HR Transition Programme


RECEIVER Employee Engagement Plan Template
 



Introduction 

On [DATE], it was formally announced that [BRIEF OUTLINE OF CONFIRMED TRANSFER].  The purpose of this plan is to map out the necessary engagement and communications activities to ensure all elements of the transition project are appropriately communicated to all affected employees, in-scope and out-of-scope.

Target audience and engagement objectives

1) In scope SENDER staff, engagement aims are:
· To minimise disruption to the business and service provision

· Begin and continue an ongoing process of reassuring transitioning colleagues 

· Change employee behaviours to encourage an openness to work with new processes, systems etc while acknowledging the concerns that significant change brings

2) Out of scope staff, engagement aims are:
· To increase awareness and understanding of the progress of the transition project

· To foster support across the wider SENDER staff community and further develop relationships to ease transition of in-scope services to Receiver

IN SCOPE STAFF

Communication channel / activity
Objective
Responsibility
Dates / timing 
Required input/ dependencies
Additional notes /  suggested content

SENDER Intranet – dedicated section
Provide regularly updated information via an easily accessible channel 

To provide timely information to in response to any unexpected project developments/set backs or negative press coverage
Communications 
Launch 


Ongoing
As a constant point of staff reference, this site needs to build on the initially positive perceptions staff have about Receiver and arouse increasing support for Receiver 

To include:

- Staff Q+A updates - weekly

- Staff Consultation updates – weekly

- Receiver info – Receiver Group news highlights (weekly roundup) 

- How was it for you? - Staff testimonials - from staff that have transferred to Receiver previously.

- Staff transition e-bulletins (to be launched)



Staff Q&As
To respond to staff on key issues
Joint Receiver/SENDER Comms / HR / Ops 

(Receiver Comms to coordinate Receiver responses and sign off)
Ongoing

Updated set uploaded onto intranet at regular intervals
All response owners to provide input by required timescales


Managers briefings


To get buy in from this key group of SENDER staff early in the process.
Operations


w/c 

If appropriate - need to understand more fully from Transition Director

Agree support materials required.

Staff open days 

- Receiver ‘taster’ sessions
To provide an informal initial introduction to Receiver

To give staff in all locations an opportunity to attend, hold in X locations? 
Communications

/ HR 

Attendance of HR, Ops and other identified staff
Two open days: 

Suggest holding X sessions each day and running them from 10am-4pm - one and a half hour rolling sessions and final session at X pm.  

Plus x days at alternative location? (TBC) Similar format

Key actions:

· Source and book venue(s) 

· Book new Receiver display stand 

· Produce display boards

· Organise printed collateral – fact sheets, handouts, feedback forms

· Organise Receiver collateral – recap copies?

· Staff invitations and responses

· Receiver attendees and rota 



Joint Receiver/SENDER
staff e-bulletin 

(e-bulletin emailed and then uploaded onto intranet) 

continued
To provide updates on how the transition project is progressing.

To create a sense of partnership working and develop relationship with Receiver.

To deepen staff understanding work going on behind the scenes and help foster a sense of team spirit.
Communications


Launch issue 1

Then every 2 weeks until service start


Editorial input from both sides.

Designated team to support production/distribution.

Timely update from all content contributors.
A key relationship building vehicle with staff this bulletin can also gradually introduce SENDER transferees to various elements of Receiver 

Exact format and content outline to be agreed with SENDER comms but suggest

including:

- Welcome message/intro

- Transition project update (key project developments and impact for staff) weekly

- Meet the team/Receiver profile – interview with a mix of work related and personal info 

- Receiver fact file – covering a different aspect on Receiver each issue

- Receiver Group news

- SENDER staff input – sound bites from staff on project as it progresses 



Ad hoc posters
To provide in hard copy format on team notice boards to supplement the intranet updates and periodic e-bulletins 
Receiver comms

As required –. to help promote key staff events and meetings
Offers an additional place to view key messages from Receiver – not all staff will read an e-bulletin or view the intranet 

Pension & Life Assurance staff presentations
To provide an opportunity for the agreed pension to be explained and colleague queries to be raised
HR
Planning from week 



Enables individual queries to be dealt with directly

Benefits and T&Cs staff briefings

 

HR
Taking place wk 



Enables individual queries to be dealt with directly

Work stream -specific staff communications
To ensure affected staff are provided with comprehensive and timely reference materials and new work processes.

Comms will be the enabler for this – detail to be agreed with each work stream as required
Ops/HR/Comms
Week x onwards?


Process to be confirmed by Ops and outline text

Comms can review and distribute for approval


Receiver welcome/induction packs
To ensure all staff receive information about Receiver culture, procedures and Health and Safety and begin to feel part of the company 


Comms/HR
Planning from week x 

Distribution wk x 


Content and format to be agreed with HR
Welcome packs?
Local orientation packs?

Recap
To receive news from Receiver
Comms
Week x



Ensure transferring staff receive next issue of recap

Order additional X copies for distribution



Post Commencement of formal transfer Consultation

Day 1 comms activity and welcome


To ensure transferring staff feel welcomed and part of Receiver from the very start 
Comms/HR
Planning from week x 

Service start date
Plan for the day to be agreed with HR

Mgmt team to be on site to meet and have intros with staff
Key actions:

· Welcome breakfast/lunch/afternoon tea?

· Receiver transition team on site, staff presentations and intro sessions

· Posters / information



Optional/additional

Marking the Last Day
To mark the last day as SENDER colleagues and thank them for contribution in past and for continued contribution in future via Receiver
SENDER 
Last Day prior to transfer
To be agreed with SENDER mgmt team

Mgmt team to be available to deliver presentations
Help re-enforce partnership that colleagues 

moving from SENDER to Receiver but contribution remains vital to success of wider strategic aims 

Receiver Visits
To provide interested SENDER staff with an opportunity to see for themselves Receiver at work
Comms/HR
Post-contract

from X onwards?



Ongoing

Employee Consultation Forum
To provide a cross-section of colleagues to act as represent their colleagues on staff issues
HR
Ongoing regular meetings until SSD
Comms to support and ensure updates uploaded on intranet
Volunteers from this group can possibly be used to ‘taste’ Receiver at work at an early stage; used to get a ‘dip-stick’ feeling for current colleague views; to ‘test’ communication etc.

Post transition staff comms – e-bulletin




Required comms to agreed following go live date

OUT OF SCOPE STAFF

Communication channel / activity
Objective
Responsibility
Dates / timing 
Required input/ dependencies
Additional notes /  suggested content

Intranet - 
Provide periodical updates to keep all SENDER staff informed of significant transition project developments which impact on overall service delivery


Communications 
As required – monthly?


Ops/HR to inform  Comms of key developments/milestones


� The content included in this template is for illustrative purposes only and will need to be developed for specific programmes
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