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	Change Management Plan

	

	Agency Name (Full):  
Project Name:  

	

	
Project Manager Full Name:  
Title:  
Business Division:  
Street Address:  
Postal Address:                         State:        Postcode:  
Email address: 
                              Telephone Number:                                                      Fax Number: 

	

	Project Phase

	Project Endorsement      ☐    Recommended by  Project Manager         Signature:                                         Date
                                             Name:                                                               
                                                 ☐     Document Accepted by Project Sponsor    Signature:                                          Date
                                              Name:                                                                                      
                                                 ☐    Document Accepted by Project Customer  Signature:                                         Date
                                             Name:                                                   

	

	Revision History     Version No              Date                   Author                              Status                                           Reviewers

	
	1
	 
	 
	 
	 



	
	2
	 
	 
	 
	 




	
	3
	 
	 
	 
	 




	

	Key Stakeholder Endorsement                    Position Name                                 Signature                                                      Date
             








	

	Change Team Project    Name                           Role in Team                                           Name of Business Unit Members
 
                              


	1.1 Type of Change (Please tick or check)

  ☐  Policy Change                  ☐ Process Change                   ☐ Scale of the change- large or small

  ☐ Speed of change-fast or slow       ☐ Job roles        ☐ System Change           ☐ Other ___________


	

	1.2 Reason for the Change   


	

	1.3    Change Scope (Please tick or check)

  ☐ Department                    ☐ Work Groups                     ☐ Business Units                     ☐ Division

  ☐ People                              ☐ Systems                              ☐ Other ___________________________

Change of Scope Details:                        












	

	1.4 Current Status                              













	

	1.5      Future status                                 























	

	2.1      Change Tactic                               

	





	


























	

	2.2       Process Change


	























	

	2.3      People 





















	

	2.4      Information Sharing                 	




















	

	2.5      Cost of Change	

















	

	2.6 a     Risk Assessment                       ☐      Attachment 2- Risk Assessment Matrix and Table – completed and attached.

	

	2.6 b    Risk Assessment
	☐Low
	☐ Medium
	☐High
	☐ Mitigation Action
	Brief Description of Risk

	




	Risk No.
1
	Date Risk Occurred
	Date of Commencement

	

	
	☐Low
	☐Medium
	☐High
	☐Mitigation Action
	Brief Description of Risk 

	
	Risk No.
2
	Date Risk Occurred

	Date of Commencement

	






	

	3.1        Stakeholder Analysis               























	

		4.1 a     Action Plan
	Activity
	Responsibility
	Timeframe

	

	



	
	

	
	



	
	

	
	




	
	




	

	4.1 b   Schedule Details
	Task
	Duration
	Start Date
	End Date
	Resource

	


	
	
	
	
	





	
	
	
	
	
	






	
	
	
	
	
	






	
	
	
	
	
	






	

	4.2      Communication Plan



	Audience
	Key Messages
	Delivery Method
	Date
	Length of Session (if applicable)
	Location

	
	Sender
	 
	
	
	
	

	
	 
	 
	 
	 
	 
	 

	
	Sender
	 
	
	
	
	

	
	   





	 
	 
	 
	 
	 

	
	Sender
	 
	
	
	
	

	
	 








	 
	 
	 
	
	 

	

	4.3       Training Plan



	














	Session Module
	Learning outcomes
	Objectives
	Length of Training Session
	Target Audience
	Location
	Facilitator

	Part 1
	 





	 
	 
	 
	 
	 

	Part 2
	 
	   
	 
	 
	 

	 








	Part 3
	 
	
	
	
	
	







	

	4.4      Business Systems Plan              Identify the hardware, software, and network to be implemented for the change. Update current website.

	

	4.5      Resistance Plan                          



	Key areas of resistance
	Actions to address resistance
	Responsible person

	
	 





	 
	 

	


	 





	 
	 

	
	






	 
	 

	



Organization Change Readiness Checklist Attachment 1.docx
		







		Organization Change Readiness Checklist

		Attachment 1







		Deliverable:



		Background check form online and in a printable format.



		Implementation Team Leader:



		Fir E. Cotes



		Implementation Sponsor:



		Shiba Inu



		

		



		People Readiness

		Action Required

		When

		Completed



		Business Unit / Product Group Actions

		

		

		



		Have the business unit contacts been selected and notified?

		Assign head of dog adoptions and head of cat adoptions to submit a list of background questions to the technical writer. Have the technical writer coordinate with the web developer to make an online background form that is easily readable and printable.

		07/24/15

		07/24/15



		Have the business unit contacts been briefed by the project team?

		Hold a staff meeting to update business unit contacts weekly.

		Weekly

		Yes



		Has the priority for this project been set by the Business Unit Management Team?

		Evaluate Barks and Purrs to do list (adoption placements, dog and cat intake status, foster availability, adding the background check), and determine the order of priority regarding the current workload.

		07/20/15

		07/22/15



		Training

		

		

		



		Has the target training audience been identified and nominated?

		Review new questions with employees and volunteers. 

		09/10/15

		09/15/15



		Has a Training Needs Analysis been carried out?

		Yes

		09/07/15

		09/12/15



		Is the Training Information Sheet available?	

