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Purpose of this documentPurpose of this documentPurpose of this documentPurpose of this document    
The Change The Change The Change The Change MMMManagementanagementanagementanagement    Plan has been developed to assist the Business Process Owner. It is useful when a Plan has been developed to assist the Business Process Owner. It is useful when a Plan has been developed to assist the Business Process Owner. It is useful when a Plan has been developed to assist the Business Process Owner. It is useful when a 
change is made to a process or system to ensure that it is implemented effectively into the business. It assists change is made to a process or system to ensure that it is implemented effectively into the business. It assists change is made to a process or system to ensure that it is implemented effectively into the business. It assists change is made to a process or system to ensure that it is implemented effectively into the business. It assists 
in designing and estimating the scale of the changein designing and estimating the scale of the changein designing and estimating the scale of the changein designing and estimating the scale of the change    effort, mobilising the will to change and gaining the buyeffort, mobilising the will to change and gaining the buyeffort, mobilising the will to change and gaining the buyeffort, mobilising the will to change and gaining the buy----in.in.in.in.    
This document is designed to be used alongside or can be incorporated into the proper project plan.This document is designed to be used alongside or can be incorporated into the proper project plan.This document is designed to be used alongside or can be incorporated into the proper project plan.This document is designed to be used alongside or can be incorporated into the proper project plan.        

        

The Change Management ProcessThe Change Management ProcessThe Change Management ProcessThe Change Management Process    
CChhaannggee  mmaannaaggeemmeenntt  iiss  aa  pprroocceessss  tthhaatt  sshhoouulldd  bbee  iinncclluuddeedd  iinn  tthhee  ppllaannnniinngg  aanndd  ddeelliivveerryy  ooff  aa  pprroojjeecctt  ffrroomm  tthhee  
vveerryy  bbeeggiinnnniinngg..  OOfftteenn  ttiimmeess  cchhaannggee  iiss  nnoott  ttaakkeenn  iinnttoo  ccoonnssiiddeerraattiioonn  iinn  tthhee  ddeevveellooppmmeenntt  ooff  pprroojjeecctt  ppllaannss..  IItt  iiss  ffoorr  
tthhiiss  rreeaassoonn  tthhaatt  cchhaannggee  mmaannaaggeemmeenntt  hhaass  bbeeeenn  aaddddrreesssseedd  aass  sseeppaarraattee  ccoommppoonneenntt  ttoo  tthhee  uussuuaall  pprroojjeecctt  
mmeetthhooddoollooggyy  tthhaatt  yyoouu  mmaayybbee  ccuurrrreennttllyy  uussiinngg..  OOnnccee  tthhee  cchhaannggee  mmaannaaggeemmeenntt  ppllaann  hhaass  bbeeeenn  ddeevveellooppeedd  iitt  sshhoouulldd  
bbee  iinntteeggrraatteedd  wwiitthh  tthhee  pprroojjeecctt  ppllaann  aanndd  ccaann  bbee  iinncclluuddeedd  aatt  aannyy  ppooiinntt  aafftteerr  ssttaarrtt  uupp..  

TThhiiss  cchhaannggee  mmaannaaggeemmeenntt  ppllaann  tteemmppllaattee  pprroovviiddeess  tthhee  nneecceessssaarryy  fflleexxiibbiilliittyy  rreeqquuiirreedd  aanndd  iiss  ddeessiiggnneedd  ttoo  mmeeeett  tthhee  
nneeeeddss  ooff  tthhee  pprroojjeecctt  iirrrreelleevvaanntt  ttoo  tthhee  pphhaassee  ooff  tthhee  pprroojjeecctt..  

TThhee  cchhaannggee  mmaannaaggeemmeenntt  pprroocceessss  hhaass  tthhrreeee  ssttaaggeess,,  aanndd  sshhoouulldd  bbee  ccoonnssiiddeerreedd  aalloonnggssiiddee  tthhee  nnaattuurree  aanndd  
mmaaggnniittuuddee  ooff  tthhee  cchhaannggee..  
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HHHHHHHHoooooooowwwwwwww        ttttttttoooooooo        uuuuuuuusssssssseeeeeeee        tttttttthhhhhhhhiiiiiiiissssssss        TTTTTTTToooooooooooooooollllllllkkkkkkkkiiiiiiiitttttttt        

TThhee  ffoolllloowwiinngg  ttoooollkkiitt  ttaakkeess  yyoouu  tthhrroouugghh  aa  sseerriieess  ooff  sstteeppss  tthhaatt  hheellpp  ttoo  iiddeennttiiffyy  eeaacchh  ooff  tthhee  kkeeyy  
ccoommppoonneennttss  ooff  tthhee  cchhaannggee  mmaannaaggeemmeenntt  pprroocceessss..  TThhiiss  ttooooll  wwiillll  hheellpp  bbuuiilldd  aa  rrooaaddmmaapp  ttoo  eeffffeeccttiivveellyy  
ddeessiiggnn,,  ppllaann,,  lleeaadd  aanndd  mmoonniittoorr  tthhee  cchhaannggee..  

TThhee  ffoorrmmaatt  ooff  tthhee  ttoooollkkiitt  ccoonnssiissttss  ooff  ttwwoo  sseeccttiioonnss::  

  SSSSSSSSeeeeeeeecccccccctttttttt iiiiiiiioooooooonnnnnnnn        OOOOOOOOnnnnnnnneeeeeeee  iiss  tthhee  CCCCCCCChhhhhhhhaaaaaaaannnnnnnnggggggggeeeeeeee        MMMMMMMMaaaaaaaannnnnnnnaaaaaaaaggggggggeeeeeeeemmmmmmmmeeeeeeeennnnnnnntttttttt        PPPPPPPPllllllllaaaaaaaannnnnnnn        WWWWWWWWoooooooorrrrrrrrkkkkkkkkbbbbbbbbooooooooooooooookkkkkkkk  wwhhiicchh  iiss  bbrrookkeenn  ddoowwnn  iinnttoo  tthhee  tthhrreeee  
ssttaaggeess  ooff  cchhaannggee  aanndd  pprroovviiddeess  gguuiiddeelliinneess,,  pprroocceesssseess  aanndd  cchheecckklliissttss  ttoo  hheellpp  yyoouu  aannaallyyssee  tthhee  
cchhaannggee  ffoorr  ssuucccceessssffuull  iimmpplleemmeennttaattiioonn  ooff  yyoouurr  pprroojjeecctt..    

  SSSSSSSSeeeeeeeecccccccctttttttt iiiiiiiioooooooonnnnnnnn        TTTTTTTTwwwwwwwwoooooooo  iiss  aa  tttttttteeeeeeeemmmmmmmmppppppppllllllllaaaaaaaatttttttteeeeeeee  tthhaatt  ccaann  bbee  ccoommpplleetteedd  wwhhiillsstt  wwoorrkkiinngg  tthhrroouugghh  tthhee  wwoorrkkbbooookk  
aaccttiivviittiieess..  TThhiiss  iinnffoorrmmaattiioonn  wwiillll  pprroovviiddee  tthhee  bbaassiiss  ffoorr  tthhee  ddeevveellooppmmeenntt  ooff  aa  ssuucccceessssffuull  cchhaannggee  
mmaannaaggeemmeenntt  ppllaann..  
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At the end of this At the end of this At the end of this At the end of this sssstep you will havetep you will havetep you will havetep you will have::::    

 IIIIIIIIddddddddeeeeeeeennnnnnnnttttttttiiiiiiiiffffffff iiiiiiiieeeeeeeedddddddd        tttttttthhhhhhhheeeeeeee        ssssssssiiiiiiiittttttttuuuuuuuuaaaaaaaattttttttiiiiiiiioooooooonnnnnnnn        tttttttthhhhhhhhaaaaaaaatttttttt        hhhhhhhhaaaaaaaassssssss        bbbbbbbbrrrrrrrroooooooouuuuuuuugggggggghhhhhhhhtttttttt        aaaaaaaabbbbbbbboooooooouuuuuuuutttttttt        tttttttthhhhhhhheeeeeeee        cccccccchhhhhhhhaaaaaaaannnnnnnnggggggggeeeeeeee        

 IIIIIIIIddddddddeeeeeeeennnnnnnnttttttttiiiiiiiiffffffff iiiiiiiieeeeeeeedddddddd        tttttttthhhhhhhheeeeeeee        ssssssssiiiiiiiizzzzzzzzeeeeeeee        aaaaaaaannnnnnnndddddddd        tttttttthhhhhhhheeeeeeee        cccccccchhhhhhhhaaaaaaaarrrrrrrraaaaaaaacccccccctttttttteeeeeeeerrrrrrrriiiiiiiissssssssttttttttiiiiiiiiccccccccssssssss        ooooooooffffffff        tttttttthhhhhhhheeeeeeee        cccccccchhhhhhhhaaaaaaaannnnnnnnggggggggeeeeeeee        

 DDDDDDDDeeeeeeeeffffffff iiiiiiiinnnnnnnneeeeeeeedddddddd        tttttttthhhhhhhheeeeeeee        ccccccccuuuuuuuurrrrrrrrrrrrrrrreeeeeeeennnnnnnntttttttt        ssssssssttttttttaaaaaaaatttttttteeeeeeee        

 DDDDDDDDeeeeeeeeffffffff iiiiiiiinnnnnnnneeeeeeeedddddddd        wwwwwwwwhhhhhhhhaaaaaaaatttttttt        tttttttthhhhhhhheeeeeeee        ffffffffuuuuuuuuttttttttuuuuuuuurrrrrrrreeeeeeee        wwwwwwwwiiiiiiiillllllllllllllll        llllllllooooooooooooooookkkkkkkk        lllllllliiiiiiiikkkkkkkkeeeeeeee        

 IIIIIIIIddddddddeeeeeeeennnnnnnnttttttttiiiiiiiiffffffff iiiiiiiieeeeeeeedddddddd        tttttttthhhhhhhheeeeeeee        ccccccccoooooooonnnnnnnncccccccceeeeeeeepppppppptttttttt        sssssssshhhhhhhhiiiiiiiiffffffffttttttttssssssss        

 IIIIIIIIddddddddeeeeeeeennnnnnnnttttttttiiiiiiiiffffffff iiiiiiiieeeeeeeedddddddd        tttttttthhhhhhhheeeeeeee        oooooooorrrrrrrrggggggggaaaaaaaannnnnnnniiiiiiiissssssssaaaaaaaattttttttiiiiiiiioooooooonnnnnnnnaaaaaaaallllllll        rrrrrrrreeeeeeeeaaaaaaaaddddddddiiiiiiiinnnnnnnneeeeeeeessssssssssssssss        ttttttttoooooooo        cccccccchhhhhhhhaaaaaaaannnnnnnnggggggggeeeeeeee        
 

11111111........11111111........  TTTTTTTTyyyyyyyyppppppppeeeeeeee        ooooooooffffffff        cccccccchhhhhhhhaaaaaaaannnnnnnnggggggggeeeeeeee        

  DDeessccrriibbee  tthhee  ttyyppee  ooff  cchhaannggee..    

  WWhhiicchh  ooff  tthhee  ffoolllloowwiinngg  ddooeess  iitt  llooookk  lliikkee??  
  

PPoolliiccyy  cchhaannggee  

PPrroocceessss  cchhaannggee  

SSyysstteemm  cchhaannggee  

CChhaannggeedd  jjoobb  rroolleess  

SSccaallee  ooff  tthhee  cchhaannggee  --  llaarrggee  oorr  ssmmaallll  

SSppeeeedd  ooff  cchhaannggee  --  ffaasstt  oorr  ssllooww  

OOtthheerr  

11111111........22222222........  RRRRRRRReeeeeeeeaaaaaaaassssssssoooooooonnnnnnnn        ffffffffoooooooorrrrrrrr        tttttttthhhhhhhheeeeeeee        cccccccchhhhhhhhaaaaaaaannnnnnnnggggggggeeeeeeee        

  DDeessccrriibbee  tthhee  rreeaassoonn  ffoorr  tthhee  cchhaannggee  ––  eexxaammppllee::  BBuussiinneessss  bbeenneeffiitt  

 

SSSSSSSSTTTTTTTTEEEEEEEEPPPPPPPP        11111111        

IDENTIFY THE CHANGEIDENTIFY THE CHANGEIDENTIFY THE CHANGEIDENTIFY THE CHANGE 
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11111111........33333333........  SSSSSSSSccccccccooooooooppppppppeeeeeeee        tttttttthhhhhhhheeeeeeee        cccccccchhhhhhhhaaaaaaaannnnnnnnggggggggeeeeeeee        

  DDeessccrriibbee  wwhhoo  iinn  tthhee  bbuussiinneessss  iitt  iinncclluuddeess??    

  HHooww  ffaarr  rreeaacchhiinngg  iinn  tthhee  oorrggaanniissaattiioonn  iiss  tthhee  cchhaannggee??  

  
  

DDeeppaarrttmmeenntt  

WWoorrkk  GGrroouuppss  

BBuussiinneessss  UUnniitt  

DDiivviissiioonn  

PPeeooppllee  

SSyysstteemmss  

OOtthheerr  

  IIss  iitt  tthhee  ssaammee  ffoorr  eeaacchh  ooff  tthhee  bbuussiinneessss  uunniittss??  

11111111........44444444........  WWWWWWWWhhhhhhhheeeeeeeerrrrrrrreeeeeeee        aaaaaaaarrrrrrrreeeeeeee        yyyyyyyyoooooooouuuuuuuu        nnnnnnnnoooooooowwwwwwww????????        

  DDeessccrriibbee  tthhee  ssiittuuaattiioonn  iinn  tthhee  oorrggaanniissaattiioonn  ccuurrrreennttllyy..  

  DDeessccrriibbee  tthhee  pprroobblleemm..  

  WWhhaatt  iiss  tthhee  ccaauussee??  

  DDeeffiinnee  tthhee  ccoonntteexxtt  aanndd  cchhaalllleennggeess  ssuurrrroouunnddiinngg  yyoouurr  iinniittiiaattiivvee..  

11111111........55555555........  WWWWWWWWhhhhhhhheeeeeeeerrrrrrrreeeeeeee        ddddddddoooooooo        yyyyyyyyoooooooouuuuuuuu        wwwwwwwwaaaaaaaannnnnnnntttttttt        ttttttttoooooooo        bbbbbbbbeeeeeeee????????        

  DDeessccrriibbee  wwhhaatt  tthhee  ffuuttuurree  ssttaattee  wwiillll  bbrriinngg..  

  DDeessccrriibbee  wwhhaatt  iitt  wwiillll  ffeeeell  lliikkee..  

  DDeessccrriibbee  wwhhaatt  iitt  wwiillll  llooookk  lliikkee..  

  DDeessccrriibbee  wwhhaatt  yyoouu  wwiillll  sseeee  ppeeooppllee  ddooiinngg  //  ssaayyiinngg..  

  DDeessccrriibbee  wwhhaatt  wwiillll  bbee  ddoonnee  ddiiffffeerreennttllyy..  

  DDeessccrriibbee  wwhhaatt  rroolleess  wwiillll  bbee  aaffffeecctteedd  iinn  tthhee  oorrggaanniissaattiioonn  aanndd  hhooww..  

  DDeessccrriibbee  wwhhaatt  wwiillll  iimmpprroovvee..  
 

The SLM Maturity Framework could be used as a benchmarking tool here to articulate the The SLM Maturity Framework could be used as a benchmarking tool here to articulate the The SLM Maturity Framework could be used as a benchmarking tool here to articulate the The SLM Maturity Framework could be used as a benchmarking tool here to articulate the 
key areas of improvement from the current state to future state. It can be found in the SLM key areas of improvement from the current state to future state. It can be found in the SLM key areas of improvement from the current state to future state. It can be found in the SLM key areas of improvement from the current state to future state. It can be found in the SLM 
Implementation Toolbox on the QGCIO siImplementation Toolbox on the QGCIO siImplementation Toolbox on the QGCIO siImplementation Toolbox on the QGCIO site te te te SLM Implementation ToolboxSLM Implementation ToolboxSLM Implementation ToolboxSLM Implementation Toolbox.    

11111111........66666666........  WWWWWWWWhhhhhhhhaaaaaaaatttttttt        aaaaaaaarrrrrrrreeeeeeee        tttttttthhhhhhhheeeeeeee        ffffffffiiiiiiiivvvvvvvveeeeeeee        ((((((((55555555))))))))        ccccccccoooooooonnnnnnnncccccccceeeeeeeepppppppptttttttt        sssssssshhhhhhhhiiiiiiiiffffffffttttttttssssssss        rrrrrrrreeeeeeeeqqqqqqqquuuuuuuuiiiiiiiirrrrrrrreeeeeeeedddddddd        ffffffffoooooooorrrrrrrr        tttttttthhhhhhhhiiiiiiiissssssss        cccccccchhhhhhhhaaaaaaaannnnnnnnggggggggeeeeeeee        ttttttttoooooooo        ooooooooccccccccccccccccuuuuuuuurrrrrrrr????????        

IInn  oorrddeerr  ttoo  bbrriinngg  aabboouutt  tthhiiss  ffuuttuurree  ssttaattee  iitt  wwiillll  rreeqquuiirree  nneeww  wwaayyss  ooff  tthhiinnkkiinngg..  TThhiiss  iiss  uussuuaallllyy  
bbrroouugghhtt  aabboouutt  bbyy  aa  ppaarraaddiiggmm  oorr  mmiinndd  sshhiifftt..  

  DDeessccrriibbee  wwhhaatt  wwiillll  bbee  tthhee  ggaapp..  

