Appendix 10

Management of Change - Managers Tips for Success
(This document further supports the ‘good practice guidelines App 11)

1.

Clarification and rationale
Develop a comprehensive vision and measurable outcomes. It is crucial to
clearly outline the rationale for the change. It is important to ensure that
changes are only made where they are necessary and can’t be handled in a
different way.

2.

Planning
One of the most important parts of a successful organisational change
programme is sufficient planning;




to take into account the timing of introducing the change,
to provide sufficient time to introduce the change properly,
and to allow for the amount of time it will take for the change to have the
desired impact on service delivery.

Plans also need to be fluid and adaptable to meet changing demands and
needs.
If necessary establish a project group to manage the change, and consider
including those affected.
3.

Learning
Investigate and learn from previous organisational changes. Find out as much
as you can about what happened last time there was a similar change.

4.

Risk assessment
Undertake an assessment of the critical risks associated with the change (e.g.
of putting staff at risk, or possibly needing to redeploy staff, new locations,
changes of ways of working etc.). Keep assessing these risks throughout the
consultation and implementation stages.

5.

Communication & involvement
Effective consultation, communication and engagement are essential
requirements of successful change management. Staff need to be kept
informed and feel involved in the process. Involve HR from the earliest
planning stages. Ensure that the local union representative is kept fully
informed.

Consider the following key points:






6.

If possible, the change is best announced to all those involved
simultaneously.
Inform people about changes in person. Face-to-face communication
allows you to assess reaction and ask for comments and help.
Communication should be a two-way process. It is vitally important to
listen to staff feedback and involve them in the process.
Emails and newsletters should act as support and follow-up.
Whenever new information becomes available share it with your staff to try
to reduce gossip and rumour.

Reactions
People will react differently to proposed organisational change. Recognise
that staff will worry and be anxious about what might happen.

7.

Training
Does the change require new attitudes, skills? If so have you planned
appropriate training to develop these?

8.

Timetable
Set a timetable for the implementation of the change. Set realistic timeconstrained objectives. Tell staff about them and adhere to them, agreeing
changes if necessary. Follow up regularly to review objectives and adjust if
necessary.

9.

Implementation
Design an implementation plan and timeframe that takes the impact of
changes into account. Determine current capacity to implement changes and
allow for a transition period.
To be really effective, and really embed change, activity related to the change
must continue through until the complete change has been achieved. Don't
stop just because the formal process has been completed. What is still left to
do to really embed the required changes and achieve the benefit projected?

10.

Monitoring and evaluation

the

Continuous assessment and evaluation of the project will be needed. Were
benefits of the change realised?
Celebrate successes and use them to inform new groups embarking on
change.

