Steps for Change

Preparation – Development of a Positive Focus: 
Describe the change:
· What triggered the change

· What is the exact nature of the change

· How does this change affect you

· Who is responsible for implementing the change

· What monitoring will be carried out to assure implementation of the change

Questions for Management:
· Am I the one to do this

· Does my job need to be redefined

· Is retraining/education available to help me deal with the change

· Do I have any negotiation leverage in this change  

· Can parts of the change be delegated

· What are the opportunities

· How do I create winners

Customer Imposed Change

· Can I do what the customer wants

· What is the bottom line impact

· Will I keep my customer

Planning
· Plan ahead for the planning meeting(s)

· Have key elements already identified, but be ready to adapt, shift and change items

· Treat these meetings as brainstorming sessions

· Remember to inform them that their suggestions are a necessary part of the process, but not all the items may be utilized

· Keep upper management apprised of progress

Transition Structures

· During the planning stage,remember to have queried the group for input on the transitional structure

· Establish temporary policies, procedures, and guidelines that are clearly temporary, but pointed in the direction of the new changes

· Keep in mind the transformation of your group throughout the change process 

Implementation
· Have an established process set up for evaluation and feedback

· It is important to have the availability for feedback in a variety of mediums; e.g., e-mail, voice mail, one on one meetings, group meetings

· Be actively involved with your supervisors, obtaining input from them 

Reward

· Acknowledgement is an important piece of the change process--throughout the process

· Establish places in the process in which you can acknowledge and possibly reward people

· Be sensitive to the culture of your work group as to what is appropriate for a reward system; e.g., pot-luck lunches, gift certificates, massages on sight, certificates, jokes of the day for each meeting 
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