  DDeessccrriibbee  hhooww  ppeeooppllee  wwiillll  nneeeedd  ttoo  tthhiinnkk  ddiiffffeerreennttllyy  aabboouutt  tthhiiss  cchhaannggee..  

11111111........77777777........  CCCCCCCChhhhhhhheeeeeeeecccccccckkkkkkkk        oooooooorrrrrrrrggggggggaaaaaaaannnnnnnniiiiiiiissssssssaaaaaaaattttttttiiiiiiiioooooooonnnnnnnnaaaaaaaallllllll        cccccccchhhhhhhhaaaaaaaannnnnnnnggggggggeeeeeeee        rrrrrrrreeeeeeeeaaaaaaaaddddddddiiiiiiiinnnnnnnneeeeeeeessssssssssssssss        

  AA  ddeettaaiilleedd  rreeaaddiinneessss  cchheecckklliisstt  mmuusstt  bbee  ccoommpplleetteedd  ttoo  eennssuurree  aallll  eelleemmeennttss  ooff  tthhee  cchhaannggee  
hhaavvee  bbeeeenn  aaddddrreesssseedd..  

  IIddeennttiiffyy  pprreelliimmiinnaarryy  wwoorrkk  ttoo  bbee  aasssseesssseedd  pprriioorr  ttoo  iimmpplleemmeennttaattiioonn..  

  TTrraaiinniinngg  nneeeeddss  aannaallyyssiiss..  

  WWoorrkkffoorrccee  ccaappaacciittyy..  
 
 

See Attachment 1 See Attachment 1 See Attachment 1 See Attachment 1 ––––    Organisational change readiness checklistOrganisational change readiness checklistOrganisational change readiness checklistOrganisational change readiness checklist    
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At tAt tAt tAt the end he end he end he end of this step you will be able toof this step you will be able toof this step you will be able toof this step you will be able to::::    

 CCCCCCCCoooooooonnnnnnnnssssssssiiiiiiiiddddddddeeeeeeeerrrrrrrr        aaaaaaaa        rrrrrrrraaaaaaaannnnnnnnggggggggeeeeeeee        ooooooooffffffff        ooooooooppppppppttttttttiiiiiiiioooooooonnnnnnnnssssssss,,,,,,,,        ssssssssoooooooolllllllluuuuuuuuttttttttiiiiiiiioooooooonnnnnnnnssssssss        aaaaaaaannnnnnnndddddddd        aaaaaaaaccccccccttttttttiiiiiiiioooooooonnnnnnnnssssssss        ttttttttoooooooo        iiiiiiiimmmmmmmmpppppppplllllllleeeeeeeemmmmmmmmeeeeeeeennnnnnnntttttttt        tttttttthhhhhhhheeeeeeee        cccccccchhhhhhhhaaaaaaaannnnnnnnggggggggeeeeeeee        

 EEEEEEEEsssssssstttttttt iiiiiiiimmmmmmmmaaaaaaaatttttttteeeeeeee        tttttttthhhhhhhheeeeeeee        ccccccccoooooooosssssssstttttttt        ooooooooffffffff        cccccccchhhhhhhhaaaaaaaannnnnnnnggggggggeeeeeeee        

 AAAAAAAAsssssssssssssssseeeeeeeessssssssssssssss        tttttttthhhhhhhheeeeeeee        rrrrrrrriiiiiiiisssssssskkkkkkkkssssssss        iiiiiiiinnnnnnnnvvvvvvvvoooooooollllllllvvvvvvvveeeeeeeedddddddd        iiiiiiiinnnnnnnn        iiiiiiiimmmmmmmmpppppppplllllllleeeeeeeemmmmmmmmeeeeeeeennnnnnnnttttttttaaaaaaaattttttttiiiiiiiioooooooonnnnnnnn        ooooooooffffffff        tttttttthhhhhhhheeeeeeee        cccccccchhhhhhhhaaaaaaaannnnnnnnggggggggeeeeeeee........        

22222222........11111111........  HHHHHHHHoooooooowwwwwwww        wwwwwwwwiiiiiiiillllllllllllllll        yyyyyyyyoooooooouuuuuuuu        ggggggggeeeeeeeetttttttt        tttttttthhhhhhhheeeeeeeerrrrrrrreeeeeeee????????        

TThheerree  wwiillll  bbee  aa  nnuummbbeerr  ooff  aarreeaass  iinn  tthhee  oorrggaanniissaattiioonn  tthhaatt  wwiillll  bbee  iimmppaacctteedd  oonn  aass  aa  rreessuulltt  ooff  tthhiiss  
cchhaannggee  aanndd  eeaacchh  aarreeaa  nneeeeddss  ttoo  bbee  ggiivveenn  ccoonnssiiddeerraattiioonn..  

RRRRRRRRaaaaaaaatttttttt iiiiiiiioooooooonnnnnnnnaaaaaaaallllllll        

  DDoo  yyoouu  nneeeedd  aa  nneeww  oorrggaanniissaattiioonn  ssttrruuccttuurree??  

  DDoo  yyoouu  nneeeedd  nneeww  ssyysstteemmss??  

  WWiillll  yyoouu  nneeeedd  nneeww  pprroocceesssseess??  

NNNNNNNNoooooooonnnnnnnn--------rrrrrrrraaaaaaaattttttttiiiiiiiioooooooonnnnnnnnaaaaaaaallllllll        

  WWhhaatt  rreellaattiioonnsshhiippss  wwiillll  cchhaannggee??  

  WWiillll  tthhee  ccuullttuurree  eemmbbrraaccee  oorr  rreejjeecctt  tthhiiss  cchhaannggee??  

  HHooww  wwiillll  tthhee  ssttaakkeehhoollddeerrss  sshhaarree  iinnffoorrmmaattiioonn  aanndd  ttrraannssffeerr  kknnoowwlleeddggee??  

22222222........22222222........  PPPPPPPPrrrrrrrroooooooocccccccceeeeeeeessssssssssssssss        CCCCCCCChhhhhhhhaaaaaaaannnnnnnnggggggggeeeeeeee        

PPrroocceessss  cchhaannggeess  tteenndd  ttoo  bbee  mmoorree  ccoommpplleexx  ssoo  yyoouu  mmaayy  wwaanntt  ttoo  ccoonnssiiddeerr  tthhee  ffoolllloowwiinngg  
qquueessttiioonnss  ttoo  aadddd  mmoorree  ccllaarriittyy..  

  DDooeess  tthhiiss  cchhaannggee  rreepprreesseenntt  aa  ccoommpplleetteellyy  nneeww  pprroocceessss  ffoorr  tthhee  oorrggaanniissaattiioonn,,  oorr  aa  
ddiiffffeerreenntt  aapppplliiccaattiioonn  ooff  aann  eexxiissttiinngg  pprroocceessss??  

  WWhhaatt  aarree  tthhee  mmaajjoorr  cchhaannggeess  ttoo  pprroocceesssseess??      
((YYoouu  mmaayy  nneeeedd  ttoo  ‘‘bbrreeaakk  tthhiiss  ddoowwnn’’  iinnttoo  ddiissccrreettee  ccoommppoonneennttss  ttoo  aallllooww  ttaannggiibbllee  ddeessccrriippttiioonnss..))  

  WWhhaatt  iiss  ggooiinngg  ttoo  bbee  ddoonnee  ddiiffffeerreennttllyy??  
((YYoouu  mmaayy  nneeeedd  ttoo  ‘‘bbrreeaakk  tthhiiss  ddoowwnn’’  iinnttoo  ddiissccrreettee  ccoommppoonneennttss  ttoo  aallllooww  ttaannggiibbllee  ddeessccrriippttiioonnss..))  

22222222........33333333........  PPPPPPPPeeeeeeeeoooooooopppppppplllllllleeeeeeee        CCCCCCCChhhhhhhhaaaaaaaannnnnnnnggggggggeeeeeeee        

IInn  tthhee  pprroocceessss  ooff  mmaakkiinngg  tthhiiss  cchhaannggee  tthheerree  mmaayy  bbee  aann  aaffffeecctt  oonn  ppeeooppllee’’ss  jjoobb  rroolleess  aanndd  
rreessppoonnssiibbiilliittiieess..  CChhaannggee  wwiillll  iinnvvaarriiaabbllyy  ccoonnffrroonntt  mmaannyy  rreellaattiioonnsshhiippss  eessppeecciiaallllyy  tthhoossee  tthhaatt  
rreeqquuiirree  aa  sseett  ooff  nneeww  bbeehhaavviioouurrss..  

  WWhhaatt  rroolleess  wwiitthhiinn  tthhee  oorrggaanniissaattiioonn  aarree  aaffffeecctteedd,,  aanndd  hhooww??  

  WWhhaatt  pprree--rreeqquuiissiittee  kknnoowwlleeddggee  oorr  ttrraaiinniinngg  iiss  rreeqquuiirreedd??  

  WWhhaatt  wwoorrkk  pprraaccttiicceess  wwiillll  bbee  aaffffeecctteedd??  

  IIss  tthheerree  aa  nneeeedd  ffoorr  nneeww  rreellaattiioonnsshhiippss  ttoo  bbee  bbuuiilltt??  ((tthhiirrdd  ppaarrttyy))  

  WWhhaatt  nneeww  bbeehhaavviioouurrss  aarree  rreeqquuiirreedd??  
 
 

The Roles and Responsibility Guide from the QGCIO site The Roles and Responsibility Guide from the QGCIO site The Roles and Responsibility Guide from the QGCIO site The Roles and Responsibility Guide from the QGCIO site SLM Implementation Toolbox    
could be used as a guide for new rolecould be used as a guide for new rolecould be used as a guide for new rolecould be used as a guide for new role    descriptionsdescriptionsdescriptionsdescriptions....    
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PARTICULARS OF PARTICULARS OF PARTICULARS OF PARTICULARS OF THE CHANGETHE CHANGETHE CHANGETHE CHANGE 
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22222222........44444444........  IIIIIIIInnnnnnnnffffffffoooooooorrrrrrrrmmmmmmmmaaaaaaaattttttttiiiiiiiioooooooonnnnnnnn        SSSSSSSShhhhhhhhaaaaaaaarrrrrrrriiiiiiiinnnnnnnngggggggg        

TThhrroouugghhoouutt  tthhee  pprroocceessss  ooff  cchhaannggee  iinnffoorrmmaattiioonn  wwiillll  bbee  ddiissttrriibbuutteedd  aanndd  iinntteerrpprreetteedd  bbyy  ssttaaffff  iinn  
mmaannyy  ddiiffffeerreenntt  wwaayyss..  IItt  iiss  tthhiiss  pprroocceessss  tthhaatt  wwiillll  bbee  iimmppoorrttaanntt  iinn  mmaannaaggiinngg  eexxppeeccttaattiioonnss  aanndd  
ddeeaalliinngg  wwiitthh  tthhee  rruummoouurr  mmiillll..  

  WWhhaatt  ppoolliicciieess  aanndd  pprroocceedduurreess  nneeeedd  ttoo  bbee  cchhaannggeedd??  

  WWhhaatt  mmeetthhooddss  aarree  uusseedd  ffoorr  sshhaarriinngg  ccuurrrreenntt  aanndd  uuppddaatteedd  iinnffoorrmmaattiioonn  aanndd  ddooeess  tthheerree  
nneeeedd  ttoo  bbee  nneeww  cchhaannnneellss  ddeevveellooppeedd??  ((IInnttrraanneett,,  ddaaiillyy  mmeessssaaggeess  eettcc..))  

  WWhhaatt  pprroocceesssseess  aarree  iinn  ppllaaccee  ttoo  mmaannaaggee  tthhee  kknnoowwlleeddggee  aabboouutt  tthhee  pprroojjeecctt??  

22222222........55555555........  CCCCCCCCoooooooosssssssstttttttt        ooooooooffffffff        cccccccchhhhhhhhaaaaaaaannnnnnnnggggggggeeeeeeee        

UUnnddeerrssttaannddiinngg  tthhee  rreeaall  ccoosstt  ttoo  tthhee  oorrggaanniissaattiioonn  iinn  iimmpplleemmeennttiinngg  aa  cchhaannggee  iinniittiiaattiivvee  iiss  oonnee  
wwaayy  ooff  oovveerrccoommiinngg  kkeeyy  bbaarrrriieerrss  ttoo  ssuucccceessssffuull  cchhaannggee..  GGaaiinniinngg  tthhee  rriigghhtt  lleevveell  ooff  rreessoouurrcciinngg  iiss  
iimmppoorrttaanntt  aanndd  sshhoouulldd  bbee  ccoonnssiiddeerreedd  uuppffrroonntt..  

  WWhhaatt  wwoouulldd  bbee  aann  eessttiimmaattee  ooff  tthhee  ttoottaall  ccoosstt  ffoorr  tthhee  aaccttiivviittiieess  rreeqquuiirreedd  ttoo  ccaarrrryy  oouutt  tthhee  
cchhaannggee  iinniittiiaattiivvee??  

  WWhheerree  wwiillll  tthhee  ffuunnddss  ccoommee  ffrroomm??  

  HHaass  tthhiiss  bbeeeenn  nneeggoottiiaatteedd  wwiitthh  tthhee  ccuussttoommeerr  aanndd  ssppoonnssoorr??  

22222222........66666666........  RRRRRRRRiiiiiiiisssssssskkkkkkkk        AAAAAAAAsssssssssssssssseeeeeeeessssssssssssssssmmmmmmmmeeeeeeeennnnnnnntttttttt        

IInn  tthhee  pprroocceessss  ooff  ccoonnssiiddeerriinngg  tthhee  ddiiffffeerreenntt  aassppeeccttss  ooff  tthhee  cchhaannggee  wwee  nneeeedd  ttoo  ccoonnssiiddeerr  wwhhaatt  
mmiigghhtt  hhaappppeenn  lleeaaddiinngg  uupp  ttoo  aanndd  iimmpplleemmeennttiinngg  tthhee  cchhaannggee  aass  wweellll  aass  wwhhaatt  mmaayy  bbee  tthhee  
uunniinntteennddeedd  ccoonnsseeqquueenncceess  ooff  tthhee  cchhaannggee..  KKeeeepp  iinn  mmiinndd  tthhaatt  tthhee  llaarrggeerr  aanndd  mmoorree  ddiissrruuppttiivvee  
tthhee  cchhaannggee  tthhee  ggrreeaatteerr  tthhee  rriisskk  wwhheerreebbyy  ssmmaallll  aanndd  iinnccrreemmeennttaall  cchhaannggee  wwiillll  hhaavvee  lleessss  rriisskk..  
TThhee  RRiisskk  MMaattrriixx  wwiillll  aallllooww  yyoouu  ttoo  aasssseessss  tthhee  lliikkeelliihhoooodd  aanndd  ccoonnsseeqquueenncceess  ooff  tthhee  cchhaannggee  ttoo  
iinnddiiccaattee  wwhheetthheerr  tthhee  aaccttiivviittyy  iiss  aa  llooww,,  mmeeddiiuumm  oorr  hhiigghh  rriisskk  ttoo  tthhee  pprroojjeecctt..  

  WWhhaatt  rriisskkss  mmaayy  ooccccuurr  uuppffrroonntt,,  dduurriinngg  iimmpplleemmeennttaattiioonn  aanndd  aafftteerr  iimmpplleemmeennttaattiioonn??  

  WWhhaatt  ttaaccttiiccss  wwiillll  yyoouu  ppuutt  iinn  ppllaaccee  ttoo  mmiinniimmiissee  tthheessee  rriisskkss??  
 
 

The The Risk Assessment TemplateThe The Risk Assessment TemplateThe The Risk Assessment TemplateThe The Risk Assessment Template    (GEA) could be use. It can be found in the SLM (GEA) could be use. It can be found in the SLM (GEA) could be use. It can be found in the SLM (GEA) could be use. It can be found in the SLM 
Implementation Tool box on the QGCIO siteImplementation Tool box on the QGCIO siteImplementation Tool box on the QGCIO siteImplementation Tool box on the QGCIO site  SLM Implementation Toolbox....    

