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	Purpose of this document

The Change Management 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 in designing and estimating the scale of the change effort, mobilising the will to change and gaining the buy-in. This document is designed to be used alongside or can be incorporated into the proper project plan.


The Change Management Process

Change management is a process that should be included in the planning and delivery of a project from the very beginning. Often times change is not taken into consideration in the development of project plans. It is for this reason that change management has been addressed as separate component to the usual project methodology that you maybe currently using. Once the change management plan has been developed it should be integrated with the project plan and can be included at any point after start up.
This change management plan template provides the necessary flexibility required and is designed to meet the needs of the project irrelevant to the phase of the project.
The change management process has three stages, and should be considered alongside the nature and magnitude of the change.
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How to use this Toolkit
The following toolkit takes you through a series of steps that help to identify each of the key components of the change management process. This tool will help build a roadmap to effectively design, plan, lead and monitor the change.

The format of the toolkit consists of two sections:
· Section One is the Change Management Plan Workbook which is broken down into the three stages of change and provides guidelines, processes and checklists to help you analyse the change for successful implementation of your project. 
· Section Two is a template that can be completed whilst working through the workbook activities. This information will provide the basis for the development of a successful change management plan.
	STAGE A:  DETAILS OF THE CHANGE


[image: image21.jpg]


[image: image22.png]



At the end of this step you will have:
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Identified the situation that has brought about the change
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Identified the size and the characteristics of the change
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Defined the current state
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Defined what the future will look like
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Identified the concept shifts
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Identified the Organizational readiness to change

1.1. Type of change

· Describe the type of change. 
· Which of the following does it look like?
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Policy change
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System change

Changed job roles
	Scale of the change - large or small

Speed of change - fast or slow

Other


1.2. Reason for the change

· Describe the reason for the change – example: Business benefit

1.3. Scope the change

· Describe who in the business it includes? 
· How far reaching in the organisation is the change?
	Department

Work Groups

Business Unit

Division
	People
Systems
Other


· Is it the same for each of the business units?

1.4. 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.
1.5. 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.
1.6. What are the five (5) concept shifts required for this change to occur?

In order to bring about this future state it will require new ways of thinking. This is usually brought about by a paradigm or mind shift.
· Describe what will be the gap.

· Describe how people will need to think differently about this change.

1.7. Check Organizational change readiness

· A detailed readiness checklist must be completed to ensure all elements of the change have been addressed.

· Identify preliminary work to be assessed prior to implementation.
· Training needs analysis.
· Workforce capacity.
	See Attachment 1 – Organizational change readiness checklist



At the end of this step you will be able to:

 SHAPE  \* MERGEFORMAT 



Consider a range of options, solutions and actions to implement the change

 SHAPE  \* MERGEFORMAT 



Estimate the cost of change

 SHAPE  \* MERGEFORMAT 



Assess the risks involved in implementation of the change.
2.1. 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.
Rational
· Do you need a new organisation structure?

· Do you need new systems?

· Will you need new processes?
Non-rational
· What relationships will change?

· Will the culture embrace or reject this change?

· How will the stakeholders share information and transfer knowledge?

2.2. Process Change

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.)

2.3. People Change

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?
2.4. Information Sharing
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 methods are used for sharing current and updated information and does there need to be new channels developed? (Intranet, daily messages etc.)

· What processes are in place to manage the knowledge about the project?
2.5. Cost of change
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 be an estimate of the total cost for the activities required to carry out the change initiative?

· Where will the funds come from?
· Has this been negotiated with the customer and sponsor?
2.6. Risk Assessment
In the process of considering the different aspects of the change we need to consider what might happen leading up to and implementing the change as well as what may be the unintended consequences of the change. Keep in mind that the larger and more disruptive the change the greater the risk whereby small and incremental change will have less risk. The Risk Matrix will allow you to assess the likelihood and consequences of the change to indicate whether the activity is a low, medium or high risk to the project.
· What risks may occur upfront, during implementation and after implementation?

· What tactics will you put in place to minimise these risks?

	See Attachment 2 – Risk Assessment Matrix and Table



In designing your approach to the change you will be able to:
 SHAPE  \* MERGEFORMAT 



Identify the stakeholders and their roles

 SHAPE  \* MERGEFORMAT 



Identify barriers of resistance

 SHAPE  \* MERGEFORMAT 



Identify a change management team with their roles and responsibilities[image: image14.png]
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