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Effective communication during large-scale corporate change primarily serves to provide employees with timely and accurate information, which can positively influence whether the organization can maintain employee productivity and morale and overcome resistance to change.

COMMUNICATING CORPORATE CHANGE CHECKLIST EXECUTIVE SUMMARY

The following five areas outline questions for the organization to consider when building and delivering a communications strategy designed to inform and guide employees through a change event:
I. Building a Strategy

II. Involving Key Stakeholders in Communications Efforts

III. Determining Message Content

IV. Identifying Most Effective Communications Channels

V. Ensuring Follow Up

I. Building a Strategy

􀂅 Has the organization created a change communications strategy that considers the questions outlined below?

􀂅 What do we need to accomplish?

􀂾 What is the current state?

􀂾 What is the desired state?

􀂅 How can communications accomplish the

desired state?

􀂾 Drive behavior change?

􀂾 Educate and engage?

􀂾 Generate awareness?

􀂾 Mobilize commitment?

􀂅 What do we need to communicate?

􀂅 Who relays which messages?

􀂅 With whom do we need to communicate?

􀂾 Do we understand the following about our audience:

• Who are they?

• What do they know/understand already?

• What drives/motivates them?

􀂅 In what order do we communicate with our audiences?

􀂅 When are messages communicated? With what

frequency?

􀂅 What tools/channels do we use?

􀂅 How will we measure whether the communications

strategy achieves its objectives (e.g., retaining key

employees, maintaining employee engagement)?

II. Involving Key Stakeholders in Communications Efforts

􀂅 Do executives, HR, and managers collaborate to communicate a consistent message?

􀂅 Is senior management driving company-wide communications?

􀂅 Has HR provided managers with tools and training to adequately prepare them to support all communications?

III. Determining Message Content

􀂅 Do communications detail the business rationale behind the change? Do the messages achieve the following:

􀂾 Give reasons for the change and explain the benefit?

􀂾 Ask for staff’s help in making the change work effectively?

􀂾 Show support for the change (i.e., help others accept the change)?

􀂅 Does the communications strategy effectively relay how the change will affect employees and the business in the short and long term?
Does the organization do the following:

􀂾 Provide as many details as possible?

􀂾 Supply realistic detail of both the positives and negatives of the change?

􀂾 Let employees know that the organization understands the range of emotions associated with the change?

􀂅 Has the organization determined how to clearly communicate what is expected of employees and resources available to them?

􀂅 Does the communications strategy target both “survivors” and severed employees if the company plans to downsize? LEADERSHIP COUNCIL® PAGE 2
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IV. Identifying Most Effective Communication Channels*

􀂅 Does the organization have an infrastructure in place in order to provide timely, honest communication with employees?

􀂅 Does the strategy include a timeline detailing when critical messages should go out?

􀂅 Has the organization determined the appropriate communication channel mix to reach diverse, dispersed employee groups?

􀂅 Does the communications strategy ensure that important messages are repeated through a variety of communication vehicles to

ensure that employees receive the message?
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Advantages and Disadvantages of Communication Channels®

The table below outlines common communication vehicles and advantages and disadvantages of each channel

| Type Vehicle ‘Advantages Disadvantages
E-mail ¥ Costeffective *  Impersonal .
Intranet ¥ Efficiently communicates routine *  Employees may not read mass
Mass communications
> postings change
Communications % Does not easily facilitate an
Memos @ Allows organization to reach a large
environment in which recipients can
Newsletters audience quickly
ask questions or supply feedback
Interactive Oniine chats | 4 Allows employees to ask questions in | x  Requires more time and is often
clive anon-threatening environment costlier than mass communication
Communications | * Telephone
" ¥ Provides employees with immediate | % Impersonal compared to face-to-face
(Not in-person) hotiines
access to information communication
4 Enables leaders and managers o | ® _ Time consuming
reinforce importance of the change | % Ineffective for reaching employees in
Meetings
I initiative dispersed workforces
Face-to-Face R @ Allows employees to ask immediate | % Executives’ presence may
Communications | | geoeo"® questions and provide feedback discourage employees from openly
e @ Enables employees to receive voicing concerns
information from managers, whom | % Inappropriately timed and too detailed|

they are more likely to trust

information can cause confusion





V. Ensuring Follow-Up

􀂅 Does the strategy provide employees with the opportunity to respond to various messages?

􀂅 Is the organization prepared to engage employees by doing the following:

􀂾 Asking questions?

􀂾 Listening to employee concerns?

􀂾 Soliciting employee support in finding effective solutions for implementing the change?

􀂾 Acknowledging each contribution and highlighting advantages and disadvantages of various suggestions?

􀂅 Does the organization plan to assess employees’ reactions to change (via surveys, focus groups, etc.)?

􀂅 Does the organization continually monitor key metrics related to communications objectives and make necessary adjustments as employees react to different messages?

􀂅 Is the organization prepared to proactively and reactively adjust the communications strategy based on employee responses?

􀂅 Does the organization summarize key points of important communication messages?

􀂅 Does the organization express appreciation for employees’ assistance and cooperation in implementing the change?

􀂅 Does the organization offer resources for employees as they understand and act on messages?

