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Transition Letter to Staff
State of Readiness Plan 


	Please complete your organisation’s details


	Name of organisation 


	Contact name (in case of enquiries)




	Date of completion
 


	Please complete the information required in this planning document by 27th January 2012 at 12 noon.  
Please submit electronically to ipo@dh.gsi.gov.uk 
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1. Introduction
This template is to enable sending organisations to confirm that arrangements are in place to issue a personal letter on the 31st January 2012 to each member of staff affected by transitions. Each of the following sections reflects the level of local preparedness of sender organisations to support this important communications activity.
2. Issuing letter to staff
	Please confirm the following:
	Tick  (

	
	Yes
	No

	Will all the letters be sent from the Chief Executive?
	
	

	Are systems in place to ensure delivery?
	
	

	Will all the letters be issued on 31st January?
	
	

	Have all staff who need to receive a letter from you as their employer been identified:

	· Permanent staff
	
	

	· Temporary staff
	
	

	· Staff on loan or secondment to other organisations
	
	

	· Staff on maternity/paternity leave
	
	

	· Staff on sick leave
	
	

	· Hosted staff
	
	

	· Staff absent from the organisation for any other reason
	
	


3. Management Involvement
	Please confirm the following:
	Tick  (

	
	Yes
	No

	Are local managers briefed on the letters and familiar with the FAQ and background briefings, and prepared to handle issues that may be raised by staff on the day or thereafter?
	
	

	Have managers been holding discussions with staff about transitions?
	
	

	If no, are local discussions planned?
	
	

	Is ongoing support for staff in place if needed?
	
	


4. Local consultation
	Please confirm the following:
	Tick  (

	
	Yes
	No

	Have you engaged with your local staff side/TU representatives?
	
	

	Has the letter, supporting information and FAQ been shared with staff?
	
	

	Have any issues been raised locally during these discussions which remain unresolved?
If yes, please provide details below so that we can build an aggregate position.
	
	

	


5. Communications
	Please confirm the following:
	Tick  (

	
	Yes
	No

	Have your local communication team prepared supporting communications?
	
	

	Is there a pre- through to post-letter plan including on the day?
	
	

	Have press lines been prepared in case this is picked up by local media?
	
	

	Has a staff bulletin/team been prepared ?
	
	

	Will copies of the letters and supporting materials be available on your intranet for staff to access?
	
	


6. Checklist

When you submit this planning documentation, please ensure that you have completed the following sections:
· Issuing letter to staff



 








· Management involvement
· Local consultation














· Communications













· Submitted the plan to ipo@dh.gsi.gov.uk by 27th January 2012 deadline

� EMBED MSPhotoEd.3  ���








Transition Letter January 2012
6




23/01/2012

_1243665132.bin

