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Don’t assume that you should communicate only when there is a decision to announce.





Do share the questions you are working to answer, the process you are undertaking, or the anticipated timeline when actual answers will be known. During transformational change, more is unknown than is known. It is better to communicate something rather than allow fears and rumours to spread.





Don’t assume that the “talk” will speak louder then the “walk”. Do understand that when there is a major change in an organization, leaders must demonstrate the new ways through their words, and their actions. Leaders cannot communicate one expectation for change and then continue to behave in the “old-state” ways. Employees will know the change is real when there is congruence between words and actions.











Based on The Managers’ Guide on Communicating Change, produced by DND, November 2011





Don’t assume you have communicated because the message was delivered; it is successful only when it is heard and understood.





Do engage when delivering change communications. If you are communicating major changes, then your communications require methods that get people’s attention and engage them in the change dialogue.





Do treat communication as a process. Communication is complete only when the receiver has integrated and understood the message.





Don’t assume that communication can be planned according to a predetermined timeline.





Do expect the unexpected. Change is so dynamic that you will never know with certainty what will emerge, and thus needs to be communicated throughout the change process. 





In TIMES OF CHANGE, COMMUNICATIONS IS KEY!





In times of change, your role as communicator becomes even more essential. You share the responsibility for regularly engaging employees in dialogues to ensure that they know where they stand, their expected contribution and that they’re important and appreciated.