  

  

See Attachment 2 See Attachment 2 See Attachment 2 See Attachment 2 ––––    Risk Assessment Matrix and TableRisk Assessment Matrix and TableRisk Assessment Matrix and TableRisk Assessment Matrix and Table    
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DrivingDrivingDrivingDriving    

AdvocacyAdvocacyAdvocacyAdvocacy    

Active ParticipationActive ParticipationActive ParticipationActive Participation    

WillingnessWillingnessWillingnessWillingness    

UnderstandingUnderstandingUnderstandingUnderstanding    

[List Role][List Role][List Role][List Role]    

[List Role][List Role][List Role][List Role]    

[List [List [List [List Role]Role]Role]Role]    

[List Role][List Role][List Role][List Role]    

[List Role][List Role][List Role][List Role]    

DDDDiiiiaaaaggggrrrraaaammmm    1111::::        LLLLeeeevvvveeeellllssss    ooooffff    PPPPaaaarrrrttttiiiicccciiiippppaaaattttiiiioooonnnn    

 

 
 
 
 
 
 
In In In In designdesigndesigndesigninginginging    youryouryouryour    approach to the change approach to the change approach to the change approach to the change you you you you will be able to:will be able to:will be able to:will be able to:    

 IIIIIIIIddddddddeeeeeeeennnnnnnnttttttttiiiiiiiiffffffffyyyyyyyy        tttttttthhhhhhhheeeeeeee        ssssssssttttttttaaaaaaaakkkkkkkkeeeeeeeehhhhhhhhoooooooollllllllddddddddeeeeeeeerrrrrrrrssssssss        aaaaaaaannnnnnnndddddddd        tttttttthhhhhhhheeeeeeeeiiiiiiiirrrrrrrr        rrrrrrrroooooooolllllllleeeeeeeessssssss        

 IIIIIIIIddddddddeeeeeeeennnnnnnnttttttttiiiiiiiiffffffffyyyyyyyy        bbbbbbbbaaaaaaaarrrrrrrrrrrrrrrriiiiiiiieeeeeeeerrrrrrrrssssssss        ooooooooffffffff        rrrrrrrreeeeeeeessssssssiiiiiiiissssssssttttttttaaaaaaaannnnnnnncccccccceeeeeeee        

 IIIIIIIIddddddddeeeeeeeennnnnnnnttttttttiiiiiiiiffffffffyyyyyyyy        aaaaaaaa        cccccccchhhhhhhhaaaaaaaannnnnnnnggggggggeeeeeeee        mmmmmmmmaaaaaaaannnnnnnnaaaaaaaaggggggggeeeeeeeemmmmmmmmeeeeeeeennnnnnnntttttttt        tttttttteeeeeeeeaaaaaaaammmmmmmm        wwwwwwwwiiiiiiiitttttttthhhhhhhh        tttttttthhhhhhhheeeeeeeeiiiiiiiirrrrrrrr        rrrrrrrroooooooolllllllleeeeeeeessssssss        aaaaaaaannnnnnnndddddddd        rrrrrrrreeeeeeeessssssssppppppppoooooooonnnnnnnnssssssssiiiiiiiibbbbbbbbiiiiiiiilllllllliiiiiiiitttttttt iiiiiiiieeeeeeeessssssss        

33333333........11111111  SSSSSSSSttttttttaaaaaaaakkkkkkkkeeeeeeeehhhhhhhhoooooooollllllllddddddddeeeeeeeerrrrrrrr        AAAAAAAAnnnnnnnnaaaaaaaallllllllyyyyyyyyssssssssiiiiiiiissssssss        PPPPPPPPyyyyyyyyrrrrrrrraaaaaaaammmmmmmmiiiiiiiidddddddd        

IIddeennttiiffyyiinngg  tthhee  lleevveellss  ooff  ppaarrttiicciippaattiioonn  ooff  ssttaakkeehhoollddeerrss  iinn  tthhee  cchhaannggee  pprroocceessss  aalllloowwss  yyoouu  ttoo  
mmaakkee  ssuurree  tthhaatt  aa  wwiiddee  vvaarriieettyy  ooff  iinntteerreessttss  aarree  ttaakkeenn  iinnttoo  aaccccoouunntt..  TThhee  iimmppaacctt  aasssseessssmmeenntt  ooff  
tthhee  cchhaannggee  aatt  eeaacchh  ooff  tthhee  ppaarrttiicciippaattiioonn  lleevveellss  wwiillll  pprroovviiddee  yyoouu  wwiitthh  vvaalluuaabbllee  iinnffoorrmmaattiioonn  aass  ttoo  
hhooww  ssttaakkeehhoollddeerrss  mmaayy  rreeaacctt  ttoo  tthhee  cchhaannggee..  TThhiiss  iinnffoorrmmaattiioonn  wwiillll  aallssoo  iiddeennttiiffyy  aatt  wwhhaatt  lleevveell  
ssttaakkeehhoollddeerrss  nneeeedd  ttoo  bbee  eennggaaggeedd  aatt  ii..ee..  aaddvvooccaatteess,,  ddrriivveerrss,,  oorr  ppaarrttiicciippaattoorrss  eettcc..  

  WWhhaatt  aarree  tthhee  ssppeecciiffiicc  ttaarrggeett  ggrroouuppss//aauuddiieenncceess  tthhaatt  wwiillll  bbee  iimmppaacctteedd  bbyy  tthhiiss  cchhaannggee??  

  WWhhoo  mmiigghhtt  bbee  aabbllee  ttoo  hheellpp  yyoouu  tthhee  mmoosstt??  ((aaddvvooccaatteess,,  eeaarrllyy  aaddppootteerrss))  

  WWhhoo  mmiigghhtt  pprreesseenntt  tthhee  mmoosstt  rreessiissttaannccee??  

  WWhhoo  wwiillll  bbee  tthhee  cchhaannggee  lleevveerrss??  ((ddrriivveerrss))  
  

LLiisstt  tthhee  rroolleess  iinn  tthhee  ffoolllloowwiinngg  ddiiaaggrraamm  oorr  uussee  tthhee  ttaabbllee  ttoo  iiddeennttiiffyy  wwhhoo  oorr  wwhhaatt  ggrroouuppss  ooff  
ppeeooppllee  wwiillll  ppaarrttiicciippaattee  aatt  eeaacchh  ooff  tthhee  vvaarriioouuss  lleevveellss..  

IInn  tthhee  ccaassee  ooff  tthhee  ssppoonnssoorrss  rroollee  iinn  ddrriivviinngg  tthhee  cchhaannggee  yyoouu  mmaayy  wwaanntt  ttoo  ccoonnssiiddeerr  tthhee  sskkiillllss  
lleevveell  tthheeyy  mmaayy  hhaavvee  iinn  cchhaannggee  mmaannaaggeemmeenntt..  IIff  tthhiiss  iiss  lliimmiitteedd  tthheenn  aa  ccooaacchhiinngg  ppllaann  sshhoouulldd  bbee  
ccoonnssiiddeerreedd..  
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LLLLLLLLeeeeeeeevvvvvvvveeeeeeeellllllll        ooooooooffffffff        
PPPPPPPPaaaaaaaarrrrrrrrttttttttiiiiiiiicccccccciiiiiiiippppppppaaaaaaaattttttttiiiiiiiioooooooonnnnnnnn        

WWWWWWWWhhhhhhhhoooooooo        DDDDDDDDeeeeeeeessssssssccccccccrrrrrrrriiiiiiiippppppppttttttttiiiiiiiioooooooonnnnnnnn        ooooooooffffffff        SSSSSSSSttttttttaaaaaaaakkkkkkkkeeeeeeeehhhhhhhhoooooooollllllllddddddddeeeeeeeerrrrrrrr        

DDDDDDDDrrrrrrrriiiiiiiivvvvvvvviiiiiiiinnnnnnnngggggggg        

LLLLLLLLiiiiiiiisssssssstttttttt        tttttttthhhhhhhheeeeeeee        nnnnnnnnaaaaaaaammmmmmmmeeeeeeee        ooooooooffffffff        

tttttttthhhhhhhheeeeeeee        ggggggggeeeeeeeennnnnnnneeeeeeeerrrrrrrriiiiiiiicccccccc        rrrrrrrroooooooolllllllleeeeeeee        
ooooooooffffffff        IIIIIIIInnnnnnnnddddddddiiiiiiiivvvvvvvviiiiiiiidddddddduuuuuuuuaaaaaaaallllllllssssssss        oooooooorrrrrrrr        
GGGGGGGGrrrrrrrroooooooouuuuuuuuppppppppssssssss        

SSSSSSSSttttttttaaaaaaaakkkkkkkkeeeeeeeehhhhhhhhoooooooollllllllddddddddeeeeeeeerrrrrrrrssssssss        aaaaaaaatttttttt        tttttttthhhhhhhhiiiiiiiissssssss        lllllllleeeeeeeevvvvvvvveeeeeeeellllllll        aaaaaaaarrrrrrrreeeeeeee        ddddddddiiiiiiiirrrrrrrreeeeeeeeccccccccttttttttllllllllyyyyyyyy        iiiiiiiimmmmmmmmppppppppaaaaaaaacccccccctttttttteeeeeeeedddddddd        bbbbbbbbyyyyyyyy        tttttttthhhhhhhheeeeeeee        cccccccchhhhhhhhaaaaaaaannnnnnnnggggggggeeeeeeee        aaaaaaaannnnnnnndddddddd        
hhhhhhhhaaaaaaaavvvvvvvveeeeeeee        ssssssssoooooooommmmmmmmeeeeeeee        rrrrrrrreeeeeeeessssssssppppppppoooooooonnnnnnnnssssssssiiiiiiiibbbbbbbbiiiiiiiillllllll iiiiiiiittttttttyyyyyyyy        ffffffffoooooooorrrrrrrr        tttttttthhhhhhhheeeeeeee        cccccccchhhhhhhhaaaaaaaannnnnnnnggggggggeeeeeeee        pppppppprrrrrrrroooooooocccccccceeeeeeeessssssssssssssss........                AAAAAAAAddddddddddddddddiiiiiiiittttttttiiiiiiiioooooooonnnnnnnnaaaaaaaallllllllllllllllyyyyyyyy,,,,,,,,        tttttttthhhhhhhheeeeeeeerrrrrrrreeeeeeee        
iiiiiiiissssssss        aaaaaaaannnnnnnn        eeeeeeeexxxxxxxxppppppppeeeeeeeeccccccccttttttttaaaaaaaattttttttiiiiiiiioooooooonnnnnnnn        tttttttthhhhhhhhaaaaaaaatttttttt        tttttttthhhhhhhheeeeeeeeiiiiiiiirrrrrrrr        rrrrrrrroooooooolllllllleeeeeeee        rrrrrrrreeeeeeeeqqqqqqqquuuuuuuuiiiiiiiirrrrrrrreeeeeeeessssssss        tttttttthhhhhhhheeeeeeeemmmmmmmm        ttttttttoooooooo        lllllllleeeeeeeeaaaaaaaadddddddd        tttttttthhhhhhhheeeeeeee        
iiiiiiiimmmmmmmmpppppppplllllllleeeeeeeemmmmmmmmeeeeeeeennnnnnnnttttttttaaaaaaaattttttttiiiiiiiioooooooonnnnnnnn        ooooooooffffffff        tttttttthhhhhhhheeeeeeee        cccccccchhhhhhhhaaaaaaaannnnnnnnggggggggeeeeeeee        eeeeeeeeiiiiiiiitttttttthhhhhhhheeeeeeeerrrrrrrr        aaaaaaaatttttttt        aaaaaaaa        ssssssssiiiiiiiitttttttteeeeeeee        oooooooorrrrrrrr        aaaaaaaa        ssssssssttttttttrrrrrrrraaaaaaaatttttttteeeeeeeeggggggggiiiiiiiicccccccc        lllllllleeeeeeeevvvvvvvveeeeeeeellllllll........        TTTTTTTThhhhhhhhiiiiiiiissssssss        
uuuuuuuussssssssuuuuuuuuaaaaaaaallllllllllllllllyyyyyyyy        ccccccccaaaaaaaannnnnnnn        iiiiiiiinnnnnnnncccccccclllllllluuuuuuuuddddddddeeeeeeee        tttttttthhhhhhhheeeeeeee        ssssssssppppppppoooooooonnnnnnnnssssssssoooooooorrrrrrrrssssssss        ggggggggrrrrrrrroooooooouuuuuuuupppppppp........        

AAAAAAAAddddddddvvvvvvvvooooooooccccccccaaaaaaaatttttttteeeeeeee         

SSSSSSSSttttttttaaaaaaaakkkkkkkkeeeeeeeehhhhhhhhoooooooollllllllddddddddeeeeeeeerrrrrrrrssssssss        aaaaaaaatttttttt        tttttttthhhhhhhhiiiiiiiissssssss        lllllllleeeeeeeevvvvvvvveeeeeeeellllllll        aaaaaaaarrrrrrrreeeeeeee        ddddddddiiiiiiiirrrrrrrreeeeeeeeccccccccttttttttllllllllyyyyyyyy        iiiiiiiimmmmmmmmppppppppaaaaaaaacccccccctttttttteeeeeeeedddddddd        bbbbbbbbyyyyyyyy        tttttttthhhhhhhheeeeeeee        cccccccchhhhhhhhaaaaaaaannnnnnnnggggggggeeeeeeee        aaaaaaaannnnnnnndddddddd        
hhhhhhhhaaaaaaaavvvvvvvveeeeeeee        ssssssssoooooooommmmmmmmeeeeeeee        rrrrrrrreeeeeeeessssssssppppppppoooooooonnnnnnnnssssssssiiiiiiiibbbbbbbbiiiiiiiillllllll iiiiiiiittttttttyyyyyyyy        ffffffffoooooooorrrrrrrr        tttttttthhhhhhhheeeeeeee        cccccccchhhhhhhhaaaaaaaannnnnnnnggggggggeeeeeeee        pppppppprrrrrrrroooooooocccccccceeeeeeeessssssssssssssss........                TTTTTTTThhhhhhhheeeeeeeeiiiiiiiirrrrrrrr        rrrrrrrroooooooolllllllleeeeeeee        iiiiiiiinnnnnnnnvvvvvvvvoooooooollllllllvvvvvvvveeeeeeeessssssss        
ffffffffaaaaaaaacccccccciiiiiiiilllllllliiiiiiiittttttttaaaaaaaattttttttiiiiiiiioooooooonnnnnnnn        ooooooooffffffff        tttttttthhhhhhhheeeeeeee        cccccccchhhhhhhhaaaaaaaannnnnnnnggggggggeeeeeeee        pppppppprrrrrrrroooooooocccccccceeeeeeeessssssssssssssss        tttttttthhhhhhhhrrrrrrrroooooooouuuuuuuugggggggghhhhhhhh        ssssssssuuuuuuuuppppppppppppppppoooooooorrrrrrrrtttttttt,,,,,,,,        eeeeeeeennnnnnnnccccccccoooooooouuuuuuuurrrrrrrraaaaaaaaggggggggeeeeeeeemmmmmmmmeeeeeeeennnnnnnntttttttt        
aaaaaaaannnnnnnndddddddd        aaaaaaaabbbbbbbbiiiiiiiilllllllliiiiiiiittttttttyyyyyyyy        ttttttttoooooooo        iiiiiiiinnnnnnnnfffffffflllllllluuuuuuuueeeeeeeennnnnnnncccccccceeeeeeee        ooooooootttttttthhhhhhhheeeeeeeerrrrrrrrssssssss........        

AAAAAAAAcccccccctttttttt iiiiiiiivvvvvvvveeeeeeee        
PPPPPPPPaaaaaaaarrrrrrrrttttttttiiiiiiiicccccccciiiiiiiippppppppaaaaaaaatttttttt iiiiiiiioooooooonnnnnnnn        

 
SSSSSSSSttttttttaaaaaaaakkkkkkkkeeeeeeeehhhhhhhhoooooooollllllllddddddddeeeeeeeerrrrrrrrssssssss        aaaaaaaatttttttt        tttttttthhhhhhhhiiiiiiiissssssss        lllllllleeeeeeeevvvvvvvveeeeeeeellllllll        aaaaaaaarrrrrrrreeeeeeee        ddddddddiiiiiiiirrrrrrrreeeeeeeeccccccccttttttttllllllllyyyyyyyy        iiiiiiiimmmmmmmmppppppppaaaaaaaacccccccctttttttteeeeeeeedddddddd        bbbbbbbbyyyyyyyy        tttttttthhhhhhhheeeeeeee        cccccccchhhhhhhhaaaaaaaannnnnnnnggggggggeeeeeeee        aaaaaaaannnnnnnndddddddd        
wwwwwwwwiiiiiiiillllllllllllllll        bbbbbbbbeeeeeeee        rrrrrrrreeeeeeeeqqqqqqqquuuuuuuuiiiiiiiirrrrrrrreeeeeeeedddddddd        ttttttttoooooooo        cccccccchhhhhhhhaaaaaaaannnnnnnnggggggggeeeeeeee        ssssssssoooooooommmmmmmmeeeeeeee        aaaaaaaassssssssppppppppeeeeeeeecccccccctttttttt        ooooooooffffffff        wwwwwwwwhhhhhhhhaaaaaaaatttttttt        tttttttthhhhhhhheeeeeeeeyyyyyyyy        ddddddddoooooooo        iiiiiiiinnnnnnnn        tttttttthhhhhhhheeeeeeeeiiiiiiiirrrrrrrr        rrrrrrrroooooooolllllllleeeeeeee        
aaaaaaaannnnnnnndddddddd////////oooooooorrrrrrrr        hhhhhhhhoooooooowwwwwwww        tttttttthhhhhhhheeeeeeeeyyyyyyyy        ddddddddoooooooo        iiiiiiiitttttttt........        

WWWWWWWWiiiiiiiilllllllllllllllliiiiiiiinnnnnnnnggggggggnnnnnnnneeeeeeeessssssssssssssss         
SSSSSSSSttttttttaaaaaaaakkkkkkkkeeeeeeeehhhhhhhhoooooooollllllllddddddddeeeeeeeerrrrrrrrssssssss        aaaaaaaatttttttt        tttttttthhhhhhhhiiiiiiiissssssss        lllllllleeeeeeeevvvvvvvveeeeeeeellllllll        aaaaaaaarrrrrrrreeeeeeee        nnnnnnnnooooooootttttttt        ddddddddiiiiiiiirrrrrrrreeeeeeeeccccccccttttttttllllllllyyyyyyyy        iiiiiiiimmmmmmmmppppppppaaaaaaaacccccccctttttttteeeeeeeedddddddd        bbbbbbbbyyyyyyyy        tttttttthhhhhhhheeeeeeee        cccccccchhhhhhhhaaaaaaaannnnnnnnggggggggeeeeeeee        
hhhhhhhhoooooooowwwwwwwweeeeeeeevvvvvvvveeeeeeeerrrrrrrr        tttttttthhhhhhhheeeeeeeeyyyyyyyy        mmmmmmmmaaaaaaaayyyyyyyy        bbbbbbbbeeeeeeee        aaaaaaaasssssssskkkkkkkkeeeeeeeedddddddd        ttttttttoooooooo        pppppppprrrrrrrroooooooovvvvvvvviiiiiiiiddddddddeeeeeeee        ssssssssoooooooommmmmmmmeeeeeeee        aaaaaaaassssssssssssssssiiiiiiiissssssssttttttttaaaaaaaannnnnnnncccccccceeeeeeee        iiiiiiiinnnnnnnn        tttttttthhhhhhhheeeeeeee        
cccccccchhhhhhhhaaaaaaaannnnnnnnggggggggeeeeeeee        pppppppprrrrrrrroooooooocccccccceeeeeeeessssssssssssssss........        

