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Change Management 
Summary Table & Checklist 
 

The following summary table identifies key activities that need to be completed to support people through change. 

This is not an exhaustive list. Depending on the nature of your change it may be suitable to choose only the tools and 

activities that best support the change underway. This table summarizes the information provided in the Change 

Management section of the Toolkit. Visit this section for more detailed information and for access to the templates 

referenced in the table. 

This checklist walks through the key elements of working with a change, including:  

1. Determine need for change & identify change team 

2. Develop a change plan & engage with stakeholders  

3. Prepare for change (engage with stakeholders and develop training plan) 

4. Implement the change 

This summary table assumes that there has been a challenge identified and there is an initial understanding of a need 

for change.  Follow through the project phase and actions to determine how to navigate through the change 

management process.  

https://indigenousdatatoolkit.ca/building-capacity/change-management/
https://indigenousdatatoolkit.ca/building-capacity/change-management/
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Project Phase Actions Description Who is involved Relevant template 
Relevant 

Kotter’s 8-step 
Determine need 
for change & 
identify change 
team 

Identify need for 
change and potential 
options  

Individual(s) identify need for 
change and bring forward 

● Initial identifiers N/A Create a vision for 
change 

Ensure buy-in of 
senior personnel / 
leaders 

Ensure leadership / 
management is on the same 
page and is committed to the 
change. 

● Change leader 

● Change team 
● Senior personnel 
● Leadership 

N/A Form a powerful 
coalition  

Determine the 
change leader & 
change team 

Identify the individuals who will 
make up a change team. This 
will be the group responsible to 
push the change forward and 
support stakeholders 
throughout the change.  
 
The change team should include 
at least one senior personnel, 
technical staff, communications 
and stakeholder engagement 
staff. 

● Initial identifiers 
● Senior personnel 
● Leadership 

N/A Form a powerful 
coalition  

Identify an overall 
vision for the change 

Create a simple vision for the 
change – one or two sentences 
that summarize what the 
change will bring. 

● Change leader  
● Change team  

N/A Create a vision for 
change 

Conduct change 
impact assessment 

Engage with those most 
impacted (stakeholders) to 
gather thoughts / feedback on 
how the change might impact 
them.  

● Change leader  
● Change team 
● Stakeholders 

Change Impact 
Assessment 

Create a vision for 
change 

CHECKPOINT 1: 
Is there a general consensus that there is a need for the change, and on which option to implement?  If yes, continue.  If no, pause 
and re-evaluate what needs to happen to address the challenge faced.  

Develop a change 
plan & engage with 
stakeholders 

Develop a plan & 
timeline 

Create an overall plan for the 
change and key checkpoints 
along the way.  The 
Communications Schedule can 
help to organize the 

● Change leader  
● Change team 

Communications 
Schedule 
 
Communications 
Calendar 

Create a vision for 
change & 
Communicate the 
vision 
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engagement involved and 
ensure progress towards the 
change vision.  

Act on the 
Communications 
Schedule and 
Calendar 

Follow along with the 
communications schedule to 
advance the key activities 
associated with building out the 
change.  Keep in mind that the 
schedule and calendar may 
change as more is learned 
throughout the process.  

● Change team 
● Communicator(s) (as 

identified in 
Communications Schedule) 

Communications 
Schedule 
 
Communications 
Calendar 

Communicate the 
vision 
 
Create a sense of 
urgency  

Find out how people 
are feeling about the 
change 

It is important to learn how 
people are feeling about the 
changes to understand what 
supports might be valuable to 
them.   
 
Getting their thoughts and 
concerns organized into a 
Question and Answer (Q&A) 
document can help support 
overall understanding. 

● Change leader  
● Change team 
● Stakeholders 

Question and Answer 
Document (Q&A) 

Communicate the 
vision  

CHECKPOINT 2: 
How are people feeling about the change?  Do we need to pause and re-evaluate before moving forward to training? 
● If people seem to be feeling okay and prepared, it is time to start preparing people for the change through training and continued 

communication. 
 
Prepare for change 
(engage with 
stakeholders and 
develop training 
plan) 
 

Ensure sufficient 
resources 

Financial and human resources 
are needed for the change to be 
successful. If existing resources 
are at capacity, you will need 
additional resources to be 
allocated or some of their 
workload will need to be 
paused.  

● Change team 

● Senior personnel 
● Leadership 
 

N/A Remove obstacles 

Communicate the 
upcoming change 

Provide advance notice of the 
change through multiple 
avenues (e.g., email and update 
from Manager). 
 

● Change team 
● Communicator(s) (as 

identified in 
Communications Schedule) 

Communications 
Schedule 
 
Communications 
Calendar 
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Develop pilot project 
plan (optional) 

A smaller-scale pilot project 
with a group of volunteers 
willing to act as “guinea pigs” for 
the change will allow the 
Change team to test processes 
and strategies for rolling out the 
change across the organization, 
and make adjustments to the 
plan based on outcomes. It also 
creates an opportunity to 
develop “change champions” 
among front-line staff.  

