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Change management plan template
HOW TO USE THIS TOOL:
This template provides a step-by-step approach to assist project leaders responsible for overseeing or implementing a change initiative to develop a Change Management Plan. 
This document also references multiple supporting tools, provided as attachments.  
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Texts in italics in this template comprise suggestions and examples. These can be deleted as you customise the document.  
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Change Management Plan template 
	Organisation name:
Project name:
Project lead:
Date:


	Stage 1: Preparing for change
	Supporting documents 

	1.1 Rationale for change:
	Background: (What current problems need to be solved? How did we get here?)

	

	
	Current state: (Where are we now? Why is what we’re doing currently not working? What opportunities are being missed?)

	

	
	Risks of not taking action: (What problems might arise if no action is taken? What is the impact?)

	

	
	Benefits of taking action: (What are the benefits of making the change? What is the impact?)


	

	1.2 Vision for change
	Describe the current situation and desired future state. What is the change you wish to implement?

	Complete Attachment 1: Vision statement to develop vision for change

	1.3 Objectives
	Describe the objectives of this change and how you will measure its success. For example: To reduce the number of complaints about food temperature by 50% by collecting resident feedback weekly.
Delete or add objective lines as required.
	

	
	Objective 1:

	

	
	Objective 2:

	

	
	Objective 3:

	

	1.4 Scope of change
	Which parts of the organisation will be affected by this change? How will people be impacted?

	

	1.5 Governance
	Who are the executive leaders responsible for the change? 
Describe the governance structure for oversight and decision-making. Is there a governance or project steering group? Who will be in it?


	

	1.6 Project team
	List the team responsible for implementing the change. Who will lead?


	

	Stage 2: Organisational assessment
	Supporting documents

	2.1 Readiness for change
	Consider the organisational readiness for change, using the Change Readiness Audit Tool. 

Complete SWOT analysis to consider strengths, weaknesses, threats and opportunities. 

Think about what actions need to be taken to support the change and add these to your Action Plan 
	Change Readiness Audit - Attachment 2

SWOT analysis - Attachment 3

Action Plan - Attachment 4

	2.2 People impact 

	Assess how people, teams, residents and their representatives may be impacted by the changes.  

For each stakeholder group identify how you will engage and communicate with them – complete the Stakeholder Analysis  

Industrial relations: consider how any enterprise agreements, if relevant, may be affected. If required, list employee associations and communication strategies to engage them in the process.

	Stakeholder Analysis - Attachment 5

	2.3 Workforce development needs 
	Consider the skills and competencies needed before and after the change is implemented.  

Identify the skills, education, knowledge, or work experiences and other resources that are required for each identified competency. Describe how the gaps between the current and future resources will be met. 

Develop a plan for delivering skills training to prepare the people for the new requirements after change implementation. 

	Training Needs Analysis and Plan - Attachment 6

	2.4 Risk assessment

	Consider different risks related to this change, during and following its implementation. What is the impact on your organisation’s functioning? Consider possible unintended consequences. Include actions you will take to reduce or control those risks. 

	Risk Management Plan - Attachment 7

	2.5 Financial implications 

	Assess and report the real cost of this change initiative. Ensure that there is appropriate level of resourcing available to implement the change plan. 

	

	2.6 Policies and procedures
	Consider the impact of organisational policies and procedures that will need to be updated because of the change. List them and add to your Action Plan.

	Action Plan - Attachment 4

	2.7 Employee support
	Describe how all employees will be supported to deal with potential stress arising due to any possible uncertainty during the transition. Add to your Action Plan

	Action Plan - Attachment 4

	Stage 3: Communication strategy
	Supporting documents

	3.1 Communication plan
	Develop key messages about the change that would be relevant to each identified stakeholder group.

Plan to include two-way communication methods to allow as much input as possible for key stakeholders.

	Communication Plan - Attachment 8


	Stage 4: Managing the transition
	Supporting documents

	4.1 Action plan
	Carefully read through your action plan to ensure contents are consistent and correctly reflect intention

	Action Plan - Attachment 4


	Stage 5: Post implementation and review
	Supporting documents

	5.1 Resolve outstanding matters
	Are there any outstanding issues? How will these be managed, following the closure of the change management process.

	

	5.2 Evaluation of the process
	Describe how the change management process will be evaluated to ensure maximum learning for all those involved.  

Refer to the objectives in Section 1.3. Have these been achieved?  

Complete the Change Management Evaluation Tool.  
	Change Management Evaluation Tool – Attachment 9

	5.3 Feedback
	Consider how feedback from all stakeholders will be collected. Describe how the findings from the evaluation phase will be reported to all those involved or affected. 

	

	5.4 Ongoing team building and support
	Outline plans for developing the new behaviours, teams or systems. 

Describe how the future successes will be recognised and celebrated. Create opportunities for maximum social interaction, team building, and collaboration.

	

	5.5 Closure
	State the steps that will be taken in the closure of the change process – for example, a message from the CEO. 

	



 






Document version control 
Given the number of revisions that a plan is likely to have, it is recommended to clearly track and document version control
	Revision No.
	Revised by:
	Date:
	Authorised by:
	Date:
	Document Status 
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