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About this checklist
Most change initiatives that fail do so because of the people dimension - not the technical or operational plan. Processes can be redesigned. Systems can be replaced. Structures can be reorganised. What is harder to manage is how people respond to uncertainty, what they hear (and fear) when change is announced, and whether they trust the leaders who are asking them to adapt.
This checklist is designed to help managers and HR think through the human side of change - from the planning stage through to embedding. It covers stakeholder analysis, communication, managing resistance, team impact and lessons learned. Use it alongside your project plan, not instead of it.

	CHANGE INITIATIVE
	[Name / Description of the change]

	CHANGE LEAD / SPONSOR
	[Name and Job Title]

	HR LEAD
	[Name]

	DATE STARTED
	[Date]

	TARGET IMPLEMENTATION DATE
	[Date]

	SCALE OF CHANGE
	☐ Team ☐ Departmental   ☐ Organisational   ☐ Structural 
☐Transformation



Before communicating the change, ensure the following are in place. Poor preparation creates confusion, distrust and unnecessary resistance.


▪  Phase 1 - Planning and Preparation
	ACTION / CONSIDERATION
	LEAD OWNER
	STATUS

	Assess organisational readiness for change
	Change Lead / HR
	☐  Done
☐  In Progress

	Review previous change history and lessons learned
	Change Lead / HR
	☐  Done
☐  In Progress

	Identify current change fatigue risks
	Change Lead / HR
	☐  Done
☐  In Progress

	Identify quick wins that demonstrate early progress and build confidence in the change.

	Change Lead / HR
	☐  Done
☐  In Progress

	Clearly define the change - what is changing, what is not changing, and why
	Change Lead
	☐  Done
☐  In Progress

	Articulate the business case - the reason for change must be compelling, honest and communicated at the right level of detail
	Change Lead / HR
	☐  Done
☐  In Progress

	Identify who will be affected and how - map the impact on different roles, teams and individuals
	HR
	☐  Done
☐  In Progress

	Assess the risk - what are the likely sources f resistance and concern?
	HR / Change Lead
	☐  Done
☐  In Progress

	Identify the key stakeholders and their level of support, influence and concern
	Change Lead
	☐  Done
☐  In Progress

	Confirm the decision-making process - what is already decided and what is still open?
	Senior Management
	☐  Done
☐  In Progress

	Agree the communication plan - who communicates what, to whom, in what order and by when
	HR / Change Lead
	☐  Done
☐  In Progress

	Confirm the HR and legal implications - redundancy, TUPE, contractual changes, consultation obligations
	HR / Legal
	☐  Done
☐  In Progress

	Brief line managers in advance - they will be the primary channel for employee questions
	HR
	☐  Done
☐  In Progress

	Prepare a FAQ document addressing the most likely questions from employees
	HR / Change Lead
	☐  Done
☐  In Progress

	Identify and brief change champions within affected teams
	HR
	☐  Done
☐  In Progress





▪  Phase 2 - Communication and Announcement
How the change is communicated is as important as what is communicated. Employees form their initial reactions - and initial resistance - within hours of a change being announced.
 
	ACTION / CONSIDERATION
	LEAD OWNER
	STATUS

	Communicate the change in person (or by video for large / remote teams) before any written communication is issued
	Senior Leader / Change Lead
	☐  Done
☐  In Progress

	Be honest about what is known and what is not - do not over-promise certainty
	All communicators
	☐  Done
☐  In Progress

	Explain the reason for the change in plain, honest language - avoid corporate jargon
	Change Lead
	☐  Done
☐  In Progress

	Be clear about what is changing and - equally importantly - what is not changing
	Change Lead / Line Managers
	☐  Done
☐  In Progress

	Allow time for questions in all communication sessions - do not rush or shut down concern
	All communicators
	☐  Done
☐  In Progress

	Follow up verbal communication with a clear written summary promptly
	HR / Change Lead
	☐  Done
☐  In Progress

	Cascade communication through line managers with a consistent message and agreed Q&A support
	HR
	☐  Done
☐  In Progress

	Provide a named contact for employees with questions or concerns
	HR
	☐  Done
☐  In Progress

	Communicate the timeline clearly - including when decisions will be made and when further updates will follow
	Change Lead
	☐  Done
☐  In Progress


 
What people fear most in change is not the change itself - it is the uncertainty. Acknowledge what you do not yet know, commit to communicating as soon as things are decided, and follow through every single time. Trust is built in small, consistent acts.



▪  Phase 3 - Managing People Through the Change
Change affects people differently. Some will adapt quickly. Others will need more time, more information or more support. The manager's role during change is to hold the line, stay visible and actively manage the human response.