UUUUUUUUnnnnnnnnddddddddeeeeeeeerrrrrrrrssssssssttttttttaaaaaaaannnnnnnnddddddddiiiiiiiinnnnnnnngggggggg         
SSSSSSSSttttttttaaaaaaaakkkkkkkkeeeeeeeehhhhhhhhoooooooollllllllddddddddeeeeeeeerrrrrrrrssssssss        aaaaaaaatttttttt        tttttttthhhhhhhhiiiiiiiissssssss        lllllllleeeeeeeevvvvvvvveeeeeeeellllllll        aaaaaaaarrrrrrrreeeeeeee        nnnnnnnnooooooootttttttt        ddddddddiiiiiiiirrrrrrrreeeeeeeeccccccccttttttttllllllllyyyyyyyy        iiiiiiiimmmmmmmmppppppppaaaaaaaacccccccctttttttteeeeeeeedddddddd        bbbbbbbbyyyyyyyy        tttttttthhhhhhhheeeeeeee        cccccccchhhhhhhhaaaaaaaannnnnnnnggggggggeeeeeeee        
hhhhhhhhoooooooowwwwwwwweeeeeeeevvvvvvvveeeeeeeerrrrrrrr        iiiiiiiitttttttt        iiiiiiiissssssss        pppppppprrrrrrrreeeeeeeeffffffffeeeeeeeerrrrrrrraaaaaaaabbbbbbbblllllllleeeeeeee        tttttttthhhhhhhhaaaaaaaatttttttt        tttttttthhhhhhhheeeeeeeeyyyyyyyy        hhhhhhhhaaaaaaaavvvvvvvveeeeeeee        aaaaaaaa        bbbbbbbbaaaaaaaassssssssiiiiiiiicccccccc        uuuuuuuunnnnnnnnddddddddeeeeeeeerrrrrrrrssssssssttttttttaaaaaaaannnnnnnnddddddddiiiiiiiinnnnnnnngggggggg        oooooooorrrrrrrr        
aaaaaaaawwwwwwwwaaaaaaaarrrrrrrreeeeeeeennnnnnnneeeeeeeessssssssssssssss        ooooooooffffffff        tttttttthhhhhhhheeeeeeee        cccccccchhhhhhhhaaaaaaaannnnnnnnggggggggeeeeeeee        ssssssssoooooooo        tttttttthhhhhhhhaaaaaaaatttttttt        tttttttthhhhhhhheeeeeeeeyyyyyyyy        ffffffffeeeeeeeeeeeeeeeellllllll        iiiiiiiinnnnnnnnffffffffoooooooorrrrrrrrmmmmmmmmeeeeeeeedddddddd........        

 

33333333........22222222  RRRRRRRReeeeeeeessssssssiiiiiiiissssssssttttttttaaaaaaaannnnnnnncccccccceeeeeeee        ttttttttoooooooo        cccccccchhhhhhhhaaaaaaaannnnnnnnggggggggeeeeeeee        

RReessiissttaannccee  iiss  aa  nnaattuurraall  aanndd  uunnaavvooiiddaabbllee  ppaarrtt  ooff  aannyy  cchhaannggee  pprroocceessss..  IItt  iiss  aa  ssuurrvviivvaall  
mmeecchhaanniissmm  wwiitthhiinn  oorrggaanniissaattiioonnss..  TThheerree  aa  nnuummbbeerr  ooff  rreeaassoonnss  wwhhyy  ssttaaffff  rreessiisstt  cchhaannggee,,  ssoo  iitt  iiss  
iimmppoorrttaanntt  ttoo  iiddeennttiiffyy  tthhee  rroooott  ccaauusseess  iinn  oorrddeerr  ttoo  ppllaann  ssoommee  ooff  yyoouurr  ssttrraatteeggiieess  ffoorr  
iimmpplleemmeennttaattiioonn..  IIddeennttiiffyyiinngg  tthhee  rroooott  ccaauussee  ccaann  bbee  ccaarrrriieedd  oouutt  iinn  aa  nnuummbbeerr  ooff  wwaayyss..  YYoouu  ccaann  
iiddeennttiiffyy  rreessiissttaannccee  bbyy  eemmppllooyyeeee  ffeeeeddbbaacckk,,  ssuuppeerrvviissoorr  iinnppuutt,,  pprroojjeecctt  tteeaamm  iissssuueess,,  aanndd  
ccoommpplliiaannccee  aauuddiittss..  

AA  ggeenneerraall  ssuurrvveeyy  ttooooll  hhaass  bbeeeenn  pprroovviiddeedd  tthhaatt  ccoovveerrss  aa  bbrrooaadd  rraannggee  ooff  aarreeaass  tthhaatt  aarree  uussuuaallllyy  
bbaarrrriieerrss  ttoo  pprroojjeeccttss..  TThhiiss  iinnffoorrmmaattiioonn  ggaatthheerreedd  bbyy  ssuurrvveeyyiinngg  vvaarriioouuss  ggrroouuppss  iimmppaacctteedd  oonn  bbyy  
tthhee  cchhaannggee  iiss  uusseeffuull  ttoo  ffoorrmmuullaattee  yyoouurr  ccoommmmuunniiccaattiioonn  aanndd  rreessiissttaannccee  ppllaann  iinn  tthhee  nneexxtt  
sseeccttiioonn..    
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33333333........33333333  RRRRRRRRoooooooolllllllleeeeeeee        ooooooooffffffff        CCCCCCCChhhhhhhhaaaaaaaannnnnnnnggggggggeeeeeeee        MMMMMMMMaaaaaaaannnnnnnnaaaaaaaaggggggggeeeeeeeemmmmmmmmeeeeeeeennnnnnnntttttttt        TTTTTTTTeeeeeeeeaaaaaaaammmmmmmm        

  IInn  tthhee  ddeevveellooppmmeenntt  ooff  yyoouurr  cchhaannggee  ssttrraatteeggiieess  yyoouu  mmaayy  wwaanntt  ttoo  ccoonnssiiddeerr  ddeevveellooppiinngg  aa  
cchhaannggee  mmaannaaggeemmeenntt  tteeaamm  wwhhoo  ccaann  hheellpp  ddrriivvee  tthhee  iimmpplleemmeennttaattiioonn  ooff  tthhee  cchhaannggee..    

  TThhee  tteeaamm  mmeemmbbeerrss  sshhoouulldd  rreepprreesseenntt  aa  vvaarriieettyy  ooff  ffuunnccttiioonnss,,  ddeeppaarrttmmeennttss  aanndd  lleevveellss  iinn  
tthhee  oorrggaanniissaattiioonn  wwhhiillsstt  rreepprreesseennttiinngg  aa  ccrroossss  sseeccttiioonn  ffrroomm  tthhee  ssttaakkeehhoollddeerr  aannaallyyssiiss  
ppyyrraammiidd..  

  TThheeyy  nneeeedd  ttoo  hhaavvee  eexxcceelllleenntt  ccoommmmuunniiccaattiioonn  sskkiillllss,,  hhaavvee  bbuussiinneessss  iinnfflluueennccee,,  bbee  
ccoommmmiitttteedd  ttoo  tthhee  cchhaannggee,,  kknnooww  tthhee  bbuussiinneessss,,  bbee  aa  tteeaamm  ppllaayyeerr  aanndd  ssoommee  cchhaannggee  
mmaannaaggeemmeenntt  eexxppeerriieennccee  wwoouulldd  bbee  aann  aasssseett..  

  TThhee  tteeaamm  ddooeess  nnoott  hhaavvee  ttoo  bbee  wwoorrkkiinngg  oonn  yyoouurr  pprroojjeecctt  ffuullll  ttiimmee  bbuutt  mmuusstt  bbee  aabbllee  ttoo  
ccoommmmiitt  ssoommee  ttiimmee  ttoo  tthhee  pprroojjeecctt..  

  TThhee  tteeaamm  mmaayy  rreeqquuiirree  ssoommee  tteeaamm  ddeevveellooppmmeenntt  ttoo  pprroovviiddee  aa  ccoommmmoonn  uunnddeerrssttaannddiinngg  ooff  
tthhee  bbuussiinneessss  iissssuueess  tthhaatt  mmoottiivvaatteedd  tthhee  cchhaannggee  aanndd  tthhee  ffuuttuurree  ssttaattee  ffoorr  tthhee  
oorrggaanniissaattiioonn..  

  TThhee  tteeaamm  nneeeedd  ttoo  iiddeennttiiffyy  rroolleess  aanndd  rreessppoonnssiibbiilliittiieess  iinn  tthhee  iimmpplleemmeennttaattiioonn  ooff  tthhee  
cchhaannggee  ppllaann..  
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AAAAAAAAnnnnnnnnaaaaaaaallllllllyyyyyyyyssssssssiiiiiiiissssssss        ooooooooffffffff        tttttttthhhhhhhheeeeeeee        iiiiiiiinnnnnnnnffffffffoooooooorrrrrrrrmmmmmmmmaaaaaaaattttttttiiiiiiiioooooooonnnnnnnn        ffffffffrrrrrrrroooooooommmmmmmm        tttttttthhhhhhhheeeeeeee        pppppppprrrrrrrreeeeeeeevvvvvvvviiiiiiiioooooooouuuuuuuussssssss        aaaaaaaarrrrrrrreeeeeeeeaaaaaaaassssssss        wwwwwwwwiiiiiiiillllllllllllllll        pppppppprrrrrrrroooooooovvvvvvvviiiiiiiiddddddddeeeeeeee        tttttttthhhhhhhheeeeeeee        bbbbbbbbaaaaaaaassssssssiiiiiiiissssssss        ffffffffoooooooorrrrrrrr        tttttttthhhhhhhheeeeeeee        ddddddddeeeeeeeevvvvvvvveeeeeeeellllllllooooooooppppppppmmmmmmmmeeeeeeeennnnnnnntttttttt        ooooooooffffffff        tttttttthhhhhhhheeeeeeee        
ffffffffoooooooolllllllllllllllloooooooowwwwwwwwiiiiiiiinnnnnnnngggggggg        ppppppppllllllllaaaaaaaannnnnnnnssssssss::::::::        

 AAAAAAAAcccccccctttttttt iiiiiiiioooooooonnnnnnnn        ppppppppllllllllaaaaaaaannnnnnnn        

 CCCCCCCCoooooooommmmmmmmmmmmmmmmuuuuuuuunnnnnnnniiiiiiiiccccccccaaaaaaaattttttttiiiiiiiioooooooonnnnnnnn        ppppppppllllllllaaaaaaaannnnnnnn        

 TTTTTTTTrrrrrrrraaaaaaaaiiiiiiiinnnnnnnniiiiiiiinnnnnnnngggggggg        ppppppppllllllllaaaaaaaannnnnnnn        

 BBBBBBBBuuuuuuuussssssssiiiiiiiinnnnnnnneeeeeeeessssssssssssssss        ssssssssyyyyyyyysssssssstttttttteeeeeeeemmmmmmmmssssssss        ppppppppllllllllaaaaaaaannnnnnnn        

 RRRRRRRReeeeeeeessssssssiiiiiiiissssssssttttttttaaaaaaaannnnnnnncccccccceeeeeeee        ppppppppllllllllaaaaaaaannnnnnnn        

44444444........11111111  AAAAAAAAccccccccttttttttiiiiiiiioooooooonnnnnnnn        PPPPPPPPllllllllaaaaaaaannnnnnnn        

LLiisstt  tthhee  aaccttiivviittiieess,,  rreessppoonnssiibbiilliittiieess  aanndd  ttiimmeeffrraammeess  ffoorr  tthhee  pprroojjeecctt  ttoo  bbee  rroolllleedd  oouutt..  

AAAAAAAAcccccccctttttttt iiiiiiiivvvvvvvviiiiiiiittttttttyyyyyyyy        RRRRRRRReeeeeeeessssssssppppppppoooooooonnnnnnnnssssssssiiiiiiiibbbbbbbbiiiiiiiilllllllliiiiiiiittttttttyyyyyyyy        TTTTTTTTiiiiiiiimmmmmmmmeeeeeeeeffffffffrrrrrrrraaaaaaaammmmmmmmeeeeeeee        

EEEEEEEEgggggggg        ........CCCCCCCCoooooooommmmmmmmmmmmmmmmuuuuuuuunnnnnnnniiiiiiiiccccccccaaaaaaaattttttttiiiiiiiioooooooonnnnnnnn        aaaaaaaaccccccccttttttttiiiiiiiivvvvvvvviiiiiiiittttttttiiiiiiiieeeeeeeessssssss                        

                        

                        

DDeevveelloopp  aa  sscchheedduullee  ffoorr  tthhee  iinntteeggrraattiioonn  ooff  aaccttiivviittiieess  rreeqquuiirreedd  ttoo  iimmpplleemmeenntt  tthhee  cchhaannggee  ppllaann..  
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44444444........22222222  CCCCCCCCoooooooommmmmmmmmmmmmmmmuuuuuuuunnnnnnnniiiiiiiiccccccccaaaaaaaattttttttiiiiiiiioooooooonnnnnnnn        PPPPPPPPllllllllaaaaaaaannnnnnnn        

WWhheenn  ddeevveellooppiinngg  aa  ccoommmmuunniiccaattiioonn  ppllaann,,  iitt  iiss  iimmppoorrttaanntt  ttoo  ccrreeaattee  rreeppoorrttiinngg  pprroottooccoollss  
ssppeecciiffiiccaallllyy  ffoorr  yyoouurr  pprroojjeecctt  aanndd  iiddeennttiiffyy  wwhhoo  wwiillll  bbee  tthhee  rreessppoonnssiibbllee  mmeemmbbeerr  ffrroomm  tthhee  pprroojjeecctt  
tteeaamm  ttoo  hhaavvee  oovveerraallll  rreessppoonnssiibbiilliittyy  ffoorr  tthhee  rroolllliinngg  oouutt  ooff  ccoommmmuunniiccaattiioonn..  MMaakkee  ssuurree  yyoouu  
iinncclluuddee  aallll  ssttaakkeehhoollddeerrss  iiee..  OOtthheerr  pprroojjeecctt  tteeaammss,,  ssttaaffff,,  ssppoonnssoorrss  oorr  kkeeyy  ssttaakkeehhoollddeerrss..  

WWWWWWWWhhhhhhhheeeeeeeennnnnnnn        ddddddddeeeeeeeevvvvvvvveeeeeeeellllllllooooooooppppppppiiiiiiiinnnnnnnngggggggg        yyyyyyyyoooooooouuuuuuuurrrrrrrr        ccccccccoooooooommmmmmmmmmmmmmmmuuuuuuuunnnnnnnniiiiiiiiccccccccaaaaaaaattttttttiiiiiiiioooooooonnnnnnnn        ppppppppllllllllaaaaaaaannnnnnnn        aaaaaaaaddddddddddddddddrrrrrrrreeeeeeeessssssssssssssss        tttttttthhhhhhhheeeeeeee        ffffffffoooooooolllllllllllllllloooooooowwwwwwwwiiiiiiiinnnnnnnngggggggg::::::::        

DDDDDDDDDDDDaaaaaaaaaaaatttttttttttteeeeeeeeeeee            
WWhheenn  sshhoouulldd  tthhee  ggiivveenn  mmeessssaaggee  bbee  ccoommmmuunniiccaatteedd??  

WWhhaatt  iiss  tthhee  nneeggaattiivvee  iimmppaacctt  ooff  ccoommmmuunniiccaattiinngg  ttoooo  ssoooonn  oorr  ttoooo  llaattee??  

HHooww  ffrreeqquueennttllyy  sshhoouulldd  yyoouu  rreeppeeaatt  tthhee  mmeessssaaggee??  

AAAAAAAAAAAAuuuuuuuuuuuudddddddddddd iiiiiiiiiiii eeeeeeeeeeeennnnnnnnnnnncccccccccccceeeeeeeeeeee            

WWhhoo  iiss  tthhee  ttaarrggeett  aauuddiieennccee  ooff  tthhee  ppiieeccee  ooff  iinnffoorrmmaattiioonn??  

WWhhaatt  aarree  tthhee  nneeeeddss,,  pprriioorriittiieess  aanndd  ssppeecciiaall  iinntteerreessttss  ooff  tthhee  aauuddiieennccee??  

HHooww  ccaann  yyoouu  bbeesstt  ffrraammee  tthhee  mmeessssaaggee  ssoo  tthhaatt  iitt  aaddddrreesssseess  tthhee  aauuddiieennccee’’ss  iinntteerreessttss??  

WWoouulldd  yyoouu  nneeeedd  ttoo  ttaaiilloorr  aa  ssppeecciiaall  mmeessssaaggee  ffoorr  eeaacchh  sseeggmmeenntt  ooff  tthhee  aauuddiieennccee??  

HHooww  mmiigghhtt  tthheeyy  rreessppoonndd  ttoo  tthhee  mmeessssaaggee  aanndd  iiff  tthhee  rreessppoonnssee  mmaayy  bbee  nneeggaattiivvee  oorr  ooppeenn  
ttoo  mmiissiinntteerrpprreettaattiioonn,,  wwhhaatt  eellssee  nneeeeddss  ttoo  bbee  ssaaiidd?? 

