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This template includes prompts and example text to support the development of the Change Readiness Assessment. Delete the prompts and example text before finalising the document.
[bookmark: _Toc140821025]About this template
In developing this document, please refer to the APS Change Framework for greater context and guidance. 
This template includes an optional high-level view (at the end of the template). Feel free to only complete this high-level view should you wish to. 
Change readiness is viewed from the stakeholder’s perspective. For stakeholders to be ready for the change, they are aware of the change and ready to participate in the transition to the future state. The purpose of the Change Readiness Assessment is to first, understand and capture how change readiness will be achieved for each stage of change management including: 
the specific activities that the business has requested and what stakeholders will need, 
how stakeholders will contribute and 
what stakeholders define as change readiness 
Gathering this information as part of engaging stakeholders for the Change Impact Assessment enables identifying and possibly implementing transition support activities early.
Then the Change Readiness Assessment is used to track how the change effort is progressing, and in particular when a developed capability is sufficiently ready to be made operational and/or used by business areas. For change management guidance and support, please contact the APS Change Management Centre of Excellence at PortfolioChangeStewardshipOffice@homeaffairs.gov.au.
How to complete the Change Readiness Assessment
Start filling in the Approach row with specific activities that will be undertaken to achieve change readiness for each stage of change management. The Approach row currently has questions for consideration for each stage. One Approach row can be used for all stakeholders or multiple Approach rows can be used to capture the specific activities for specific stakeholders (just insert additional rows into the table). 
Consider the table of ‘Other considerations depending on the type of change’ on the next page and add the relevant items to the Approach row/s as well.
Discuss with impacted stakeholders what they need, how they will contribute to the change and what they define as change readiness. This can be done as part of engaging stakeholders for the Change Impact Assessment. Capture and highlight the specific activities that the business has requested.
Update the document throughout the change effort as new information comes to light and each stage of the change management is completed. Consider including a status for each activity e.g. not yet started, in progress, on hold, completed. 
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[bookmark: _Toc140821031]Introduction
Provide a short description of the document purpose or use standard text below.
The Change Readiness Assessment is used first, to understand and capture how change readiness will be achieved for each stage of change management, including:
the specific activities that the business has requested and what stakeholders will need, 
how stakeholders will contribute and 
what stakeholders define as change readiness 
Gathering this information as part of engaging stakeholders for the Change Impact Assessment enables identifying and possibly implementing transition support activities early.
Then the Change Readiness Assessment is used to track how the change effort is progressing, and in particular when a developed capability is sufficiently ready to be made operational and/or used by business areas.  
The Change Readiness Assessment is a chapter of the Change Playbook. Each Change Playbook chapter builds on from the previous one/s. Not all chapters are completed for every change initiative. The Change Manager decides on the appropriate documentation to support the change management.
Please refer to the first chapter, the Change Context for the list of the playbook chapters, which include further information on the change management of this project/program. 
	Chapter title
	Record management reference

	Change Context  
	Record Management reference
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Change readiness
For each stage of the APS change framework, the table below includes: a description of the stage, the relevant Change Playbook Chapters, what change readiness looks like and the change management approach taken for this particular initiative.
	
	DEFINE
	ASSESS
	DESIGN
	IMPLEMENT
	TRANSITION AND SUPPORT

	
	Define the scope, vision and objectives to inform the change analysis
	Assess the nature, size and scale of the change and impacted stakeholders  to enable change  planning
	Design the change management approach to support effective delivery of outcomes
	Implement the change management plan and review readiness to deliver the outcomes
	Transition and embed the change  into business as usual

	Change Playbook Chapters
	Change Context
	Change Impact Assessment
Start progressing the Change Readiness Assessment (this document)
	Change Management Plan
Stakeholder Engagement and Communication Plan
Sponsor Brief
Training Plan
	Transition and Support Plan
Complete the Change Readiness Assessment (this document) up to (and including) the Implement stage
	Post Implementation Review


