
Two research-backed principles: People experiencing change ask two questions before any other: "Is my job safe?" and "Do I have

to change who I am?" (Bridges, 2009). Address both, directly and early. Second: people need to hear important messages multiple

times, in multiple formats, before they absorb them (Kotter, 1996).

W H AT  I S  C H A N G I N G ?  ( B E  S P E C I F I C  A N D  C O N C R E T E ) :

W H AT  I S  N O T  C H A N G I N G ?  ( E Q U A L LY  I M P O R TA N T ) : W H Y  I S  T H I S  C H A N G E  H A P P E N I N G ? :

W H E N  D O E S  I T  TA K E  E F F E C T ? W H O  D E C I D E D  T H I S ? I S  T H E  D E C I S I O N  F I N A L ?

 Yes,

final

 Final in

principle

 Still being

shaped

W H AT  D O E S  T H I S  C H A N G E  M E A N  S P E C I F I C A L LY  F O R  T H I S  T E A M ?  ( R O L E S ,  WAY S  O F  W O R K I N G ,  P R I O R I T I E S ,  R E L AT I O N S H I P S ) :

W H O  O N  T H E  T E A M  W I L L  B E  M O S T  A F F E C T E D  A N D  H O W ? W H AT  P R A C T I C A L  S U P P O R T  I S  AVA I L A B L E  T O  T H E  T E A M  D U R I N G

T H E  T R A N S I T I O N ?

One of the most credibility-damaging things a manager can do in change is pretend to have all the answers. Being honest about uncertainty

builds trust, not undermines it.

T H E  C H A N G E

I M PA C T  O N  T H I S  T E A M

W H AT  I  K N O W  /  W H AT  I  D O N ' T  K N O W

M A N A G E R  P L A N N I N G  T O O L

Change Communication Planner

When change is communicated well, people can adapt. When it isn't, the gap between what people hear

and what they need to know creates rumour, anxiety, and resistance. Use this planner before any

significant change communication to your team, whether the change is yours to lead or comes from

above.
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W H AT  I  C A N  T E L L  T H E  T E A M  W I T H  C O N F I D E N C E : W H AT  I  G E N U I N E LY  D O N ' T  K N O W  Y E T  ( A N D  W I L L  S AY  S O ) :

H O W  I ' L L  G E T  A N S W E R S  T O  W H AT  I  D O N ' T  K N O W ,  A N D  BY  W H E N :

Prepare for the questions your team will ask. Better to have thought about them than to be caught off-guard in the room.

# Q U E S T I O N  T H E Y ' R E  L I K E LY  TO  A S K M Y  R E S P O N S E  /  W H AT  I ' L L  S AY

1

2

3

4

5

F O R M AT  ( T E A M  M E E T I N G ,  1 : 1 S ,  W R I T T E N ,  A L L  O F  T H E  A B O V E ) : S E Q U E N C E  ( W H O  H E A R S  I T  F I R S T,  S E C O N D ,  L A S T ) :

F I R S T  C O M M U N I C AT I O N :  D AT E F O L L O W - U P  U P D AT E :  D AT E R E V I E W  /  C H E C K - I N :  D AT E

H O W  I ' L L  C R E AT E  S PA C E  F O R  Q U E S T I O N S  A N D  R E A C T I O N S  ( N O T  J U S T  B R O A D C A S T ) :

H O W  I ' L L  L I S T E N  F O R  H O W  P E O P L E  A R E  R E A L LY  D O I N G  ( N O T  J U S T  T H E  O F F I C I A L  R E S P O N S E ) :

W H AT  W E N T  W E L L ? W H AT  D I D  I  U N D E R E S T I M AT E ?

A C T I O N S  A R I S I N G  F R O M  T H E  C O N V E R S AT I O N :

# AC T I O N OW N E R BY  W H E N

1

2

3

Q U E S T I O N S  I  A N T I C I PAT E

M Y  C O M M U N I C AT I O N  P L A N

A F T E R  T H E  C O M M U N I C AT I O N
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The transition takes longer than the change: The practical change may happen overnight. The psychological

transition (people making sense of what it means for them) takes weeks or months. Check in with individuals 2 to 4

weeks after the initial communication. That's when the real concerns surface.

Want help putting this into practice?

Growth Performance builds the human advantage in an AI-driven world, with people, teams and

leaders.

growthperformance.co.uk/contact

hello@growthperformance.co.uk
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