Insert departmental Federal Identity Program (FIP) logo 



INSERT VERSION DATE
CHANGE MANAGEMENT PLACEMAT FOR MANAGERS ON INSERT PROJECT / PROGRAM NAME





INSERT VISUAL – PROJECT / PROGRAM BRAND / LOGO /OR SOME OTHER GRAPHIC THAT HELPS EXPLAIN THE CHANGE
YOUR STRATEGIC COMMUNICATIONS GROUP SHOULD BE ABLE TO HELP – 
REMEMBER ALT-TEXT



BUSINESS REASON FOR CHANGE
· Lorem ipsum 
· Dolor sit ametFigure 1 Credit: Plannthat.com Copyright: Plann

· Dolor sit amet
· Consectetur adipiscing elit
· Sed do eiusmod tempor incididunt ut labore 
· Dolore magna aliqua


KEY POINTS THAT THE MANAGER NEEDS TO SHARE WITH EMPLOYEES 

[bookmark: _Hlk63670237][bookmark: _Hlk63669846]Click here for additional details: Link to the second page--more detailed explanation of bullets that follow 

Impacts on employees’ personal circumstances (e.g., pay, work location, reporting structure, etc.) 
· No changes to…
· Lorem ipsum 
· Dolor sit amet
· Consectetur adipiscing elit
· Sed do eiusmod tempor incididunt ut labore Figure 2 Creator: Phil Whitehouse

· Dolore magna aliqua

Meeting new requirements (e.g., new skills, new process, new ways of thinking (mindset))
· As of ____, new _____________ apply …
· Lorem ipsum 
· Dolor sit amet
· Consectetur adipiscing elit
· Sed do eiusmod tempor incididunt ut labore 
· Dolore magna aliqua

Please see the GCintranet portal (embed link) for more information. 

[bookmark: _Hlk63670603]HOW TO FULFILL YOUR ROLE DURING THIS CHANGE 

Lead the people-side of the change to … (insert name of project)
· Explain the employee’s  perspective, for example in the case of a classification change: “Some employees identify closely with their position’s group and level and may require time to understand and adapt to the change.” As a manager or supervisor, you can help employees work through and prepare for this change by:
· Communicating regularly
· Acting as a Change Agent / Coach 
· Being a Liaison and Facilitator

Prepare your business for the change to… (insert name of project)
· You have an important role to play in preparing for these changes
· Working with your organization’s classification conversion team

Consult all available resources


[bookmark: Timing]
ADDITIONAL DETAILS (More detailed explanation of the bullets on the page above (remember to embed links as needed))
· Lorem ipsum 
· Dolor sit amet
· Consectetur adipiscing elit
· Sed do eiusmod tempor incididunt ut labore 
· Dolore magna aliqua
· Lorem ipsum 
· Dolor sit amet
· Consectetur adipiscing elit
· Sed do eiusmod tempor incididunt ut labore 
· Dolore magna aliqua
· Lorem ipsum 


[bookmark: LeadPeople]Lead the people-side of the change to … (insert name of project) by:
Explain the employee’s  perspective, for example in the case of a classification change: “Some employees identify closely with their position’s group and level and may require time to understand and adapt to the change.” As a manager or supervisor, you can help employees work through and prepare for this change by:

· [bookmark: CommReg]Communicating regularly
· [bookmark: _Hlk156920897]Insert links to additional resources that provide information about the change, e.g., read the FAQs  and share the information on the GCintranet portal link with your team. 
· Discuss the process, what to expect and milestones regularly at team meetings (see Timing section above): invite the team with the “technical, SME – knowledgeable about the change (embed link to the contact info)” e.g., classification conversion team to support you
· Consult resources on communicating change effectively, for example, Heritage Canada’s tips for Creating Trust and tips for communicating change.

· [bookmark: ActChange]Acting as a Change Agent / Coach 
· Assess your readiness to lead change by taking a self-assessment and consult change management tips.
· Demonstrate support for the change by sharing how it benefits you and your employees.
· Check in with employees during one-on-one meetings (e.g., bilats). Encourage their feedback. 
· Leverage services that support positive change experience (e.g., Wellness; Informal Conflict Management Services, etc.).
· [bookmark: BeALiaison]Involve employees in conversion activities (e.g., contribute to and provide input on the job description if required, conversations about changes to work).

· Being a Liaison and Facilitator
· Make note of areas of unease, confusion, or any other issues and tell your change management professional / project team lead (depends on how you are structured – remember to embed links to contact info).


[bookmark: PrepBiz]Prepare your business for the change to … (insert name of project) by:
You have an important role to play in preparing for these changes. For organizational due dates, please contact your organization's change management professional / project team lead (depends on how you are structured (link to contact info).

· Working with the project team (technical, SME – knowledgeable about the technical aspects of the change. (List the technical activities that the manager is responsible for, to make the change happen) to:
· Ensure job descriptions are reviewed and all assigned work is captured; review the organizational structure using a departmental and branch-wide lens; consider using standardized job descriptions.
· Include staff in discussions about evolution of work and encourage feedback on updated job descriptions.
· Ensure employee data, position numbers, supervisory position numbers, and organizational structures are correct in HR systems to avoid errors that can significantly affect timelines; and delete vacant and obsolete positions.
[bookmark: ConsultAll]
· Consulting all available resources
· [bookmark: _Hlk156920856]For example: Organization and Classification Advisors
· For example: General Classification Conversion FAQs 
· Wellness and Informal Conflict Management representatives in Human Resources
· For example: Classification Renewal GCIntranet portal
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