		Yes

		10/01/15

		10/01/15



		Has the training provider been established?	

		Yes, Ana Tolian and Bur Mese

		07/24/15

		09/12/15



		Has the Training coordinator been provided with the training details and put in place the necessary arrangements?

		Yes

		09/09/15

		09/14/15



		Will all Field Readiness Criteria have been practically met prior to training roll-out?

		Yes

		09/09/15

		09/14/15
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		Risk Assessment Matrix

		Attachment 2



		Likelihood

		



		

		1

Insignificant

		2

Minor

		3

Moderate

		4

Major

		5

Catastrophic



		A

Almost Certain

		Medium

		High

		High

		Very High

		Very High



		B

Likely

		Medium

		Medium

		High

		High

		Very High



		C

Possible

		Low

		Medium

		High

		High

		High



		D

Unlikely

		Low

		Low

		Medium

		Medium

		High



		E

Rare

		Low

		Low

		Medium

		Medium

		High



		



		Risk is assessed as low, medium, high, or very high, depending on the likelihood of the risk leading to damage and the potential consequences of the damage. The following chart tells us that when a risk is assessed as High we need to do something about it immediately.









		

		



		Very High Risk

		Do something to control the risk immediately.



		High Risk

		



		Medium Risk

		Do something about these risks.



		Low Risk

		These risks do not need immediate attention.



		

		










		



		Risk Assessment Table



		Risk No.

		Date of risk occurring

		Brief description of risk

		Low

		Medium

		High

		Mitigation action

		Approval of commencement

		Date of commencement



		

		

		Employee resistance to the new stricter adoption background check policy. Not very likely, but reminders of what is best for the animals and why in the long term will be reviewed. Ask employees what specifically about the new policy they don’t like and try to resolve those issues.

		☒

		☐		☐		Ask for clarification and specifics about what the employee doesn’t like about the new application. Remind why we updated the background check part of the application.

		

		



		

		

		Potential adopters may get angry that the new background check application has more detailed questions. Good adopters may go somewhere else to adopt a cat or a dog.

		☐		☒

		☐		Explain to potential adopters that Barks and Purrs new application ensures a better fit for the adopter and the pet. Explain to the potential adopters the new application will reduce the number of returned pets.

		

		



		

		

		

		☐		☐		☐		

		

		



		

		

		

		☐		☐		☐		
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		Schedule of Activities

		Appendix B



		Name of Task

		Duration

		Start Date

		End Date

		Resources



		Milestone One

		

		

		

		



		Activities

		

		

		

		



		Milestone Two

		

		

		

		



		Activities
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		Communication Plan

		Appendix C



		Name of person as point of contact for all project communication:



		Audience

		Key Messages

		Delivery Method

		Date

		Length of Session (if applicable)

		Location



		Sender

		Project Manager: Fir E. Cote



		Team Leaders

Senior Managers

		Dogs, cats, and foster families of many failed adoption animals have preventable stress.

		Weekly email

		07/20/15

		N/A

		Computer



		Sender

		Project Manager: Fir E. Cote



		Employees

		Update on adoption application forms.

		Staff meeting

		07/22/15

		45 minutes

		Local library conference room #2



		Sender

		Head of Adoptions: Bur Milla, Berger Picard, and Ne Bel Ung



		Volunteers

		Update on adoption application forms.

		Volunteer meeting

		09/16/15

		45 minutes

		Adoption Event at local bookstore
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		Training Plan

Attach training schedule (if available)

		Appendix D



		Session Modules

		Learning Outcomes

		Objectives

		Length of Training Session

		Target Audience

		Delivery Mode

		Facilitator



		Part 1

		 









		 

		 

		

		

		



		Part 2

		 









		 

		 

		

		

		



		Part 3
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		Resistance Management Plan

(Use with Attachment 3)



		Appendix E



		Key Areas of Resistance

		Action to Address Resistance

		Responsible Person



		Employees









		 

		 



		Volunteers











		 

		 



		Potential Adopters
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		Resistance Assessment Survey

		Attachment 3



		Below is a list of potential areas for resistance that you may be experiencing in the implementation of the SLM project. For each area indicate the degree to which you agree or disagree by placing your response in the box from the following scale.



		1 (Strongly Disagree)

		2 (Disagree)

		3 (Neither Agree or Disagree)

		4 (Agree)

		5 (Strongly Agree)



		Assess the scores individually and highlight any scores that are greater than three. This area should then become your primary focus for the greatest resistance to your project.



		

Areas of Resistance



		Description

		Rating



		1. Lack of understanding of the purpose and drivers for the changes.

		 

		



		2. Feeling of losing control.

		 

		



		3. Lack of support from various levels in the organization.

		 

		



		4. Feel there is a real threat to my existing power, job security or personal and career goals.

		 

		



		5. Concerns about a lack of skills and knowledge.

		 

		



		6. High level of impact on daily work patterns.

		 

		



		7. Lack of time to absorb the changes.

		 

		



		8. High level of uncertainty.

		 

		



		9. Adverse changes to key working relationships.

		

		



		10. High level of past resentments and dislikes.

		

		



		11. Lack of incentives and rewards.
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