of some colleagues who:

· No longer have a substantive role due to the role being made redundant; or

· Have had part of their role taken away and no longer have responsibilities that equate to a full-time role.

For those colleagues who may end up with a partial role for an interim period the following options can be also considered:

· Assigning additional duties to make the role a full-time role. An assessment must be made of the colleague’s skills/knowledge/experience and appropriate duties assigned.  

· Allowing the colleague to work on a part-time basis (and paying a pro rata rate of pay) where mutually agreed for an interim period.

4. Training and development programme

The training and development programme will be addressed through the following areas:

· The People Transition Plan will timetable the schedule to address the training and development needs as detailed within Skills Gap Analysis and TNA. 
· The Director of each business area is responsible for ensuring that each colleague is in possession of a personal development plan and that the minimum skill level required will be achieved or exceeded at the point of new structure commencing. 

· A Training Needs Analysis (TNA) will take place for each colleague and the Change Team will work with the line manager to ensure a comprehensive development plan is put in place with clear actions and milestones.  
This Transition approach links to the following approaches:

· An Impact Assessment 

· An Organisational Development Strategy and Plan 

· A Skills Gap Analysis 

· A Training Needs Analysis 

· The Target Organisation Design including interim structures 

These will all be conducted with support from the Change Team.

The communication approach that will be adopted for colleague related communications messages is within the Communications Strategy and is linked to this deliverable.
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