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Change Management Checklist

A structured approach to change management is essential for minimizing disruption, maintaining employee engagement, and aligning outcomes with business goals. This checklist serves as an easy-to-use road map to design, implement, and sustain change initiatives, whether dealing with organizational shifts, new technologies, evolving workplace policies, or other companywide changes likely to encounter employee resistance. While the tool provides clear steps based on best practices to streamline the change management process, it is designed to complement, not replace, expertise in the field. 

1. Preparation Phase
· Define objectives: Clearly outline goals and expected outcomes of the change that are aligned with your organization’s mission and vision. 
· Analyze stakeholders: Identify key stakeholders and assess their influence and impact.
· Assemble a team and define roles: Form a change team with clear roles and responsibilities, such as communications, training, etc. Identify any individuals with change management expertise.
· Assess risk: Evaluate potential risks and develop mitigation strategies.
· Expand expertise: Look outside your organization to identify leaders in your community from whom the team could learn.
2. Planning Phase
· Develop a communication plan: Create a strategy for consistent communication and optimize internal messaging that references the benefit to employees. Transparency is key to engaging employees early.
· Create a training plan: Plan to upskill or reskill employees as needed.
· Allocate resources: Ensure necessary means (time, budget, tools, etc.) are available.
· Establish a timeline: Establish a realistic timeline that includes a communications rollout and other key milestones.
· Consider scenarios: For example, plan for optimal timing to minimize employee change fatigue. Develop talking points for managers to mitigate resistance.
3. Implementation Phase
· Launch communication: Announce the change with clear, positive messaging and rationale. Host an in-person and/or virtual kickoff meeting(s) with organizational leadership to ensure they are equipped to communicate the change to their teams.
· Engage employees: Foster participation and address concerns through feedback channels such as pulse surveys. Gather informal observational insights from speaking with employees.
· Monitor progress: Track implementation against the plan and adjust as needed, taking employee feedback into account. 
· Provide support: Offer ongoing support, such as office hours, check-in meetings, individual coaching, or counseling.
· Update policies and procedures: Incorporate changes in organizational documentation.
4. Sustainability Phase
· Reinforce the change: Recognize and reward behaviors that align with the change, such as exceeding deadlines, reducing costs, and demonstrating high levels of engagement.
· Measure success: Deploy metrics, such as completed trainings and technology adoption rates, at the 3-, 6-, and 12-month (or other) marks to evaluate progress.
· Document lessons learned: Conduct a postmortem to analyze what worked, what didn’t, and why, to inform future change initiatives.
· Use continuous feedback: Continue to identify ongoing areas for improvement.
· Celebrate results: Acknowledge the efforts of all involved to set a positive precedent for future change.
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