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 Process for Changing Working Patterns

1. As early as possible in the process meet with Trade Unions to discuss the need to change working patterns within a Service.  This may be to secure efficiencies, or match service delivery requirements.  This should take place as soon as possible after the need to change is identified and in this discussion managers should be prepared to respond to questions which can be answered, whilst acknowledging that not all questions will have answers at this point.  A target date for the change will be identified at this point.

2. At the meeting with the Trade Unions a communication plan must be agreed to ensure employees affected understand the need for management change and are given the opportunity to contribute suggestions which may achieve the same outcome.  At the same time an action plan, including Equality Impact Assessment will be developed which meets the target implementation date.

3. A period of consultation with employees will take place to give the opportunity to discuss other options which may deliver same net effect.  Managers will also put forward detailed proposals around the change including sample hours/shift patterns.  The consultation period will be proportionate to the workforce size, and complexity of the change, with the aim of achieving agreement to the change.  It is recognised that this isn’t always possible.

4. In accordance with the action plan employees will be asked to indicate any practical issues they may have with the required change.  Group meetings will take place initially then there will be individual meetings where employees can’t change and this is logistically possible.  Group meetings should re-inforce the intended purpose of 1:2:1 meetings.  This will be an opportunity discuss individual issues and any potential solutions or options available.  

5. Where employees can’t accommodate the working pattern change the following will be considered: -

· Remaining on their existing pattern – this may be possible for a small number of employees
· Amending their pattern to more closely fit the new pattern – this may involve reducing hours
· A different job within the Service – this may include different tasks and a different but more easily accommodated work pattern.
· Switch2 – look for an alternative job which most closely matches their required pattern and salary.  

	If the change is deemed reasonable for the employee they may be issued with formal notice to change.  This will be done in sufficient time to meet the implementation deadline as outlined in the action plan.

6. Partnership Commitments
We work together to try and achieve the change, within the timeframe set, holding to the principle that both sides will make every effort to persuade those who can change to do so, whilst acknowledging that every effort will be made to accommodate those who can’t change.


Service and Resource discussions should follow the Communications template and complete the Action Plan template which will be used to monitor progress and for reporting purposes.
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