WWWWWWWWWWWWhhhhhhhhhhhhaaaaaaaaaaaa tttttttttttt             iiiiiiiiiiii ssssssssssss             tttttttttttthhhhhhhhhhhheeeeeeeeeeee             

rrrrrrrrrrrr eeeeeeeeeeeeaaaaaaaaaaaassssssssssssoooooooooooonnnnnnnnnnnn             ffffffffffff oooooooooooo rrrrrrrrrrrr             tttttttttttt hhhhhhhhhhhheeeeeeeeeeee             

ccccccccccccoooooooooooommmmmmmmmmmmmmmmmmmmmmmmuuuuuuuuuuuunnnnnnnnnnnn iiiiiiiiiiii ccccccccccccaaaaaaaaaaaa tttttttttttt iiiiiiiiiiii oooooooooooonnnnnnnnnnnn????????????             

WWhhaatt  aarree  yyoouu  ttrryyiinngg  ttoo  aacchhiieevvee  aass  aa  rreessuulltt  ooff  tthhiiss  ccoommmmuunniiccaattiioonn??  

WWhhaatt  ddoo  yyoouu  eexxppeecctt  tthhee  ttaarrggeett  aauuddiieennccee  ttoo  ddoo,,  ssaayy,,  tthhiinnkk  oorr  ffeeeell  aass  aa  rreessuulltt  ooff  tthhiiss  
ccoommmmuunniiccaattiioonn??  

RRRRRRRRRRRRiiiiiiiiiiii sssssssssssskkkkkkkkkkkk            
WWhhaatt  iiss  tthhee  wwoorrsstt  tthhiinngg  tthhaatt  ccaann  hhaappppeenn  iiff  yyoouu  ccoommmmuunniiccaattee  tthhiiss  iinnffoorrmmaattiioonn??  

WWhhaatt  iiss  tthhee  wwoorrsstt  tthhiinngg  tthhaatt  ccaann  hhaappppeenn  iiff  yyoouu  cchhoossee  nnoott  ttoo  ccoommmmuunniiccaattee  tthhiiss  
iinnffoorrmmaattiioonn??  

 

SSSSSSSSTTTTTTTTEEEEEEEEPPPPPPPP        44444444        
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HHooww  bbaaddllyy  ccaann  tthhiiss  iinnffoorrmmaattiioonn  bbee  mmiissiinntteerrpprreetteedd??  

WWhhaatt  ccaann  yyoouu  ddoo  ttoo  mmiinniimmiissee  tthhee  mmiissiinntteerrpprreettaattiioonn  aanndd  nneeggaattiivvee  ppeerrcceeppttiioonnss??  

AAAAAAAAAAAAcccccccccccc tttttttttttt iiiiiiiiiiii vvvvvvvvvvvv iiiiiiiiiiii tttttttttttt iiiiiiiiiiii eeeeeeeeeeeessssssssssss            
WWhhaatt  mmeetthhoodd  aanndd  mmeeddiiuumm  wwoouulldd  yyoouu  uussee  ttoo  aannnnoouunnccee  tthhiiss  mmeessssaaggee??  

WWhhaatt  ccoommmmuunniiccaattiioonn  nneettwwoorrkk  wwoouulldd  yyoouu  uussee  --  iinnffoorrmmaall  oorr  ffoorrmmaall??  

KKKKKKKKKKKKeeeeeeeeeeeeyyyyyyyyyyyy             MMMMMMMMMMMMeeeeeeeeeeeessssssssssssssssssssssssaaaaaaaaaaaaggggggggggggeeeeeeeeeeeessssssssssss             
WWhhaatt  aarree  tthhee  eesssseennttiiaallss  ooff  tthhee  mmeessssaaggee??  

WWhhaatt  iiss  tthhee  mmoosstt  ppoossiittiivvee  iinntteerrpprreettaattiioonn  iitt  ccaann  rreecceeiivvee??  

WWhhaatt  iiss  tthhee  mmoosstt  ccyynniiccaall  rreessppoonnssee  iitt  ccaann  rreecceeiivvee??  

GGGGGGGGGGGGeeeeeeeeeeeennnnnnnnnnnneeeeeeeeeeeerrrrrrrrrrrraaaaaaaaaaaa llllllllllll llllllllllll yyyyyyyyyyyy            

AArree  tthheerree  rreessoouurrccee  iimmpplliiccaattiioonnss  ffoorr  yyoouurr  ccoommmmuunniiccaattiioonnss  ssttrraatteeggyy??  

HHooww  ddoo  yyoouu  ggaaiinn  ssppoonnssoorrss  bbuuyy--iinn  ttoo  tthhee  ccoommmmuunniiccaattiioonn  ppllaann??  

AArree  tthheerree  aannyy  rreessttrriiccttiioonnss  oonn  wwhhoo  ccaann  rreecceeiivvee  tthhee  ccoommmmuunniiccaattiioonnss??  

HHooww  wwiillll  yyoouu  ddeeaall  wwiitthh  aannggeerr  aabboouutt  tthhee  rreessttrriiccttiinngg  ooff  ccoommmmuunniiccaattiioonnss  dduuee  ttoo  
ccoonnffiiddeennttiiaalliittyy  ccoonnssiiddeerraattiioonnss??    

 

See Appendix C See Appendix C See Appendix C See Appendix C ––––    Communication PlanCommunication PlanCommunication PlanCommunication Plan    

44444444........33333333  TTTTTTTTrrrrrrrraaaaaaaaiiiiiiiinnnnnnnniiiiiiiinnnnnnnngggggggg        PPPPPPPPllllllllaaaaaaaannnnnnnn        

  IIddeennttiiffyy  tthhee  ccuurrrreenntt  lleevveell  ooff  sskkiillllss  aanndd  kknnoowwlleeddggee  aanndd  bbeehhaavviioouurrss  ooff  tthhee  ggrroouupp  tthhaatt  wwiillll  
bbee  iimmppaacctteedd  oonn..  

  WWhhaatt  pprreerreeqquuiissiittee  kknnoowwlleeddggee  ddoo  tthheessee  ggrroouuppss  nneeeedd??  

  WWhhaatt  aarree  tthhee  ttrraaiinniinngg  ssttrraatteeggiieess??  

  IIddeennttiiffyy  rreeqquuiirreemmeennttss  ffoorr  aa  ttrraaiinniinngg  pprrooggrraamm..  

  WWhhoo  wwiillll  ddoo  tthhee  ttrraaiinniinngg??  

  WWhhoo  wwiillll  ffuunndd  tthhee  ttrraaiinniinngg??  

  WWhhaatt  ttiimmee  ccoommmmiittmmeenntt  wwiillll  tthhiiss  iinnvvoollvvee??  

  WWhhaatt  wwiillll  bbee  tthhee  pprreeffeerrrreedd  mmeetthhoodd  ooff  ddeelliivveerryy??  

  

See Appendix D See Appendix D See Appendix D See Appendix D ––––    Training PlanTraining PlanTraining PlanTraining Plan    

44444444........44444444  BBBBBBBBuuuuuuuussssssssiiiiiiiinnnnnnnneeeeeeeessssssssssssssss        SSSSSSSSyyyyyyyysssssssstttttttteeeeeeeemmmmmmmmssssssss        PPPPPPPPllllllllaaaaaaaannnnnnnn        

  IIddeennttiiffyy  tthhee  hhaarrddwwaarree,,  ssooffttwwaarree  aanndd  nneettwwoorrkk  nneeeeddeedd  ttoo  iimmpplleemmeenntt  tthhee  cchhaannggee..  

44444444........55555555  RRRRRRRReeeeeeeessssssssiiiiiiiissssssssttttttttaaaaaaaannnnnnnncccccccceeeeeeee        PPPPPPPPllllllllaaaaaaaannnnnnnn        

IIddeennttiiffyy  tthhee  kkeeyy  aarreeaass  ooff  rreessiissttaannccee  aanndd  ddeevveelloopp  aa  rreessiissttaannccee  mmaannaaggeemmeenntt  ppllaann  tthhaatt  ccaann  bbee  
mmaannaaggeedd  bbyy  tthhee  cchhaannggee  mmaannaaggeemmeenntt  tteeaamm..  TThhee  ddiirreecctt  ssuuppeerrvviissoorr  iiss  uussuuaallllyy  tthhee  bbeesstt  ppeerrssoonn  
ttoo  ddeelliivveerr  tthhee  ssuurrvveeyy  ttoo  iiddeennttiiffyy  tthhee  lleevveell  ooff  eemmppllooyyeeee  rreessiissttaannccee..  

 

TTTTTTTThhhhhhhhiiiiiiiissssssss        ppppppppllllllllaaaaaaaannnnnnnn        wwwwwwwwiiiiiiiillllllllllllllll        bbbbbbbbeeeeeeee        rrrrrrrreeeeeeeevvvvvvvviiiiiiiieeeeeeeewwwwwwwweeeeeeeedddddddd        aaaaaaaassssssss        tttttttthhhhhhhheeeeeeee        pppppppprrrrrrrroooooooojjjjjjjjeeeeeeeecccccccctttttttt        pppppppprrrrrrrrooooooooggggggggrrrrrrrreeeeeeeesssssssssssssssseeeeeeeessssssss        aaaaaaaassssssss        mmmmmmmmoooooooorrrrrrrreeeeeeee        ppppppppooooooooiiiiiiiinnnnnnnnttttttttssssssss        ooooooooffffffff        rrrrrrrreeeeeeeessssssssiiiiiiiissssssssttttttttaaaaaaaannnnnnnncccccccceeeeeeee        mmmmmmmmaaaaaaaayyyyyyyy        
eeeeeeeemmmmmmmmeeeeeeeerrrrrrrrggggggggeeeeeeee        wwwwwwwwhhhhhhhhiiiiiiiillllllllsssssssstttttttt        pppppppprrrrrrrroooooooojjjjjjjjeeeeeeeecccccccctttttttt        iiiiiiiissssssss        bbbbbbbbeeeeeeeeiiiiiiiinnnnnnnngggggggg        iiiiiiiimmmmmmmmpppppppplllllllleeeeeeeemmmmmmmmeeeeeeeennnnnnnntttttttteeeeeeeedddddddd........        

  UUssee  tthhee  iinnffoorrmmaattiioonn  ffrroomm  tthhee  ““RReessiissttaannccee  AAsssseessssmmeenntt  SSuurrvveeyy””  oorr  ggaatthheerr  ffeeeeddbbaacckk  
ffrroomm  ootthheerr  ssoouurrcceess  oorr  mmeetthhooddss  ttoo  iiddeennttiiffyy  tthhee  aarreeaass  ooff  rreessiissttaannccee..  

  IIddeennttiiffyy  tthhee  mmaaiinn  ccaauussee  ooff  rreessiissttaannccee  

  PPrroovviiddee  ssoommee  oonnggooiinngg  ccooaacchhiinngg  ooppppoorrttuunniittiieess  ffoorr  tthhee  eemmppllooyyeeee  oorr  mmaannaaggeerrss  tthhaatt  aarree  
rreessiissttaanntt  ttoo  tthhee  cchhaannggee..  

  CCoommmmuunniiccaattee  tthhee  ccoonnsseeqquueenncceess  ttoo  ssttaaffff  iiff  nnoott  ssuuppppoorrttiinngg  tthhee  cchhaannggee..  

  IImmpplleemmeenntt  ssoommee  ooff  tthhee  ccoonnsseeqquueenncceess  ffoorr  nnoott  ssuuppppoorrttiinngg  tthhee  cchhaannggee..  

  

SSSSeeeeeeee    AAAAppppppppeeeennnnddddiiiixxxx    EEEE    ––––    RRRReeeessssiiiissssttttaaaannnncccceeee    MMMMaaaannnnaaaaggggeeeemmmmeeeennnntttt    PPPPllllaaaannnn    



Change Implementation PlanChange Implementation PlanChange Implementation PlanChange Implementation Plan    

 
 

 

    

    

    

Prior to releasing Prior to releasing Prior to releasing Prior to releasing the implementathe implementathe implementathe implementattttion of the project and toion of the project and toion of the project and toion of the project and to    ensure that implementation goes smoothly ensure that implementation goes smoothly ensure that implementation goes smoothly ensure that implementation goes smoothly 
make certain that the following activities have been make certain that the following activities have been make certain that the following activities have been make certain that the following activities have been checked off and addressedchecked off and addressedchecked off and addressedchecked off and addressed....    

ACTIVITYACTIVITYACTIVITYACTIVITY        

PolicyPolicyPolicyPolicy      YesYesYesYes              NoNoNoNo            

Procedures ManualProcedures ManualProcedures ManualProcedures Manual      YesYesYesYes              NoNoNoNo            

Communication PlanCommunication PlanCommunication PlanCommunication Plan      YesYesYesYes              NoNoNoNo            

Communication MaterialsCommunication MaterialsCommunication MaterialsCommunication Materials      YesYesYesYes              NoNoNoNo            

Identified the Process OwnerIdentified the Process OwnerIdentified the Process OwnerIdentified the Process Owner      YesYesYesYes              NoNoNoNo            

Training PlanTraining PlanTraining PlanTraining Plan      YesYesYesYes              NoNoNoNo            

Training MaterialsTraining MaterialsTraining MaterialsTraining Materials      YesYesYesYes              NoNoNoNo            

Reporting PlanReporting PlanReporting PlanReporting Plan      YesYesYesYes              NoNoNoNo            

Key Performance IndicatorsKey Performance IndicatorsKey Performance IndicatorsKey Performance Indicators      YesYesYesYes              NoNoNoNo            

Review PlaReview PlaReview PlaReview Plan for ongoing feedback and monitoringn for ongoing feedback and monitoringn for ongoing feedback and monitoringn for ongoing feedback and monitoring      YesYesYesYes              NoNoNoNo            

Organisational Readiness AssessmentOrganisational Readiness AssessmentOrganisational Readiness AssessmentOrganisational Readiness Assessment      YesYesYesYes              NoNoNoNo            

Audit ChecklistAudit ChecklistAudit ChecklistAudit Checklist      YesYesYesYes              NoNoNoNo            

  

  

STAGE STAGE STAGE STAGE CCCC:  :  :  :  REVIEWREVIEWREVIEWREVIEW    OF CHANGOF CHANGOF CHANGOF CHANGEEEE    

 
    
    

 

        
        
        
        
66666666........11111111........        OOOOOOOOnnnnnnnnggggggggooooooooiiiiiiiinnnnnnnngggggggg        MMMMMMMMoooooooonnnnnnnniiiiiiiittttttttoooooooorrrrrrrr        aaaaaaaannnnnnnndddddddd        RRRRRRRReeeeeeeevvvvvvvviiiiiiiieeeeeeeewwwwwwww        

AAsssseessssiinngg  yyoouurr  rreessuullttss,,  iimmpplleemmeennttiinngg  ccoorrrreeccttiivvee  aaccttiioonn  aanndd  cceelleebbrraattiinngg  ssuucccceessss  aarree  aallll  kkeeyy  
ppaarrttss  ttoo  rreevviieeww  tthhee  cchhaannggee..  

GGaatthheerriinngg  eevviiddeennccee  ttoo  sshhooww  tthhee  ssuucccceessss  ooff  tthhee  iimmpplleemmeennttaattiioonn  ccaann  bbee  ccaarrrriieedd  oouutt  bbyy::  

  CCoolllleeccttiinngg  ffeeeeddbbaacckk  ffrroomm  uusseerrss  ––  aanneeccddoottaall  oorr  ssuurrvveeyy;;  

  CCaarrrryyiinngg  oouutt  ccoommpplliiaannccee  aauuddiittss  oonn  nneeww  pprroocceesssseess,,  ssyysstteemmss  aanndd  jjoobb  rroolleess;;  

  RReevviieewwiinngg  aarreeaass  ooff  rreessiissttaannccee  aanndd  wwoorrkk  wwiitthh  ssppoonnssoorrss  aanndd  ddiirreecctt  ssuuppeerrvviissoorrss  ttoo  wwoorrkk  
tthhrroouugghh  aannyy  ssttrraatteeggiieess;;  aanndd  

  IIddeennttiiffyyiinngg  aarreeaass  ooff  ssuucccceessss  ffoorr  tthhee  pprroojjeecctt..  MMaakkee  tthheessee  vviissiibbllee  iinn  tthhee  oorrggaanniissaattiioonn  ttoo  
rreeiinnffoorrccee  tthhee  cchhaannggee..  

