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Communication plan
Develop relevant messages about the change for each stakeholder group. Identify different methods of communicating. These might include   information sessions, facilitated consultation workshops, focus groups, meetings, emails, written reports, newsletters, presentations, staff surveys, intranet/ SharePoint, social media and so forth.

	Stakeholder group 
	Information required
	Method of communication – How will it be communicated 
	Responsibility - who will provide the information

	Frequency of communication

	Example: administration staff
	Change to telehealth booking process
	Email/memo and poster
	Facility manager
	Weekly updates
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