
Sample Letter for staff affected by transition
where there is clarity about the destination of their current function

Dear xxxxxxxx
Subject to Parliamentary approval, the Health and Social Care Bill will mean change for all of us in this organisation in terms of where we work and who we work for.  This letter aims to let you know as much information as is possible now about the transition to the future system and how this will affect you.  
As part of the planning process, the function in which you work has been classified as (name of function).  In the future, this function will be undertaken by the (name of receiver/s).  We will continue to keep you informed about the options available to you as the design process develops. 

A number of HR documents have been published to guide the transition process. The HR Transition Framework provides a set of standards and policies that apply to the movement of staff from all current (sender) to new (receiver) organisations.  In addition, each new organisation is developing its own People Transition Policy (PTP) in partnership with trade unions, setting out the detailed transfer and appointments process.  
A fact sheet is attached, which provides as much information as possible for the (e.g. NHS Commissioning Board) and the timetable for the key developments.  A series of fact sheets on the new (receiver) organisations, can be found on the internet site at xxxxxxxxx.  These fact sheets cover both what is known now and provide timescales by which further information will be available.
This letter is part of the process of letting you know what is happening and when, so I will be writing to you again when more information is available.  In the meantime, do seek advice and support from your line manager and the HR team if you have questions and concerns about the process (e.g. how your function has been classified) and how it might affect you.   Your line manager and HR team are there to support you and will guide you on HR processes as the transition progresses.  If you have any queries about this letter which you need to raise, please….contact/ call/ email.
I know how hard you are all working to support the changes for the benefit of patients and to deliver existing work to the highest possible standards and I would personally like to thank you for your continuing commitment and contributions.
Yours sincerely

Chief Executive
Attachment:
relevant fact sheet(s) 
Sample Letter for staff affected by transition
where destination of function is yet to be determined

Dear xxxxxxxx

Subject to Parliamentary approval, the Health and Social Care Bill will mean change for all of us in this organisation in terms of where we work and who we work for.  This letter aims to let you know as much information as is possible now about the transition to the future system and how this will affect you.  
As part of the planning process, the function in which you work has been classified as (name of function).  We will continue to keep you informed about the options available to you as the design process develops. 

A number of HR documents have been published to guide the transition process. The HR Transition Framework provides a set of standards and policies that apply to the movement of staff from all current (sender) to new (receiver) organisations.  In addition, each new organisation is developing its own People Transition Policy (PTP), in partnership with trade unions, setting out the detailed transfer and appointments process.  

There are a series of fact sheets on the new (receiver) organisations, which can be found on the internet site at xxxxxxxxx.  These fact sheets cover both what is known now and provide timescales by which further information will be available.

This letter is part of the process of letting you know what is happening and when, so I will be writing to you again when more information is available.  In the meantime, do seek advice and support from your line manager and the HR team if you have questions and concerns about the process (e.g. how your function has been classified) and how it might affect you.  Your line manager and HR team are there to support you and will guide you on HR processes as the transition progresses.  If you have any queries about this letter which you need to raise, please….contact/ call/ email.
I know how hard you are all working to support the changes for the benefit of patients and to deliver existing work to the highest possible standards and I would personally like to thank you for your continuing commitment and contributions. 
Yours sincerely
Chief Executive