 

 

SSSSSSSSTTTTTTTTEEEEEEEEPPPPPPPP        55555555        

 

SSSSSSSSTTTTTTTTEEEEEEEEPPPPPPPP        66666666        

DEVELOP IMPLEMENTATION PACKAGE FOR DEVELOP IMPLEMENTATION PACKAGE FOR DEVELOP IMPLEMENTATION PACKAGE FOR DEVELOP IMPLEMENTATION PACKAGE FOR 
PROJECT RELEASEPROJECT RELEASEPROJECT RELEASEPROJECT RELEASE 

REVIEW CHANGE STRATEGYREVIEW CHANGE STRATEGYREVIEW CHANGE STRATEGYREVIEW CHANGE STRATEGY 



 
 

 

 

 

Change Implementation PlanChange Implementation PlanChange Implementation PlanChange Implementation Plan    

 
 

 

Action PlanAction PlanAction PlanAction Plan    Appendix AAppendix AAppendix AAppendix A    
 

ActionsActionsActionsActions    Responsible PeResponsible PeResponsible PeResponsible Personrsonrsonrson    TimeframeTimeframeTimeframeTimeframe    

IT ActivitiesIT ActivitiesIT ActivitiesIT Activities    

Hardware:Hardware:Hardware:Hardware:      

Software:Software:Software:Software:      

Network:Network:Network:Network:      

Business Unit / Business Unit / Business Unit / Business Unit / 
Product Group Product Group Product Group Product Group 
ActivitiesActivitiesActivitiesActivities    

   

   

   

Project Team ActivitiesProject Team ActivitiesProject Team ActivitiesProject Team Activities    

   

   

   

Communication Communication Communication Communication 
ActivitiesActivitiesActivitiesActivities    

   

   

   

Training ActivitiesTraining ActivitiesTraining ActivitiesTraining Activities    

   

   

   

Audit PreparationAudit PreparationAudit PreparationAudit Preparation    

   

   

   



 
 

 

 

 

Change Implementation PlanChange Implementation PlanChange Implementation PlanChange Implementation Plan    

     

Schedule Of ActivitiesSchedule Of ActivitiesSchedule Of ActivitiesSchedule Of Activities    Appendix BAppendix BAppendix BAppendix B 

 

Name of TName of TName of TName of Taskaskaskask    DurationDurationDurationDuration    Start DStart DStart DStart Dateateateate    End End End End DDDDateateateate    ResourcesResourcesResourcesResources    

MilestoneMilestoneMilestoneMilestone    OneOneOneOne        

AAAActivitiesctivitiesctivitiesctivities        

Milestone TwoMilestone TwoMilestone TwoMilestone Two        

ActivitiesActivitiesActivitiesActivities        

 



 
 

 

 

 

Change Implementation PlanChange Implementation PlanChange Implementation PlanChange Implementation Plan    

  

Communication PlanCommunication PlanCommunication PlanCommunication Plan    Appendix Appendix Appendix Appendix CCCC 

Name of person as point of contact for all project communication: 

AudienceAudienceAudienceAudience    Key messagesKey messagesKey messagesKey messages    Delivery MethodDelivery MethodDelivery MethodDelivery Method    DateDateDateDate    
Length of sessionLength of sessionLength of sessionLength of session        
(if applicable)(if applicable)(if applicable)(if applicable)    

LocationLocationLocationLocation    

Example:Example:Example:Example:    

Team LeadeTeam LeadeTeam LeadeTeam Leadersrsrsrs    
Senior ManagersSenior ManagersSenior ManagersSenior Managers 

     

SenderSenderSenderSender    Example: Example: Example: Example: Project Project Project Project 
ManagerManagerManagerManager    

                

EEEExample: xample: xample: xample:     StaffStaffStaffStaff    UsersUsersUsersUsers                        

SenderSenderSenderSender    Example: Example: Example: Example: SupervisorSupervisorSupervisorSupervisor                    

 



 
 

 

 

 

Change Implementation PlanChange Implementation PlanChange Implementation PlanChange Implementation Plan    

  

Training PlanTraining PlanTraining PlanTraining Plan    Appendix Appendix Appendix Appendix DDDD 

Attach training schedule (if available) 

        

Session ModulesSession ModulesSession ModulesSession Modules    Learning OutcomesLearning OutcomesLearning OutcomesLearning Outcomes    ObjectivesObjectivesObjectivesObjectives    Length of Training sLength of Training sLength of Training sLength of Training sessionessionessionession    
Target Target Target Target 

audienceaudienceaudienceaudience    
Delivery Delivery Delivery Delivery 
modemodemodemode    

FacilitatorFacilitatorFacilitatorFacilitator    

       

       

    



 
 

 

 

 

Change Implementation PlanChange Implementation PlanChange Implementation PlanChange Implementation Plan    

     

Resistance Management PlanResistance Management PlanResistance Management PlanResistance Management Plan    Appendix Appendix Appendix Appendix EEEE 

(Use with Attachment 3) 

 

Key areas of resistanceKey areas of resistanceKey areas of resistanceKey areas of resistance    Actions to address resistanceActions to address resistanceActions to address resistanceActions to address resistance    Responsible personResponsible personResponsible personResponsible person    

   

   

   

 



 
 

 

 

 

Change Implementation PlanChange Implementation PlanChange Implementation PlanChange Implementation Plan    

     

Organisation Change Readiness CheckOrganisation Change Readiness CheckOrganisation Change Readiness CheckOrganisation Change Readiness Checklistlistlistlist    AAAAttachment 1ttachment 1ttachment 1ttachment 1 
 
 

Deliverable:Deliverable:Deliverable:Deliverable:        

Implementation Team Leader:Implementation Team Leader:Implementation Team Leader:Implementation Team Leader:        

Implementation Sponsor:Implementation Sponsor:Implementation Sponsor:Implementation Sponsor:        

 

PEOPLE READINESSPEOPLE READINESSPEOPLE READINESSPEOPLE READINESS    Action RequiredAction RequiredAction RequiredAction Required    WhenWhenWhenWhen    CompletedCompletedCompletedCompleted    
 

Business Unit / Product Group ActionsBusiness Unit / Product Group ActionsBusiness Unit / Product Group ActionsBusiness Unit / Product Group Actions       

Have the business unit contacts been selected and notified?Have the business unit contacts been selected and notified?Have the business unit contacts been selected and notified?Have the business unit contacts been selected and notified?       

Have theHave theHave theHave the    business unit contacts been briefed by the project team?business unit contacts been briefed by the project team?business unit contacts been briefed by the project team?business unit contacts been briefed by the project team?       

Has the priority for this project been set by the Business Unit Has the priority for this project been set by the Business Unit Has the priority for this project been set by the Business Unit Has the priority for this project been set by the Business Unit 
Management Team?Management Team?Management Team?Management Team?    

   

TrainingTrainingTrainingTraining       

Has the target training audience been identified and nominated?Has the target training audience been identified and nominated?Has the target training audience been identified and nominated?Has the target training audience been identified and nominated?       

Has a Training Needs AnalysiHas a Training Needs AnalysiHas a Training Needs AnalysiHas a Training Needs Analysis been carried out?s been carried out?s been carried out?s been carried out?       

Is the Training Information Sheet available?Is the Training Information Sheet available?Is the Training Information Sheet available?Is the Training Information Sheet available?       

Has the training provider been established?Has the training provider been established?Has the training provider been established?Has the training provider been established?       

Has the Training coHas the Training coHas the Training coHas the Training co----ordinator been provided with the training details ordinator been provided with the training details ordinator been provided with the training details ordinator been provided with the training details 
and put in place the necessary arrangements?and put in place the necessary arrangements?and put in place the necessary arrangements?and put in place the necessary arrangements?    

   

Will all Field RWill all Field RWill all Field RWill all Field Readiness Criteria have been practically met prior to eadiness Criteria have been practically met prior to eadiness Criteria have been practically met prior to eadiness Criteria have been practically met prior to 
training rolltraining rolltraining rolltraining roll----out?out?out?out?    

   



 
 

 

 

 

Change Implementation PlanChange Implementation PlanChange Implementation PlanChange Implementation Plan    

 
 

SYSTEMS READINESSSYSTEMS READINESSSYSTEMS READINESSSYSTEMS READINESS    Action RequiredAction RequiredAction RequiredAction Required    WhenWhenWhenWhen    CompletedCompletedCompletedCompleted    
 

Information & Communications Technology (ICT)Information & Communications Technology (ICT)Information & Communications Technology (ICT)Information & Communications Technology (ICT)       

Is the auditing and metering tool configuredIs the auditing and metering tool configuredIs the auditing and metering tool configuredIs the auditing and metering tool configured????       

ContentContentContentContent    Action RequiredAction RequiredAction RequiredAction Required    WheWheWheWhennnn    CompletedCompletedCompletedCompleted    

Have the approved procedures/policies been Have the approved procedures/policies been Have the approved procedures/policies been Have the approved procedures/policies been published?published?published?published?       

Do the proposed users have access to appropriate documentation?Do the proposed users have access to appropriate documentation?Do the proposed users have access to appropriate documentation?Do the proposed users have access to appropriate documentation?       

Business ApplicationBusiness ApplicationBusiness ApplicationBusiness Application       

Is there a software application relevant to this deliverable?Is there a software application relevant to this deliverable?Is there a software application relevant to this deliverable?Is there a software application relevant to this deliverable?       

Is there a support model fIs there a support model fIs there a support model fIs there a support model for this application and are the details or this application and are the details or this application and are the details or this application and are the details 
available for distribution?available for distribution?available for distribution?available for distribution?    

   

Has Has Has Has the relevant IT business unit the relevant IT business unit the relevant IT business unit the relevant IT business unit been notified of installation and been notified of installation and been notified of installation and been notified of installation and 
support requirements?support requirements?support requirements?support requirements?    

   



 
 

 

 

 

Change Implementation PlanChange Implementation PlanChange Implementation PlanChange Implementation Plan    

     

Risk Assessment MatrixRisk Assessment MatrixRisk Assessment MatrixRisk Assessment Matrix    AAAAttachment 2ttachment 2ttachment 2ttachment 2 
    
    

LIKELIHOODLIKELIHOODLIKELIHOODLIKELIHOOD    

CONSEQUENCESCONSEQUENCESCONSEQUENCESCONSEQUENCES    

11111111        

IIIIIIIInnnnnnnnssssssssiiiiiiiiggggggggnnnnnnnniiiiiiiiffffffffiiiiiiiiccccccccaaaaaaaannnnnnnntttttttt        
22222222        

MMMMMMMMiiiiiiiinnnnnnnnoooooooorrrrrrrr        
33333333        

MMMMMMMMooooooooddddddddeeeeeeeerrrrrrrraaaaaaaatttttttteeeeeeee        
4444    

MajorMajorMajorMajor    

5555    

CatastrophicCatastrophicCatastrophicCatastrophic    

AAAAAAAA        

AAAAAAAAllllllllmmmmmmmmoooooooosssssssstttttttt        CCCCCCCCeeeeeeeerrrrrrrrttttttttaaaaaaaaiiiiiiiinnnnnnnn        
MediumMediumMediumMedium    HHHHHHHHiiiiiiiigggggggghhhhhhhh        HHHHHHHHiiiiiiiigggggggghhhhhhhh        VVVVVVVVeeeeeeeerrrrrrrryyyyyyyy        HHHHHHHHiiiiiiiigggggggghhhhhhhh        VVVVVVVVeeeeeeeerrrrrrrryyyyyyyy        HHHHHHHHiiiiiiiigggggggghhhhhhhh        

BBBBBBBB        

LLLLLLLLiiiiiiiikkkkkkkkeeeeeeeellllllllyyyyyyyy        
MediumMediumMediumMedium    MediumMediumMediumMedium    HHHHHHHHiiiiiiiigggggggghhhhhhhh        HHHHHHHHiiiiiiiigggggggghhhhhhhh        VVVVVVVVeeeeeeeerrrrrrrryyyyyyyy        HHHHHHHHiiiiiiiigggggggghhhhhhhh        

CCCCCCCC        

PPPPPPPPoooooooossssssssssssssssiiiiiiiibbbbbbbblllllllleeeeeeee        
LowLowLowLow    MediumMediumMediumMedium    HHHHHHHHiiiiiiiigggggggghhhhhhhh        HHHHHHHHiiiiiiiigggggggghhhhhhhh        HHHHHHHHiiiiiiiigggggggghhhhhhhh        

DDDDDDDD        

UUUUUUUUnnnnnnnnlllllllliiiiiiiikkkkkkkkeeeeeeeellllllllyyyyyyyy        
LowLowLowLow    LowLowLowLow    MediumMediumMediumMedium    MediumMediumMediumMedium    HHHHHHHHiiiiiiiigggggggghhhhhhhh        

EEEEEEEE        

RRRRRRRRaaaaaaaarrrrrrrreeeeeeee        
LowLowLowLow    LowLowLowLow    MediumMediumMediumMedium    MediumMediumMediumMedium    HHHHHHHHiiiiiiiigggggggghhhhhhhh        

    

RRRRRRRRiiiiiiiisssssssskkkkkkkk        iiiiiiiissssssss        aaaaaaaasssssssssssssssseeeeeeeesssssssssssssssseeeeeeeedddddddd        aaaaaaaassssssss        lllllllloooooooowwwwwwww,,,,,,,,        mmmmmmmmeeeeeeeeddddddddiiiiiiiiuuuuuuuummmmmmmm,,,,,,,,        hhhhhhhhiiiiiiiigggggggghhhhhhhh,,,,,,,,        oooooooorrrrrrrr        vvvvvvvveeeeeeeerrrrrrrryyyyyyyy        hhhhhhhhiiiiiiiigggggggghhhhhhhh,,,,,,,,        ddddddddeeeeeeeeppppppppeeeeeeeennnnnnnnddddddddiiiiiiiinnnnnnnngggggggg        oooooooonnnnnnnn        tttttttthhhhhhhheeeeeeee        lllllllliiiiiiiikkkkkkkkeeeeeeeelllllllliiiiiiiihhhhhhhhoooooooooooooooodddddddd        ooooooooffffffff        tttttttthhhhhhhheeeeeeee        rrrrrrrriiiiiiiisssssssskkkkkkkk        lllllllleeeeeeeeaaaaaaaaddddddddiiiiiiiinnnnnnnngggggggg        ttttttttoooooooo        ddddddddaaaaaaaammmmmmmmaaaaaaaaggggggggeeeeeeee        aaaaaaaannnnnnnndddddddd        tttttttthhhhhhhheeeeeeee        ppppppppooooooootttttttteeeeeeeennnnnnnnttttttttiiiiiiiiaaaaaaaallllllll        ccccccccoooooooonnnnnnnnsssssssseeeeeeeeqqqqqqqquuuuuuuueeeeeeeennnnnnnncccccccceeeeeeeessssssss        ooooooooffffffff        tttttttthhhhhhhheeeeeeee        
ddddddddaaaaaaaammmmmmmmaaaaaaaaggggggggeeeeeeee........                TTTTTTTThhhhhhhheeeeeeee        ffffffffoooooooolllllllllllllllloooooooowwwwwwwwiiiiiiiinnnnnnnngggggggg        cccccccchhhhhhhhaaaaaaaarrrrrrrrtttttttt        tttttttteeeeeeeellllllllllllllllssssssss        uuuuuuuussssssss        tttttttthhhhhhhhaaaaaaaatttttttt        wwwwwwwwhhhhhhhheeeeeeeennnnnnnn        aaaaaaaa        rrrrrrrriiiiiiiisssssssskkkkkkkk        iiiiiiiissssssss        aaaaaaaasssssssssssssssseeeeeeeesssssssssssssssseeeeeeeedddddddd        aaaaaaaassssssss        HHHHHHHHiiiiiiiigggggggghhhhhhhh        wwwwwwwweeeeeeee        nnnnnnnneeeeeeeeeeeeeeeedddddddd        ttttttttoooooooo        ddddddddoooooooo        ssssssssoooooooommmmmmmmeeeeeeeetttttttthhhhhhhhiiiiiiiinnnnnnnngggggggg        aaaaaaaabbbbbbbboooooooouuuuuuuutttttttt        iiiiiiiitttttttt        iiiiiiiimmmmmmmmmmmmmmmmeeeeeeeeddddddddiiiiiiiiaaaaaaaatttttttteeeeeeeellllllllyyyyyyyy........        

        
        
        

Very high RiskVery high RiskVery high RiskVery high Risk    

High RiskHigh RiskHigh RiskHigh Risk    
Do something to control the risk immediatelyDo something to control the risk immediatelyDo something to control the risk immediatelyDo something to control the risk immediately    

Medium RiskMedium RiskMedium RiskMedium Risk    Do something about these risksDo something about these risksDo something about these risksDo something about these risks    

Low RiskLow RiskLow RiskLow Risk    These risks do not need immediate attentionThese risks do not need immediate attentionThese risks do not need immediate attentionThese risks do not need immediate attention    

 



 
 

 

 

 

Change Implementation PlanChange Implementation PlanChange Implementation PlanChange Implementation Plan    

 

Risk Assessment TableRisk Assessment TableRisk Assessment TableRisk Assessment Table    
 

Risk No.Risk No.Risk No.Risk No.    
Date of risk Date of risk Date of risk Date of risk 
occurringoccurringoccurringoccurring    

Brief description of Brief description of Brief description of Brief description of riskriskriskrisk    LowLowLowLow    MediumMediumMediumMedium    HighHighHighHigh    Mitigation actionMitigation actionMitigation actionMitigation action    
Approval of Approval of Approval of Approval of 

commencementcommencementcommencementcommencement    
Date of Date of Date of Date of 

commencementcommencementcommencementcommencement    

  

Identify the risk and assess the significance and likelihood 
of it occurring and plan the contingency. 

� What risks may occur upfront? 

� Identify the key concepts that may arise along the 
way. 

                                  

  

Identify the risk and assess the significance and likelihood 
of it occurring and plan the contingency. 

� What risks may occur upfront? 

� Identify the key concepts that may arise along the 
way. 

                                  

  

Identify the risk and assess the significance and likelihood 
of it occurring and plan the contingency. 

� What risks may occur upfront? 

� Identify the key concepts that may arise along the 
way. 

                                  

  

Identify the risk and assess the significance and likelihood 
of it occurring and plan the contingency. 

� What risks may occur upfront? 

� Identify the key concepts that may arise along the 
way. 