	What change readiness looks like
	The scope, vision and objectives are clearly understood and can be clearly articulated.
The change context is accepted and understood by relevant stakeholders.
	Consultation has occurred and the nature, size and scale of the change, its impacts and the stakeholders are clearly understood and can be clearly articulated.
The discussion with impacted stakeholders on what they need and how they will contribute to the change has been started.
Impacted stakeholders have contributed to defining their readiness criteria
	The change management approach (including managing risks and dependencies) has been developed in partnership with stakeholders and documented, is supported by key stakeholders and is ready to be implemented.
All roles in the change have been defined and are understood by all stakeholders.
Mechanisms to monitor the change approach have been established.
Regular, strong and productive engagement is being undertaken with stakeholders.
	Support for the future state is demonstrated.
Stakeholders have been actively engaged and are supportive of change, communication and training activities. 
Any change challenges, concerns or issues have been effectively addressed.
Impacted stakeholders are prepared, ready and capable for the change.
Transition support arrangements are in place and supported by relevant resolver, ICT and business areas. The developed capability is sufficiently ready to be made operational and/or used by business areas.  
	Impacted stakeholders have successfully transitioned to the new state.
The objectives are achieved and the benefits are realised (note - some benefits may take time to be realised).
Reflection on the change journey has occurred.

	Approach
	Consider:
How will you identify the What, Why, When, Who and How of the project/program – what documents do you need to review, who do you need to meet with?
How will you ensure the change context is accepted and understood by relevant stakeholders?
	Consider:
How will you develop an understanding of the change impacts, stakeholders and risks – what documentation do you need to review, who do you need to meet with?
How will stakeholders contribute to the change?
What do stakeholders need to be ready for the change?
	Consider:
What are the objectives for this change management? What do you want stakeholders to do as a result of this change management? What needs to be achieved for this change management to be considered successful? 
What are the key elements needed in managing this change?
What lessons from previous changes should be included in the change approach?
What are the key roles for managing this change?
How will you ensure your Sponsor leads the change?
How will you ensure your key stakeholders (including project/program team) understand change management and their roles?
How will you identify and manage risks and dependencies for the change?
How will the change approach and delivery be monitored? Some methods that could be used are surveys, messaging analytics tools and analysis of informal feedback (amount/type), attendance at in person events and requests for more information.
	Consider:
How will you keep track of all the moving pieces – change management activities, risks, dependencies, new change impacts, new stakeholders, potential change challenges, new transition impacts, the change landscape?
How will you ensure stakeholders are ready for the change?
How will you identify what activities, information, tools and mechanisms are needed to support staff transitioning to the future state?
How will issues that arise in the transition be managed?
Does formal business sign-off need to occur before the transition (to confirm the business is ready for the change)?
	Consider:
How will you know if the change management is a success?
How will you identify if any top activities are needed?
How will you identify and capture any lessons learnt?
How will you celebrate success?

	Notes
	
	
	
	
	




Additional considerations
[bookmark: _Toc140821036]Other considerations depending on the type of change – add relevant items to the Approach row/s in the table above 
	Type of change
	DEFINE
	ASSESS
	DESIGN
	IMPLEMENT
	TRANSITION AND SUPPORT

	Business Processes
	Future state visualisation mapped – in collaboration with key stakeholders
	
	Relevant design authorities contacted
Other relevant stakeholders and intermediaries contacted
	Current state business processes mapped, baselined and measured
Supervisors and team leads taken through new process maps
Training areas are aware of business process and work practice impacts
Relevant reference group engaged with process detail 
Relevant processing benchmarking areas receive new process
Contingency processing options documented
	Decommission old work practices

	Workforce planning 
	Conduct staffing analysis of current workforce:
Classifications
Capabilities
Training needs
Support structures
Spans of control
Identify future resourcing requirements and workforce risks
	Undertake Workforce Impact Analysis
Identify effected areas. Engage with business units, HR and Global Managers
	Develop a Workforce Transition Plan detailing transition from current workforce to future state, including risk mitigation strategies
	Implement Workforce Transition Plan and risk mitigation strategies
	

	Systems
	
	
	
	Existing support processes and products audited
User Acceptance Testing scripts received
UAT results reviewed and accepted. Stakeholders advised of outstanding issues and work-arounds
WHS Job Impact statement completed
All relevant helpdesks and service centres briefed on changes
Project/program outputs accepted and relevant business areas ready to embed for operational use
	Decommission legacy systems

