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Organizational Change Management:
Personal Reflection When Being Led Through Change
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Purpose
This card helps you understand how a change affects you, what you need to feel ready, and how you can support others.

1. What’s changing?
Define in your own words what the change is about. Keep it simple. 

2. How does this change affect me?
Consider the following options. 
· My daily tasks will change
· The tools or systems I use will change
· My workflow or process will change
· How I communicate with others will change
· My role or responsibilities will shift
· I’m not sure yet.  What information do I need to answer this question?

What feels most important to me?

3. What Do I Need to Feel Prepared?
Consider the following options.
· Clear information about what’s happening
· Examples of what the new way will look like
· Training or practice time
· Someone to ask questions
· Time to adjust
· I’m not sure yet.  What information do I need to answer this question?

What are my top 1 – 2 priorities right now? 




4. What questions do I still have?
Identify anything you need clarified for yourself. Consider the following options.
· “Why is this happening?”
· “When will this start?”
· “How will this affect others?”
· “What support is available?”
· “What do I need to communicate next?”  

5. How can I support others? 
Even if you’re not in a designated leader role, you play a part in helping others understand the change.
Consider the following options. 
· Share clear, simple information when I have it
· Ask questions on behalf of my team
· Help explain the change in everyday language
· Point people to the right contacts or resources
· Stay open, patient, and supportive
· Encourage others to ask questions

Consider one thing I can do this week to support others.

6. Who can I go to for support?
Consider the people or groups who can help you understand the change.
· My manager
· Project contact or sponsor
· Team lead or subject expert
· Other support

7. What are my next steps?
Consider 1 or 2 to get started. 
· Ask for more information
· Attend a training or demonstration
· Talk with my manager
· Share updates with my team
· Review any materials provided
· Other
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