                                  



 
 

 

 

 

Change Implementation PlanChange Implementation PlanChange Implementation PlanChange Implementation Plan    

     

Resistance Assessment SurveyResistance Assessment SurveyResistance Assessment SurveyResistance Assessment Survey    AAAAttachment 3ttachment 3ttachment 3ttachment 3 

BBBBBBBBeeeeeeeelllllllloooooooowwwwwwww        iiiiiiiissssssss        aaaaaaaa        lllllllliiiiiiiisssssssstttttttt        ooooooooffffffff        ppppppppooooooootttttttteeeeeeeennnnnnnnttttttttiiiiiiiiaaaaaaaallllllll        aaaaaaaarrrrrrrreeeeeeeeaaaaaaaassssssss        ffffffffoooooooorrrrrrrr        rrrrrrrreeeeeeeessssssssiiiiiiiissssssssttttttttaaaaaaaannnnnnnncccccccceeeeeeee        tttttttthhhhhhhhaaaaaaaatttttttt        yyyyyyyyoooooooouuuuuuuu        mmmmmmmmaaaaaaaayyyyyyyybbbbbbbbeeeeeeee        eeeeeeeexxxxxxxxppppppppeeeeeeeerrrrrrrriiiiiiiieeeeeeeennnnnnnncccccccciiiiiiiinnnnnnnngggggggg        iiiiiiiinnnnnnnn        tttttttthhhhhhhheeeeeeee        iiiiiiiimmmmmmmmpppppppplllllllleeeeeeeemmmmmmmmeeeeeeeennnnnnnnttttttttaaaaaaaattttttttiiiiiiiioooooooonnnnnnnn        ooooooooffffffff        tttttttthhhhhhhheeeeeeee        SSSSSSSSLLLLLLLLMMMMMMMM        pppppppprrrrrrrroooooooojjjjjjjjeeeeeeeecccccccctttttttt........        FFFFFFFFoooooooorrrrrrrr        eeeeeeeeaaaaaaaacccccccchhhhhhhh        aaaaaaaarrrrrrrreeeeeeeeaaaaaaaa        iiiiiiiinnnnnnnnddddddddiiiiiiiiccccccccaaaaaaaatttttttteeeeeeee        tttttttthhhhhhhheeeeeeee        ddddddddeeeeeeeeggggggggrrrrrrrreeeeeeeeeeeeeeee        ttttttttoooooooo        wwwwwwwwhhhhhhhhiiiiiiiicccccccchhhhhhhh        yyyyyyyyoooooooouuuuuuuu        aaaaaaaaggggggggrrrrrrrreeeeeeeeeeeeeeee        oooooooorrrrrrrr        ddddddddiiiiiiiissssssssaaaaaaaaggggggggrrrrrrrreeeeeeeeeeeeeeee        bbbbbbbbyyyyyyyy        
ppppppppllllllllaaaaaaaacccccccciiiiiiiinnnnnnnngggggggg        yyyyyyyyoooooooouuuuuuuurrrrrrrr        rrrrrrrreeeeeeeessssssssppppppppoooooooonnnnnnnnsssssssseeeeeeee        iiiiiiiinnnnnnnn        tttttttthhhhhhhheeeeeeee        bbbbbbbbooooooooxxxxxxxx        ffffffffrrrrrrrroooooooommmmmmmm        tttttttthhhhhhhheeeeeeee        ffffffffoooooooolllllllllllllllloooooooowwwwwwwwiiiiiiiinnnnnnnngggggggg        ssssssssccccccccaaaaaaaalllllllleeeeeeee........        
 

1 (Strongly disagree)1 (Strongly disagree)1 (Strongly disagree)1 (Strongly disagree)    2 (Disagree)2 (Disagree)2 (Disagree)2 (Disagree)    3 (Neither agree or disagree3 (Neither agree or disagree3 (Neither agree or disagree3 (Neither agree or disagree))))    4 (Agree)4 (Agree)4 (Agree)4 (Agree)    5 (Strongly agree)5 (Strongly agree)5 (Strongly agree)5 (Strongly agree)    

 

AAAAAAAAsssssssssssssssseeeeeeeessssssssssssssss        tttttttthhhhhhhheeeeeeee        ssssssssccccccccoooooooorrrrrrrreeeeeeeessssssss        iiiiiiiinnnnnnnnddddddddiiiiiiiivvvvvvvviiiiiiiidddddddduuuuuuuuaaaaaaaallllllllllllllllyyyyyyyy        aaaaaaaannnnnnnndddddddd        hhhhhhhhiiiiiiiigggggggghhhhhhhhlllllllliiiiiiiigggggggghhhhhhhhtttttttt        aaaaaaaannnnnnnnyyyyyyyy        ssssssssccccccccoooooooorrrrrrrreeeeeeeessssssss        tttttttthhhhhhhhaaaaaaaatttttttt        aaaaaaaarrrrrrrreeeeeeee        ggggggggrrrrrrrreeeeeeeeaaaaaaaatttttttteeeeeeeerrrrrrrr        tttttttthhhhhhhhaaaaaaaannnnnnnn        tttttttthhhhhhhhrrrrrrrreeeeeeeeeeeeeeee........        TTTTTTTThhhhhhhhiiiiiiiissssssss        aaaaaaaarrrrrrrreeeeeeeeaaaaaaaa        sssssssshhhhhhhhoooooooouuuuuuuulllllllldddddddd        tttttttthhhhhhhheeeeeeeennnnnnnn        bbbbbbbbeeeeeeeeccccccccoooooooommmmmmmmeeeeeeee        yyyyyyyyoooooooouuuuuuuurrrrrrrr        pppppppprrrrrrrriiiiiiiimmmmmmmmaaaaaaaarrrrrrrryyyyyyyy        ffffffffooooooooccccccccuuuuuuuussssssss        ffffffffoooooooorrrrrrrr        tttttttthhhhhhhheeeeeeee        ggggggggrrrrrrrreeeeeeeeaaaaaaaatttttttteeeeeeeesssssssstttttttt        rrrrrrrreeeeeeeessssssssiiiiiiiissssssssttttttttaaaaaaaannnnnnnncccccccceeeeeeee        ttttttttoooooooo        yyyyyyyyoooooooouuuuuuuurrrrrrrr        pppppppprrrrrrrroooooooojjjjjjjjeeeeeeeecccccccctttttttt........        

AreasAreasAreasAreas    of Resistanceof Resistanceof Resistanceof Resistance    DescriptionDescriptionDescriptionDescription    RatingRatingRatingRating    

1.1.1.1. Lack of uLack of uLack of uLack of understanding of the purpose nderstanding of the purpose nderstanding of the purpose nderstanding of the purpose 
and drivers for the changesand drivers for the changesand drivers for the changesand drivers for the changes....    

There maybe a lack of understanding ofThere maybe a lack of understanding ofThere maybe a lack of understanding ofThere maybe a lack of understanding of    the purpose of the project.the purpose of the project.the purpose of the project.the purpose of the project.    

There maybe lack of awareness of the need for the change to occur.There maybe lack of awareness of the need for the change to occur.There maybe lack of awareness of the need for the change to occur.There maybe lack of awareness of the need for the change to occur.    
 

2.2.2.2. Feeling of lFeeling of lFeeling of lFeeling of lososososinginginging    controlcontrolcontrolcontrol    
People support what they have helped to create. If they feel they have not had sufficient input, resistance usually People support what they have helped to create. If they feel they have not had sufficient input, resistance usually People support what they have helped to create. If they feel they have not had sufficient input, resistance usually People support what they have helped to create. If they feel they have not had sufficient input, resistance usually 
increases.increases.increases.increases.    

 

3.3.3.3. LacLacLacLack of support from various levels in k of support from various levels in k of support from various levels in k of support from various levels in 
the organisation.the organisation.the organisation.the organisation.    

If people perceive that key individuals or groups in their area are not genuinely supportive of the project, their If people perceive that key individuals or groups in their area are not genuinely supportive of the project, their If people perceive that key individuals or groups in their area are not genuinely supportive of the project, their If people perceive that key individuals or groups in their area are not genuinely supportive of the project, their 
acceptance is difficult to secureacceptance is difficult to secureacceptance is difficult to secureacceptance is difficult to secure    

 

4.4.4.4. Feel there is a rFeel there is a rFeel there is a rFeel there is a real threat toeal threat toeal threat toeal threat to    mymymymy    existing existing existing existing 
power, jpower, jpower, jpower, job security or personal and ob security or personal and ob security or personal and ob security or personal and 
career goals.career goals.career goals.career goals.    

Resistance is increased if people believe the change will result greater emotional or career costs relative to what they Resistance is increased if people believe the change will result greater emotional or career costs relative to what they Resistance is increased if people believe the change will result greater emotional or career costs relative to what they Resistance is increased if people believe the change will result greater emotional or career costs relative to what they 
may gain.may gain.may gain.may gain.    

 

5.5.5.5. Concerns about Concerns about Concerns about Concerns about a lack of a lack of a lack of a lack of skills and skills and skills and skills and 
knowledgeknowledgeknowledgeknowledge    

People may resist change if they bePeople may resist change if they bePeople may resist change if they bePeople may resist change if they believe they do not possess the skills or the ability for optimal performance during and lieve they do not possess the skills or the ability for optimal performance during and lieve they do not possess the skills or the ability for optimal performance during and lieve they do not possess the skills or the ability for optimal performance during and 
after the change.after the change.after the change.after the change.    

 

6.6.6.6. High level of iHigh level of iHigh level of iHigh level of impact on daily work mpact on daily work mpact on daily work mpact on daily work 
patternspatternspatternspatterns    

Failure to acknowledge and if possible, minimise the impact of project teams activities and changes on peFailure to acknowledge and if possible, minimise the impact of project teams activities and changes on peFailure to acknowledge and if possible, minimise the impact of project teams activities and changes on peFailure to acknowledge and if possible, minimise the impact of project teams activities and changes on peoples work oples work oples work oples work 
patterns tends to promote distrust and alienation.patterns tends to promote distrust and alienation.patterns tends to promote distrust and alienation.patterns tends to promote distrust and alienation.    

 

7.7.7.7. Lack of time to absorb the changesLack of time to absorb the changesLack of time to absorb the changesLack of time to absorb the changes    The ability of staff to assimilate the change and all its consequences must be assessed.The ability of staff to assimilate the change and all its consequences must be assessed.The ability of staff to assimilate the change and all its consequences must be assessed.The ability of staff to assimilate the change and all its consequences must be assessed.     

8.8.8.8. High level of High level of High level of High level of uncertaintyuncertaintyuncertaintyuncertainty    Sometimes just the uncertainness of the Sometimes just the uncertainness of the Sometimes just the uncertainness of the Sometimes just the uncertainness of the situation can make people react negatively.situation can make people react negatively.situation can make people react negatively.situation can make people react negatively.     

9.9.9.9. Adverse cAdverse cAdverse cAdverse changes to key workhanges to key workhanges to key workhanges to key workinginginging    
relationshipsrelationshipsrelationshipsrelationships    

Adversely affecting the way they relate to others or who they work withAdversely affecting the way they relate to others or who they work withAdversely affecting the way they relate to others or who they work withAdversely affecting the way they relate to others or who they work with    or who they report toor who they report toor who they report toor who they report to....     

10.10.10.10. High level of pHigh level of pHigh level of pHigh level of past resentments and ast resentments and ast resentments and ast resentments and 
dislikesdislikesdislikesdislikes    

People may distrust or dPeople may distrust or dPeople may distrust or dPeople may distrust or dislike sponsors or change agents or have had negative experiences around change a lack of islike sponsors or change agents or have had negative experiences around change a lack of islike sponsors or change agents or have had negative experiences around change a lack of islike sponsors or change agents or have had negative experiences around change a lack of 
acceptance and enthusiasm for the change will quickly materialise.acceptance and enthusiasm for the change will quickly materialise.acceptance and enthusiasm for the change will quickly materialise.acceptance and enthusiasm for the change will quickly materialise.    

 

11.11.11.11. Lack of incentives and rewardsLack of incentives and rewardsLack of incentives and rewardsLack of incentives and rewards    

Change involves learning and learning usually involves errors. WheChange involves learning and learning usually involves errors. WheChange involves learning and learning usually involves errors. WheChange involves learning and learning usually involves errors. When people are not given the freedom to make n people are not given the freedom to make n people are not given the freedom to make n people are not given the freedom to make 
mistakes while learning they become afraid.mistakes while learning they become afraid.mistakes while learning they become afraid.mistakes while learning they become afraid.    

People need to be rewarded for accomplishing the change in the form of something they truly value.People need to be rewarded for accomplishing the change in the form of something they truly value.People need to be rewarded for accomplishing the change in the form of something they truly value.People need to be rewarded for accomplishing the change in the form of something they truly value.    

 



 

CHANGE MANAGEMENT PLANCHANGE MANAGEMENT PLANCHANGE MANAGEMENT PLANCHANGE MANAGEMENT PLAN    TEMPLATETEMPLATETEMPLATETEMPLATE    
    

        

AAAAGENCY AND GENCY AND GENCY AND GENCY AND PPPPROJECT ROJECT ROJECT ROJECT DDDDETAILSETAILSETAILSETAILS    

AAAAAAAAggggggggeeeeeeeennnnnnnnccccccccyyyyyyyy        NNNNNNNNaaaaaaaammmmmmmmeeeeeeee        ((((((((FFFFFFFFuuuuuuuullllllllllllllll))))))))::::::::            

PPPPPPPPrrrrrrrroooooooojjjjjjjjeeeeeeeecccccccctttttttt        NNNNNNNNaaaaaaaammmmmmmmeeeeeeee::::::::            

    

AAAAGENCY GENCY GENCY GENCY PPPPROJECT ROJECT ROJECT ROJECT CCCCONTACT ONTACT ONTACT ONTACT DDDDETAILSETAILSETAILSETAILS::::    

Project ManagerProject ManagerProject ManagerProject Manager    Full Name:Full Name:Full Name:Full Name:     

Title:Title:Title:Title:     

Business DiBusiness DiBusiness DiBusiness Division:vision:vision:vision:     

Street Address:Street Address:Street Address:Street Address:     

Postal Address:Postal Address:Postal Address:Postal Address:     State:State:State:State:    QLD Postcode:Postcode:Postcode:Postcode:     

Email Address:Email Address:Email Address:Email Address:  

    Telephone Number:Telephone Number:Telephone Number:Telephone Number:     Fax Number:Fax Number:Fax Number:Fax Number:  

    

PPPPROJECT ROJECT ROJECT ROJECT PPPPHASEHASEHASEHASE::::        

PPPPPPPPrrrrrrrroooooooojjjjjjjjeeeeeeeecccccccctttttttt        EEEEEEEEnnnnnnnnddddddddoooooooorrrrrrrrsssssssseeeeeeeemmmmmmmmeeeeeeeennnnnnnntttttttt            Recommended byRecommended byRecommended byRecommended by    PPPPPPPPrrrrrrrroooooooojjjjjjjjeeeeeeeecccccccctttttttt        MMMMMMMMaaaaaaaannnnnnnnaaaaaaaaggggggggeeeeeeeerrrrrrrr    SSSSSSSSiiiiiiiiggggggggnnnnnnnnaaaaaaaattttttttuuuuuuuurrrrrrrreeeeeeee::::::::        DDDDDDDDaaaaaaaatttttttteeeeeeee        

    

NameNameNameName:  :  :  :      Project Manager        00 / 00 / 00 

    Document Accepted byDocument Accepted byDocument Accepted byDocument Accepted by    PPPPPPPPrrrrrrrroooooooojjjjjjjjeeeeeeeecccccccctttttttt        SSSSSSSSppppppppoooooooonnnnnnnnssssssssoooooooorrrrrrrr    SSSSSSSSiiiiiiiiggggggggnnnnnnnnaaaaaaaattttttttuuuuuuuurrrrrrrreeeeeeee::::::::        DDDDDDDDaaaaaaaatttttttteeeeeeee        

NameNameNameName:  :  :  :      Project Sponsor        00 / 00 / 00 

    Document Accepted byDocument Accepted byDocument Accepted byDocument Accepted by    PPPPPPPPrrrrrrrroooooooojjjjjjjjeeeeeeeecccccccctttttttt        CCCCCCCCuuuuuuuussssssssttttttttoooooooommmmmmmmeeeeeeeerrrrrrrr    SSSSSSSSiiiiiiiiggggggggnnnnnnnnaaaaaaaattttttttuuuuuuuurrrrrrrreeeeeeee::::::::        DDDDDDDDaaaaaaaatttttttteeeeeeee        

NameNameNameName:  :  :  :      Project Customer        00 / 00 / 00 

    

    

RRRRRRRReeeeeeeevvvvvvvviiiiiiiissssssssiiiiiiiioooooooonnnnnnnn        HHHHHHHHiiiiiiiissssssssttttttttoooooooorrrrrrrryyyyyyyy VVVVVVVVeeeeeeeerrrrrrrrssssssssiiiiiiiioooooooonnnnnnnn        NNNNNNNNoooooooo        DDDDDDDDaaaaaaaatttttttteeeeeeee        AAAAAAAAuuuuuuuutttttttthhhhhhhhoooooooorrrrrrrr        SSSSSSSSttttttttaaaaaaaattttttttuuuuuuuussssssss        RRRRRRRReeeeeeeevvvvvvvviiiiiiiieeeeeeeewwwwwwwweeeeeeeerrrrrrrrssssssss        

(add additional rows if required)(add additional rows if required)(add additional rows if required)(add additional rows if required)    1111    00 / 00 / 00 Name Eg:  Initial Draft for review Name(s) 

2222    00 / 00 / 00 Name Eg:  Initial Draft for review Name(s) 

    

