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Change Leadership Quick Guide
Plan the people side of a workplace change with clear communication and reinforcement.
	HOW TO USE THIS RESOURCE
Complete the sections that apply to your situation. Use specific evidence rather than assumptions, and adapt the tool to your organization’s requirements.


Quick Preparation
☐  Purpose and expected outcome are clear.
☐  Relevant facts, evidence, or examples have been gathered.
☐  People affected by the decision or work have been considered.
☐  Organizational policy, role scope, and escalation requirements have been reviewed where applicable.
☐  A specific next action and follow-up point have been identified.
Core Review
☐  Define what is changing and what is not changing.
☐  Identify groups most affected by the change.
☐  Explain the reason and desired outcome in plain language.
☐  Anticipate practical barriers and questions.
☐  Create opportunities for feedback and clarification.
☐  Reinforce new expectations after launch.
Notes & Next Actions
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Use With Judgment
This resource supports professional development and workplace planning. It is not a substitute for organizational policy, legal advice, clinical judgment, regulatory requirements, or role-specific supervision.
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Educational resource. Adapt to your organization’s policies, procedures, legal requirements, and scope of responsibility.