● Change team 
● Pilot group 
● Leadership 
 

Change Impact 
Assessment 

Remove obstacles 
 
Create short term 
wins 
 
Build on the change  

Develop Training Plan Determine what training is 
required to make people feel 
confident in their ability to 
support the change. This can 
build on any concerns identified 
throughout the Change Impact 
Assessment, development of 
Q&A, or other inputs.  

● Change team 
● Stakeholders 

Training Plan  Remove obstacles 
 

Implement Training 
Plan 

Ensure everyone required 
receives all of the training they 
need to feel prepared to 
support the change. It is 
essential that everyone gets 
their training before 
implementation begins. 

● Change team 

● Stakeholders 

Training Plan 
 
Training Session Plan 

Remove obstacles 

Continuous 
engagement with 
stakeholders 

It is important to continue re-
engaging with stakeholders to 
learn how people are feeling 
about upcoming changes and to 
understand what supports 
might be valuable to them. 

● Change team 

● Communicator(s) (as 
identified in 
Communications Schedule) 

Communications 
Schedule 
 
Communications 
Calendar 

Communicate the 
vision  

Update the 
Communications 
Schedule and 
Calendar 

Revisit the communications 
schedule and calendar to see if 
any additional engagement / 
activities are required. 

● Change team Communications 
Schedule 
 
Communications 
Calendar 
 

Communicate the 
vision  
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CHECKPOINT 3: 
Is everyone feeling confident in their ability to support the change?  If yes, it is time to implement.   
This may be the beginning of a phased implementation OR it may be a one-time switch over.  If no, work directly with those who aren’t 
feeling ready to get them feeling better prepared.  

Implement the 

change 

Implement the pilot 
project (optional) 

Begin the implementation with 
the pilot/test group, and report 
back on outcomes, successes, 
and challenges with the pilot. 
This will allow the Change team 
to make adjustments to the 
implementation plan as 
required.  

● Change team 
● Pilot group 
● Leadership 

 

N/A Remove obstacles 
 
Create short term 
wins 
 
Build on the change  

Implement the 
change  

Begin implementation of the 
change – whether this is a first 
step in the first phase or a one-
time switch over, it is time to 
initiate change. 
 
Assess whether there are any 
quick wins that can be 
communicated to share 
progress. 
 
Allow for dips in productivity 
and take breaks in 
implementation if needed. 

● Change team 
 

N/A Create short term 
wins 
 
Build on the change  

Continuous 
engagement with 
stakeholders 

It is important to continue re-
engaging with stakeholders to 
learn how people are feeling 
about the change and to 
understand how it is impacting 
them.  

● Change team 
● Communicator(s) (as 

identified in 
Communications Schedule) 

Communications 
Schedule 
 
Communications 
Calendar 

Create short term 
wins 
 
Build on the change 

Update the 
Communications 
Schedule and 
Calendar 

Revisit the communications 
schedule and calendar to see if 
any additional engagement / 
activities are required after the 
change has been implemented. 
 

● Change team Communications 
Schedule 
 
Communications 
Calendar 

Create short term 
wins 
 
Build on the change 
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Quick wins should be included in 
the communications to 
demonstrate progress.  

Provide ongoing 
support to those 
impacted 

Whether it is directly or 
indirectly (e.g., by developing an 
ongoing support plan) create 
tools that will allow for the 
change to be successful. 
 
As new people are onboarded, 
they should be provided 
information about the change 
and how they can ensure its 
continued success.  

● Change team  N/A Build on the change 
 
Anchor the changes 
in the corporate 
culture 
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SIMPLIFIED CHANGE MANAGEMENT CHECKLIST 

A simplified checklist is provided below to help keep track of progress throughout the phases and activities.  

 
Project Phase Actions Check When Complete 

Determine need for 
change & identify 

change team 

Identify need for change and potential options  

Ensure buy-in of senior personnel / leaders  

Determine the change leader & change team  

Identify an overall vision for the change  

Conduct change impact assessment  

CHECKPOINT 1: 

Is there a general consensus that there is a need for the 
change, and on which option to implement? If yes, continue. 
If no, re-evaluate what needs to happen to address the 
challenge faced. 

 

Develop a change 
plan & engage with 

stakeholders 

Develop a plan & timeline  

Act on the Communications Schedule and Calendar  

Find out how people are feeling about the change  

CHECKPOINT 2: 

How are people feeling about the change?  Do we need to 
pause and re-evaluate before moving forward to training? 
● If people seem to be feeling okay and prepared, it is time 

to start preparing people for the change through training 
and continued communication. 

 

Prepare for change 
(engage with 

stakeholders and 
develop training 

plan) 

Ensure sufficient resources  

Communicate the upcoming change  

Develop pilot project plan (optional)  

Develop Training Plan  

Implement Training Plan  

Continuous engagement with stakeholders  

Update the Communications Schedule and Calendar  

CHECKPOINT 3: 

Is everyone feeling confident in their ability to support the 
change?  If yes, it is time to implement. 
This may be the beginning of a phased implementation OR it 
may be a one-time switch over.  If no, work directly with those 
who aren’t feeling ready to get them feeling better prepared. 

 

Implement the 

change 

Implement the pilot project (optional)  

Implement the change  

Continuous engagement with stakeholders  

Update the Communications Schedule and Calendar  

Provide ongoing support to those impacted  
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