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Announcing and Explaining a Change

(Source:  Achieve Global - Frontline Leadership - Managing Change workshop)

What:
This tool will provide you with key actions and planning questions to help get people involved in and committed to the change initiative.

Why:
Using a process to announce and explain change will help you manage change consistently.

When:
Use this tool when you need to announce and explain a change.

How:
Key actions for managing change (see workbook Managing Change):

1)  Describe why change is needed and the specific changes that are required.

2)  Ask for reactions.

3)  Clear up any misunderstandings or questions and acknowledge any objections.

4)  Ask for ideas on how to make the change go as smoothly as possible.

5)  Ask for support and commitment for the change.

6)  Follow through by monitoring the plan and reinforcing progress.

Planning Questions for Managing Change:

What are the problems that this change is designed to solve?

     
What exactly will change?

     
Specifically, how will people be affected by this change?

     
What questions or objections might people have about this change?

     
How will you answer those questions and/or objections?
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