KKKKKKKKeeeeeeeeyyyyyyyy        SSSSSSSSttttttttaaaaaaaakkkkkkkkeeeeeeeehhhhhhhhoooooooollllllllddddddddeeeeeeeerrrrrrrr                
EEEEEEEEnnnnnnnnddddddddoooooooorrrrrrrrsssssssseeeeeeeemmmmmmmmeeeeeeeennnnnnnntttttttt        

        PPPPPPPPoooooooossssssssiiiiiiiitttttttt iiiiiiiioooooooonnnnnnnn        NNNNNNNNaaaaaaaammmmmmmmeeeeeeee        SSSSSSSSiiiiiiiiggggggggnnnnnnnnaaaaaaaattttttttuuuuuuuurrrrrrrreeeeeeee        DDDDDDDDaaaaaaaatttttttteeeeeeee        

    

Example:  Process or Business 
Owner 

Executive Director / Director  00 / 00 / 00 

Example:  Information Policy and 
Planning 

Director / Manager  00 / 00 / 00 

Example:  Learning & 
Development/Training 

Director / Manager  00 / 00 / 00 

Example:  Communications 
Project Communications  
Co-ordinator 

 00 / 00 / 00 

Example:  Organisational 
Development 

Director   00 / 00 / 00 

    

CCCCCCCChhhhhhhhaaaaaaaannnnnnnnggggggggeeeeeeee        PPPPPPPPrrrrrrrroooooooojjjjjjjjeeeeeeeecccccccctttttttt        TTTTTTTTeeeeeeeeaaaaaaaammmmmmmm NNNNNNNNaaaaaaaammmmmmmmeeeeeeee        RRRRRRRRoooooooolllllllleeeeeeee        iiiiiiiinnnnnnnn        TTTTTTTTeeeeeeeeaaaaaaaammmmmmmm        NNNNNNNNaaaaaaaammmmmmmmeeeeeeee        ooooooooffffffff        BBBBBBBBuuuuuuuussssssssiiiiiiiinnnnnnnneeeeeeeessssssssssssssss        UUUUUUUUnnnnnnnniiiiiiiitttttttt        ooooooooffffffff        MMMMMMMMeeeeeeeemmmmmmmmbbbbbbbbeeeeeeeerrrrrrrrssssssss        

(add additional rows if required)(add additional rows if required)(add additional rows if required)(add additional rows if required)    Example:  John Doe Project Manager  

Example:  Maryanne West Change Champion  

Example:  Paul Smyth Communications Officer  



 
 

1.1.1.1.        CCCCHANGE HANGE HANGE HANGE IIIIDENTIFICATIONDENTIFICATIONDENTIFICATIONDENTIFICATION    

11111111........11111111        TTTTTTTTyyyyyyyyppppppppeeeeeeee        ooooooooffffffff        CCCCCCCChhhhhhhhaaaaaaaannnnnnnnggggggggeeeeeeee                ((((((((PPPPPPPPlllllllleeeeeeeeaaaaaaaasssssssseeeeeeee        tttttttt iiiiiiiicccccccckkkkkkkk        oooooooorrrrrrrr        cccccccchhhhhhhheeeeeeeecccccccckkkkkkkk))))))))        

    Policy Change     Process Change     Scale of the change - large or small 

    Speed of change -fast or slow     Job roles     System change     Other:   

    

    

11111111........22222222        RRRRRRRReeeeeeeeaaaaaaaassssssssoooooooonnnnnnnn        ffffffffoooooooorrrrrrrr        tttttttthhhhhhhheeeeeeee        CCCCCCCChhhhhhhhaaaaaaaannnnnnnnggggggggeeeeeeee        Describe the reason for the change – example: Business benefit 

    

11111111........33333333        CCCCCCCChhhhhhhhaaaaaaaannnnnnnnggggggggeeeeeeee        SSSSSSSSccccccccooooooooppppppppeeeeeeee                ((((((((PPPPPPPPlllllllleeeeeeeeaaaaaaaasssssssseeeeeeee        tttttttt iiiiiiiicccccccckkkkkkkk        oooooooorrrrrrrr        cccccccchhhhhhhheeeeeeeecccccccckkkkkkkk))))))))        

    Department      Work Groups      Business Units      Division 

    People      Systems      Other:  

Change of Scope Details:Change of Scope Details:Change of Scope Details:Change of Scope Details:    
Describe who in the business it includes? How far reaching in the organisation is the change? 

Is it the same for each of the business units? 

    

11111111........44444444        CCCCCCCCuuuuuuuurrrrrrrrrrrrrrrreeeeeeeennnnnnnntttttttt        SSSSSSSSttttttttaaaaaaaattttttttuuuuuuuussssssss        
Where are you now?  Describe the situation in the organisation currently. 

Describe the problem. 

What is the cause? 

Define the context and challenges surrounding your initiative. 
    

    

11111111........55555555        FFFFFFFFuuuuuuuuttttttttuuuuuuuurrrrrrrreeeeeeee        SSSSSSSSttttttttaaaaaaaattttttttuuuuuuuussssssss        
Where do you want to be?  Describe what the future state will bring. 

Describe what it will feel like. 

Describe what it will look like. 

Describe what you will see people doing/saying. 

Describe what will be done differently. 

Describe what roles will be affected in the organisation and how. 

Describe what will improve. 

    

    

2.2.2.2.        CCCCHANGE HANGE HANGE HANGE SSSSPECIFICATIONSPECIFICATIONSPECIFICATIONSPECIFICATIONS    

22222222........11111111        CCCCCCCChhhhhhhhaaaaaaaannnnnnnnggggggggeeeeeeee        TTTTTTTTaaaaaaaaccccccccttttttttiiiiiiiicccccccc        
How will you get there?  There will be a number of areas in the organisation that will be impacted on as a 
result of this change and each area needs to be given consideration. 

RationalRationalRationalRational    

� Do you need a new organisation structure? 

� Do you need new systems? 

� Will you need new processes? 

NonNonNonNon----rationalrationalrationalrational    

� What relationships will change? 

� Will the culture embrace or reject this change? 

� How will the stakeholders share information and transfer knowledge? 

SLM CM_Org Change 
Readiness Checklist_Attachment 1.doc

    

    

22222222........22222222        PPPPPPPPrrrrrrrroooooooocccccccceeeeeeeessssssssssssssss        CCCCCCCChhhhhhhhaaaaaaaannnnnnnnggggggggeeeeeeee        
Process changes tend to be more complex so you may want to consider the following questions to add more 
clarity. 

� Does this change represent a completely new process for the organisation, or a different application of an 
existing process? 

� What are the major changes to processes?  (You may need to ‘break this down’ into discrete components 
to allow tangible descriptions.) 

� What is going to be done differently? (You may need to ‘break this down’ into discrete components to 
allow tangible descriptions.) 

    

    

22222222........33333333        PPPPPPPPeeeeeeeeoooooooopppppppplllllllleeeeeeee        CCCCCCCChhhhhhhhaaaaaaaannnnnnnnggggggggeeeeeeee        
In the process of making this change there may be an affect on people’s job roles and responsibilities. 
Change will invariably confront many relationships especially those that require a set of new behaviours. 

� What roles within the organisation are affected, and how? 

� What pre-requisite knowledge or training is required? 

� What work practices will be affected? 

� Is there a need for new relationships to be built? (third party) 

� What new behaviours are required? 

    

    

22222222........44444444        IIIIIIIInnnnnnnnffffffffoooooooorrrrrrrrmmmmmmmmaaaaaaaattttttttiiiiiiiioooooooonnnnnnnn        SSSSSSSShhhhhhhhaaaaaaaarrrrrrrriiiiiiiinnnnnnnngggggggg        
Throughout the process of change information will be distributed and interpreted by staff in many different 
ways. It is this process that will be important in managing expectations and dealing with the rumour mill. 

� What policies and procedures need to be changed? 

� What are current methods of sharing information and does there need to be new ones developed? 
    

    

22222222........55555555        CCCCCCCCoooooooosssssssstttttttt        ooooooooffffffff        CCCCCCCChhhhhhhhaaaaaaaannnnnnnnggggggggeeeeeeee        
Understanding the real cost to the organisation in implementing a change initiative is one way of overcoming 
key barriers to successful change. Gaining the right level of resourcing is important and should be considered 



 

    

upfront. 

� What would an estimate of the total cost of the activities required to carry out the change initiative? 

� Where will the funds come from? 

� Has this been negotiated with the customer and sponsor? 

    

22222222........66666666aaaaaaaa        RRRRRRRRiiiiiiiisssssssskkkkkkkk        AAAAAAAAsssssssssssssssseeeeeeeessssssssssssssssmmmmmmmmeeeeeeeennnnnnnntttttttt            Attachment 2 Attachment 2 Attachment 2 Attachment 2 ––––    Risk Assessment Matrix and Table Risk Assessment Matrix and Table Risk Assessment Matrix and Table Risk Assessment Matrix and Table ––––    completed and attached.completed and attached.completed and attached.completed and attached.    

    

22222222........66666666bbbbbbbb        RRRRRRRRiiiiiiiisssssssskkkkkkkk        AAAAAAAAsssssssssssssssseeeeeeeessssssssssssssssmmmmmmmmeeeeeeeennnnnnnntttttttt                LowLowLowLow        MediumMediumMediumMedium     HighHighHighHigh     Mitigation ActioMitigation ActioMitigation ActioMitigation Actionnnn Brief Description of RiskBrief Description of RiskBrief Description of RiskBrief Description of Risk    

SLM CM_Risk 
Assessment Matrix_Attachment 2.doc

    

Risk No.Risk No.Risk No.Risk No.    Date Risk OccurredDate Risk OccurredDate Risk OccurredDate Risk Occurred    Date of CommencementDate of CommencementDate of CommencementDate of Commencement    Identify the risk and assess the significance 
and likelihood of it occurring and plan the 
contingency. 

� What risks may occur upfront? 

� Identify the key concepts that may arise 
along the way.    

 00 / 00 / 00 00 / 00 / 00 

Commencement ApprovalCommencement ApprovalCommencement ApprovalCommencement Approval:::: 

    

    

        LowLowLowLow        MediumMediumMediumMedium     HighHighHighHigh     Mitigation ActionMitigation ActionMitigation ActionMitigation Action Brief Description of RiskBrief Description of RiskBrief Description of RiskBrief Description of Risk    

Risk No.Risk No.Risk No.Risk No.    Date Risk Date Risk Date Risk Date Risk OccurredOccurredOccurredOccurred    Date of CommencementDate of CommencementDate of CommencementDate of Commencement    Identify the risk and assess the significance 
and likelihood of it occurring and plan the 
contingency. 

� What risks may occur upfront? 

� Identify the key concepts that may arise 
along the way.    

 00 / 00 / 00 00 / 00 / 00 

CommeCommeCommeCommencement Approvalncement Approvalncement Approvalncement Approval:::: 

    

    

3.3.3.3.        CCCCHANGE HANGE HANGE HANGE MMMMETHODOLOGYETHODOLOGYETHODOLOGYETHODOLOGY    

33333333........11111111        SSSSSSSSttttttttaaaaaaaakkkkkkkkeeeeeeeehhhhhhhhoooooooollllllllddddddddeeeeeeeerrrrrrrr        AAAAAAAAnnnnnnnnaaaaaaaallllllllyyyyyyyyssssssssiiiiiiiissssssss        
Identifying the levels of participation of stakeholders involved in the change process allows you to make sure 
that a wide variety of interests are taken into account. This assessment of the change at each of the 
participation levels will provide you with valuable information as to how stakeholders may react to the change 
as well as whether you need to engage the stakeholders – attracting and holding their understanding, buy-in, 
and advocacy. 

� What are the specific target groups/audiences that will be impacted by this change? 

� Who might be able to help us the most? (advocates, early adopters) 

� Who might present the most resistance? 

� Who will be the change levers? (drivers) 

    

    

4.4.4.4.    IIIIMPLEMENMPLEMENMPLEMENMPLEMENTATION TATION TATION TATION SSSSTRATEGIESTRATEGIESTRATEGIESTRATEGIES    

44444444........11111111aaaaaaaa        AAAAAAAAccccccccttttttttiiiiiiiioooooooonnnnnnnn        PPPPPPPPllllllllaaaaaaaannnnnnnn        ActivityActivityActivityActivity    ResponsibilityResponsibilityResponsibilityResponsibility    TimeframeTimeframeTimeframeTimeframe    

((((ReReReRefer Appendix A)fer Appendix A)fer Appendix A)fer Appendix A)    

SLM CM_Action 
Plan_Appendix A.doc

    
    

Activity to be rolled out Project responsibilities Roll-out timeframe 

Activity to be rolled out Project responsibilities Roll-out timeframe 

Activity to be rolled out Project responsibilities Roll-out timeframe 

Activity to be rolled out Project responsibilities Roll-out timeframe 

    

    

44444444........11111111bbbbbbbb        SSSSSSSScccccccchhhhhhhheeeeeeeedddddddduuuuuuuulllllllleeeeeeee        DDDDDDDDeeeeeeeettttttttaaaaaaaaiiiiiiiillllllllssssssss        TaskTaskTaskTask    DurationDurationDurationDuration    Start DateStart DateStart DateStart Date    End DateEnd DateEnd DateEnd Date    ResourcesResourcesResourcesResources    

((((ReReReRefer Appendix fer Appendix fer Appendix fer Appendix BBBB))))    

SLM CM_Schedule of 
Activities_Appendix B.doc

    

Milestone OneMilestone OneMilestone OneMilestone One        

ActivitiesActivitiesActivitiesActivities        

Milestone TwoMilestone TwoMilestone TwoMilestone Two        

ActivitiesActivitiesActivitiesActivities        

    

    

44444444........22222222        CCCCCCCCoooooooommmmmmmmmmmmmmmmuuuuuuuunnnnnnnniiiiiiiiccccccccaaaaaaaattttttttiiiiiiiioooooooonnnnnnnn        PPPPPPPPllllllllaaaaaaaannnnnnnn        AudienceAudienceAudienceAudience    Key MessagesKey MessagesKey MessagesKey Messages    
Delivery Delivery Delivery Delivery 
MethodMethodMethodMethod    

DateDateDateDate    
Length of Session Length of Session Length of Session Length of Session     
(if applicable)(if applicable)(if applicable)(if applicable)    

LocationLocationLocationLocation    

((((ReReReRefer Appendix fer Appendix fer Appendix fer Appendix CCCC))))    

SLM 
CM_Communication Plan_Appendix C.doc

    

Example: 

Team Leaders 
Senior Managers 

  00 / 00 / 00   

SSSSSSSSeeeeeeeennnnnnnnddddddddeeeeeeeerrrrrrrr    Project ManagerProject ManagerProject ManagerProject Manager                    

Example: Staff 
Users 

  00 / 00 / 00   



 

SSSSSSSSeeeeeeeennnnnnnnddddddddeeeeeeeerrrrrrrr    SupervisorSupervisorSupervisorSupervisor        

         00 / 00 / 00   

    

44444444........33333333        TTTTTTTTrrrrrrrraaaaaaaaiiiiiiiinnnnnnnniiiiiiiinnnnnnnngggggggg        PPPPPPPPllllllllaaaaaaaannnnnnnn        � Identify the current level of skills and knowledge and behaviours of the group that will be impacted on. 

� What prerequisite knowledge do these groups need? 

� What are the training strategies? 

� Identify requirements for a training program. 

� Who will do the training? 

� Who will fund the training? 

 

((((ReReReRefer Appendix fer Appendix fer Appendix fer Appendix DDDD))))    

SLM CM_Training 
Plan_Appendix D.doc

    

Session ModulesSession ModulesSession ModulesSession Modules    Learning OutcomesLearning OutcomesLearning OutcomesLearning Outcomes    ObjectivesObjectivesObjectivesObjectives    
Length of Length of Length of Length of 
Training Training Training Training 
SessionSessionSessionSession    

Target AudienceTarget AudienceTarget AudienceTarget Audience    LocationLocationLocationLocation    FacilitatorFacilitatorFacilitatorFacilitator    

       

       

       

    

    

44444444........44444444        BBBBBBBBuuuuuuuussssssssiiiiiiiinnnnnnnneeeeeeeessssssssssssssss        SSSSSSSSyyyyyyyysssssssstttttttteeeeeeeemmmmmmmmssssssss        PPPPPPPPllllllllaaaaaaaannnnnnnn        � Identify the hardware, software, network to be implemented for the change. 

    

    

44444444........55555555        RRRRRRRReeeeeeeessssssssiiiiiiiissssssssttttttttaaaaaaaannnnnnnncccccccceeeeeeee        PPPPPPPPllllllllaaaaaaaannnnnnnn        Key areas of resistanceKey areas of resistanceKey areas of resistanceKey areas of resistance    Actions to address resistanceActions to address resistanceActions to address resistanceActions to address resistance    
Responsible Responsible Responsible Responsible 

PersonPersonPersonPerson    

((((Refer Appendix ERefer Appendix ERefer Appendix ERefer Appendix E))))    

SLM CM_Resistance 
Management Plan_Appendix E.doc

    
(Refer Attachment 3)(Refer Attachment 3)(Refer Attachment 3)(Refer Attachment 3)    

SLM CM_Resistance 
Assessment Survey_Attachment 3.doc

    
    

Identify main cause of 
resistance 

� Provide some ongoing coaching opportunities 
for the employee or manager that are resistant 
to the change. 

� Communicate the consequences to staff if not 
supporting the change. 

� Implement some consequences for not 
supporting the change. 

 

Identify main cause of 
resistance 

(see above or refer 4.5 in Workbook)  

Identify main cause of 
resistance 

(see above or refer 4.5 in Workbook)  

Identify main cause of 
resistance 

(see above or refer 4.5 in Workbook)  

    

 
 