	ACTION / CONSIDERATION
	LEAD OWNER
	STATUS

	Hold regular team check-ins - maintain visible, accessible leadership throughout the change period
	Line Managers
	☐  Done
☐  In Progress

	Create space for people to raise concerns without judgement - do not dismiss emotional responses
	Line Managers / HR
	☐  Done
☐  In Progress

	Identify individuals who may be disproportionately affected and provide additional support
	Line Managers / HR
	☐  Done
☐  In Progress

	Address rumours and misinformation quickly - do not allow the rumour mill to fill the vacuum
	HR / Change Lead
	☐  Done
☐  In Progress

	Acknowledge the difficulty of the change honestly - do not force positivity
	All managers
	☐  Done
☐  In Progress

	Maintain normal management practices (1:1s, appraisals, recognition) - do not let these be crowded out by the change workload
	Line Managers
	☐  Done
☐  In Progress

	Be alert to signs of stress, disengagement or increased absence - refer to OH / EAP as appropriate
	Line Managers / HR
	☐  Done
☐  In Progress

	Involve employees in shaping how the change is implemented where possible - people support what they help create
	Change Lead / HR
	☐  Done
☐  In Progress




▪  Phase 4 - Managing Resistance
Some level of resistance to change is normal and healthy. It signals that people are engaged, have opinions and care about what they do. The goal is not to eliminate resistance - it is to understand it, take it seriously and respond to it well.

	ACTION / CONSIDERATION
	LEAD OWNER
	STATUS

	Distinguish between legitimate concerns (which should be addressed) and general anxiety (which should be acknowledged and managed)
	HR / Line Managers
	☐  Done
☐  In Progress

	Create structured forums for concerns to be raised - do not rely on informal channels alone
	HR / Change Lead
	☐  Done
☐  In Progress

	Listen to understand before responding - do not dismiss or counter resistance before it has been heard
	All managers
	☐  Done
☐  In Progress

	Investigate whether concerns reveal genuine flaws in the plan - be prepared to adjust where they do
	Change Lead / Senior Management
	☐  Done
☐  In Progress

	Identify influential resistors and engage them directly - involve them in problem-solving where possible
	Change Lead
	☐  Done
☐  In Progress

	Be clear and consistent about what is and is not negotiable - mixed messages prolong resistance
	Senior Management / HR
	☐  Done
☐  In Progress

	Monitor for passive non-compliance or sabotage - address it directly and professionally
	Line Managers / HR
	☐  Done
☐  In Progress




▪  Phase 5 - Implementation and Embedding
Many change initiatives succeed in the short term but fade - people revert to old habits, old structures, old conversations. Embedding change requires sustained management attention long after the headline announcement has passed.

	ACTION / CONSIDERATION
	LEAD OWNER
	STATUS

	Define measurable success indicators before implementation begins (e.g. adoption rates, productivity, engagement scores, customer outcomes and retention).
	HR / Change Lead
	☐  Done
☐  In Progress

	Update all relevant processes, job descriptions, policies and procedures to reflect the change
	HR / Change Lead
	☐  Done
☐  In Progress

	Provide training and practical support for new ways of working - do not assume people will adapt automatically
	HR / L&D
	☐  Done
☐  In Progress

	Build new behaviours and ways of working into performance objectives, appraisals and team meetings
	Line Managers / HR
	☐  Done
☐  In Progress

	Celebrate milestones and early wins - visibly and specifically
	Change Lead / Senior Management
	☐  Done
☐  In Progress

	Monitor and measure progress against agreed success criteria and communicate results
	Change Lead / HR
	☐  Done
☐  In Progress

	Sustain communication throughout implementation - do not go silent after the announcement
	HR / Change Lead
	☐  Done
☐  In Progress

	Review and update the change plan as implementation progresses - be flexible
	Change Lead
	☐  Done
☐  In Progress

	Carry out a structured review at 3 and 6 months post-implementation
	HR / Change Lead
	☐  Done
☐  In Progress

	Gather employee feedback following implementation
	HR
	☐  Done
☐  In Progress




▪  Phase 6 - Review and Lessons Learned

What went well in the planning and communication of this change?


What would we do differently if we were managing this change again?


What was the key source of resistance and how was it managed?


What impact has the change had on employee engagement and team performance?


What actions are still required to fully embed the change?


▪  Sign off


	REVIEW COMPLETED BY
	[Name]

	JOB TITLE
	[Job Title]

	DATE
	[Date]

	REVIEW SHARED WITH
	[Contact Names]




For support with organisational change, leadership development, team building or change communication, contact White Cube Consulting at hello@whitecubeconsulting.com or call 01224 531524.
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