	Equipment / facilities
	Current state assessment completed
Gap analysis completed in consultation with relevant stakeholders
Results of gap analysis communicated to relevant stakeholders
Future state requirements documented
Equipment requirement and or provisioning plan presented for endorsement
	
	
	
	New equipment provisioned
Decommission legacy equipment

	Policy / legal
	
	
	Policy and Legal are advised of any requirements on them to support the change
	All legal decisions communicated to stakeholders for review
All relevant policy changes and timelines communicated 
Timeframes for Policy and/or Legal decision making and review incorporated into schedules
All policy changes documented
Expected legal requirements documented
All reference resources updated e.g. webpages
	






Change Readiness Assessment high-level view
Completing this high-level view of the Change Readiness Assessment is optional. Feel free to only complete this high-level view should you wish to. The high-level view can be a useful tool when discussing the change management with stakeholders. 
Project/Program name 
Date last updated:
For each stage of the APS change framework, the table below includes: what change readiness looks like and the high-level change management approach taken for this particular initiative.
	
	DEFINE
	ASSESS
	DESIGN
	IMPLEMENT
	TRANSITION AND SUPPORT

	What change readiness looks like
	The scope, vision and objectives are clearly understood and can be clearly articulated.
The change context is accepted and understood by relevant stakeholders.
	Consultation has occurred and the nature, size and scale of the change, its impacts and the stakeholders are clearly understood and can be clearly articulated.
The discussion with impacted stakeholders on what they need and how they will contribute to the change has been started.
Impacted stakeholders have contributed to defining their readiness criteria. 
	The change management approach (including managing risks and dependencies) has been documented, is supported by key stakeholders and is ready to be implemented.
All roles in the change have been defined and are understood by all stakeholders.
Mechanisms to monitor the change approach have been established.
Regular, strong and productive engagement is being undertaken with stakeholders. 
	Support for the future state is demonstrated.
Stakeholders have been actively engaged and are supportive of change, communication and training activities. 
Any change challenges, concerns or issues have been effectively addressed.
Impacted stakeholders are prepared, ready and capable for the change.
Transition support arrangements are in place and supported by relevant resolver, ICT and business areas. The developed capability is sufficiently ready to be made operational and/or used by business areas.  
	Impacted stakeholders have successfully transitioned to the new state.
The objectives are achieved and the benefits are realised (note - some benefits may take time to be realised).
Reflection on the change journey has occurred.

	High-level approach and status of activities
	Consider:
How will you identify the What, Why, When, Who and How of the project/program – what documents do you need to review, who do you need to meet with?
How will you ensure the change context is accepted and understood by relevant stakeholders?
	Consider:
How will you develop an understanding of the change impacts, stakeholders and risks – what documentation do you need to review, who do you need to meet with?
How will stakeholders contribute to the change?
What do stakeholders need to be ready for the change?
	Consider:
What are the objectives for this change management? What do you want stakeholders to do as a result of this change management? What needs to be achieved for this change management to be considered successful? 
What are the key elements needed in managing this change?
What lessons from previous changes should be included in the change approach?
What are the key roles for managing this change?
How will you ensure your Sponsor leads the change?
How will you ensure your key stakeholders (including project/program team) understand change management and their roles?
How will you identify and manage risks and dependencies for the change?
How will the change approach and delivery be monitored? Some methods that could be used are surveys, messaging analytics tools and analysis of informal feedback (amount/type), attendance at in person events and requests for more information.
	Consider:
How will you keep track of all the moving pieces – change management activities, risks, dependencies, new change impacts, new stakeholders, potential change challenges, new transition impacts, the change landscape?
How will you ensure stakeholders are ready for the change?
How will you identify what activities, information, tools and mechanisms are needed to support staff transitioning to the future state?
How will issues that arise in the transition be managed?
Does formal business sign-off need to occur before the transition (to confirm the business is ready for the change)?
	Consider:
How will you know if the change management is a success?
How will you identify if any top activities are needed?
How will you identify and capture any lessons learnt?
How will you celebrate success?
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