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About this document
This document provides a simplistic view of change management. 
The steps outlined in this document can be used to guide the management of small-medium changes. An example of a small-medium change is a single change (for example a change to a system or a change to processes or a structural change) that impacts no more than one branch. 
A more comprehensive change management approach is required for larger changes - refer to the APS Change Framework for more information.
For change management guidance and support, please contact the APS Change Management Centre of Excellence at PortfolioChangeStewardshipOffice@homeaffairs.gov.au. 

Steps
Step 1 – Define the scope, vision and objectives
Identify:
What the project is delivering.
Why this outcome is needed. What the objectives are. What the benefits are.
When the outcome is being delivered.
Who the project involves. Who the project is being delivered by. Who the outcome is impacting.
What the risks to the project are.
What the dependencies for the project are.
How the project is transitioning from the current state to the future state.
Change Playbook Chapter(s) available: 
The Change Context
Step 2 – Assess the nature, size and scale of the change and resulting impacts
Identify:
What the impacts of the change are. Who the change is impacting. (Refer to the Change Impact Assessment for more details).
Who the stakeholders for the change are. Who else has an interest in/influence over the change other than impacted stakeholders.
The project risks that are also risks to change success. What other risks could impact change success. Any anticipated change challenges.
The project dependencies that the change effort is also dependent on. What other dependencies there are for the change effort.
How the project transition impacts the change effort. Any other factors that need to be considered in the change effort at the point of transition. Any activities for the transition that need to be started early/straight away.
How will readiness for the change be assessed, in partnership with stakeholders.
Change Playbook Chapter(s) available: 
Change Impact Assessment 
Change Readiness Assessment
Step 3 – Design the change management approach
Identify:
The change management approach in partnership with stakeholders that will be the most suitable for this particular change. Consider stakeholder engagement, communication, change challenge mitigation and training.
The roles and responsibilities for this particular change.
How the effectiveness of the change plan will be monitored.
Incorporate this information along with the information identified in Steps 1 and 2 into the planning.
Change Playbook Chapter(s) available: 
Change Management Plan
Stakeholder Engagement and Communication Plan 
Training Plan 
Step 4 – Gain buy-in for the change management plan 
Conduct ‘Why change management?’ discussions with project and key stakeholders. The intent of these sessions is to provide an understanding of the change management approach which will be applied to the change, their role, as well as ensure stakeholders have a clear understanding as to the nature of the change and the impacts to their operations. 
Conduct ‘Why change management?’ discussion with the Sponsor, particularly focusing on their role in this change.
Change Playbook Chapter(s) available:
Sponsor Brief
Step 5 – Implement the change management plan
Execute the change management plan.
Assess the effectiveness and change readiness along the way and adjust as needed.
Keep an eye on risks and dependencies.
Keep an eye out for the following and respond accordingly:
new change impacts and new stakeholders being identified
potential change challenges
decisions/changes that impact the transition
new changes in the organisation that impact the same stakeholders
Change Playbook Chapter(s) available: 
Change Readiness Assessment
Step 6 – Prepare for and transition from the current state to the future state
Incorporate transition information identified in Steps 1, 2, 3 and 5 into a transition plan.
Focus on specific activities, information, tools and mechanisms needed by impacted staff to support them transition from the current state to future state.
Identify how any issues will be managed.
Execute the transition plan.
Change Playbook Chapter(s) available: 
Transition and Support Plan
Step 7 – Reinforce the change
Identify and respond accordingly:
If the objectives/benefits have been realised.
Any additional activities, information, tools and mechanisms needed to imbed the change. 
The lessons learnt for future changes.
Celebrate the success!
Change Playbook Chapter(s) available:
Post Implementation Review
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