MANAGING CHANGE

Task Sheets

On each of the task sheets in this pack, there are a number of questions which are designed to assist your thinking about the  ‘Pre-requisites for Successful Change’. 
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Your responses do not need to be in question and answer format, but might include diagrams, mind maps, charts, etc. as you prefer. Some questions may be more significant than others, depending on the tasks or issue you are looking at. If areas of thinking seem appropriate to more than one task sheet, they need not be repeated, but can be signposted back to the original statements.

If you are working on a task or issue as a group, you may find it helpful to have someone to chair, someone to scribe and someone to act as spokesperson if you need to present a summary of your work to others.

	Summary statement of task/issue/topic you are focusing on:




“TASK SHEET 1: THE CURRENT SCENARIO AND PRESSURES

FOR CHANGE”

-
What is the change issue? Is this something you have to introduce/ improve/change? Do you need to do it as part of your service or business plan for this year?

-
What are the key reasons/pressures for this change which you need to consider and respond to in the future? Is it a priority issue compared with other items on your agenda?

-
Is the time right for you to begin work on this? What timescales are desirable or compulsory?

-
What is the core purpose for the service/section/team involved in the change?

-
Who are/will be the key stakeholders? What might key stakeholders want from the change or feel about the change?



TASK SHEET 2: THE VISION FOR THE FUTURE”

-
What key outcomes are you seeking from this change?

-
Give quantative and qualitative evidence which will signify successful achievement of the vision

-
Does your vision incorporate key stakeholder views or needs?

-
Does your core purpose need revising in the light of your future vision?

- 
Are there any key milestones en route to achieving your vision?


TASK SHEET 3: “CAPACITY AND RESOURCES FOR CHANGE”

· What are the key strengths/assets you can build on or opportunities you can use in relation to this change?

· What are the key weaknesses, limitations and areas for development?

· What are the key gaps in capacity or resources, and risks, e.g. skills, resources, process issues, budget?

· What might limit or slow down  progress, eg. people’s resistance, access to resources?

· What will be the consequences if you stay as you are, or allow things to drift? (sometimes known as the ‘Do Nothing Scenario’)



TASK SHEET 4: ‘HOW CAN THE VISION BE ACHIEVED?

· What actions need to be taken

·  To fill gaps?

· To support/sustain strengths?

· To take advantage of opportunities?

· To overcome barriers?

· To monitor and review progress?

· What is the appropriate priority or sequential order for action?

· What resources can be negotiated and training commissioned?

· Who needs to take responsibility for each action or agree them in advance?

· How will the different stakeholders be communicated with?


TASK SHEET 5: “MONITOR AND REVIEW THE IMPLEMENTATION’

This exercise is undertaken before and during the implementation phase to ensure the plan remains on track to achieve the Vision within timescales.
· What type of information (hard and soft data) needs to be collected to monitor performance and check progress towards the vision?

· How will the information be collected — what systems can you build on/use?

· What new information collection systems need creating, if any?

· Who will collate and analyse the information — at what frequency?

· What monitoring meetings should be arranged and at what frequency?

· Who will receive the performance information and take immediate remedial action if necessary?

· When will a formal review be held of the outcomes? Who should attend this review?

· Who will chair the formal review and record achievement of objectives and reasons contributing to success or failure? (what helped, what didn’t?)



TASK SHEET 6: ‘SUSTAIN AND IMPROVE”

This exercise is undertaken post implementation to establish what worked, what didn’t and what learning can be taken forward 
· Is the action completed or is further work needed — why? If so, what should the new and revised objectives and targets be?

· Have external or internal changes affected further work in this area? What and how has work been  affected?

· Does the action plan now need adjusting or re-writing? If so, who might need to agree or know of the adjusted/new action plan? Are there now new stakeholders?

· How do you ensure this change is anchored in the culture? How can you ensure it is sustained?
· Is it necessary to widen the scope of this work now?

· Can the learning be applied to new areas?

· Can you share the learning with others outside the team/service?

Consider writing a Core Purpose. Write down in detail how things are now e.g. staff /service structure, performance, budgets, legislation (Current Scenario) Establish why you need to change, what’s not working, or new legislation on the way or budget cuts (Pressure for Change) Write a list of all people affected (Stakeholder analysis )





Create your Vision using Future-Basing techniques -  don’t forget to use present tense – it is 23rd March  2018 and we have ………. 


Break the vision into headings e.g. staff; training; resources; policy and procedure; impact on service users and describe in detail what each subject matter will look like after the vision has been achieved. 


No cynicism allowed, don’t get into problem solving yet!





Undertake a S.W.O.T. Analysis of the journey from where you currently are (Current Scenario Task 1) to where you want to be (Vision Task 2)





Formulate your action/implementation plan and write a   


Communication Planning Chart showing who needs to be communicated with, in what format and when





What current data do you have? What additional data needs to be collected? How will it be analysed? By whom?














