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ID Managing Change Video Version Duration | 0 | 10[/20| 30| 40| 50| 0 | 10| 20|30|40| 50| O | 10| 20| 30(40|50| O (10| 20| 30[40| 50
1 Welcome Slide 5mins
2 Course Navgation 2mins
3 Course Objectives 2mins [ux
4 Forces Behind Change 10 min: L
5 Forces Debrief 5mins i:L
6 Whats New AboutChange 3 min¢
7 Whats Hard AboutChange 3mine
8 Your Change Situation Activity 15 min: hj_
9 Change Situation Debrief 10 min:
10 Personal Factors Of Change 5min¢
11 Benefits & Fears Activity 10 min: ﬁl
12 |Video Set Up 2 mins E_
13 |Video 26 min: [
14 Video Debrief 5mins
15 |[Break 15 min: =
16 Stages Of Change SARAA 5mins¢
17 Understanding Change Intemally 5min¢ -%—
18 Step #1 Understand The Change 3mine
19 | Step #2 IdentifyBenefits 3mins i:L
20 Step #3 Choose Your Actions 3 min¢
21 Understanding Change Activty 15 min:
22 Leader Response To Change 3 min¢ ‘:I_
23 Organizational Change 3 min¢
24 5 Steps In Managing Change 3mine %
25 Step #1 Explain The Change 2ming .v:L
26 Step #2 Ask For Opinions 2mins
27 Step #3 Solicit deas 2ming
28 Step #4 Ask For Com mitment 2ming
29 Step #5 Monitor Progress 2mins ':l_
30 Change Situation Activity 15 min:
31 Your Situation Activity 15 min: hj_
32 Wrap Up Puzzle Activity 15 min:
33 Internal Change Review 2mins
34 Leading Change Review 2ming
35 Leader Of Change Practices 3ming EEL
36 Thank You 2mins
37 | Questions 5 mins ﬂ
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Managing Change
The Complete Perspective
Facilitator's Guide
Purpose: This course is designed to help participants explore the best
' practices as well as a systematic and structured process 10 manage
change in innovative and adaptive ways. P
A
AN
Audience: This class is designed for employees at all Ievel }/Iopment
Class Size: Approximately 12 to 24 participants.

Prerequisite
Material:

Materials/
Equipment:

Organization:

%
Duration: % to 4 hours.

<

The following materials are r ded for this course:
+ Edge Managln e Video

+ Flipchart stan paper or dry erase board
+ Notepaper. ‘Q

. m

L4

Tent car e tags
Edg an ng Change Participant Workbook,
P |nt & Projector

The md%t s guide is designed to be used with the supporting
n

% Course Book.

The exercises in the Course Book are designed to allow the
instructor to tailor the curriculum to fit specific class needs. Some
exercises teach the same skills in slightly different ways.

Depending on time allotment and participant needs, instructors may
wish to omit certain exercises. Additionally certain exercises can be
expanded to include individual, partner, small group or whole class
options.
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Viahuiintiayy 4
Slide 1 Welcome!
Managing 2 Minutes
Fire Complete Perspeciive
=
W
A
AN
E )\ V4
Slide 2 Agenda or Course Navi a@
Course Navigation _
2 Minutes (}\ :
% Fones Sahind Change Page #1 V
+ Orperaizataonal’ Challampes (\
 Natural Stages OF (hange \ )‘*"
+ Limderstanging Change fnfiermaly A
+ Responding To Change
 Leacting (Mhers Throwee's Sfue d
@ \
Slide 3 Course Objectives
Course Olifectives _
2 Minutes
Aftor Todsy's Sesshovs, Voo WOF Be Abis To Page #2
7 Liehrataad Thie oo Satmd’ g
v Bpcigcare The [t OF Cloivige (s Deicipide
> Disrower Viewr Reachons To Chape
7 Fbre CeamerSA0 OF The Cavige Focees
7 Dot The AbNYy T Rrgahiamiesd Chvange
¢ Lead Peoode Throup'hy Crpavaations Chanpe
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T 4
Vitaatindhtiayy” 4
Slide 4 Have participants break up into groups and complete
Forces Behind Change | | the aciviy.
In Your Table Groups What are the forces behind this need for corporations
to change?
Discuss The External Or Internal )
Fovces Wiich Caise Cvosnizations 15 Minutes
T Impdemeant Change Page #3
4
P!
N
e b4
)
V
7
Slide 5 Your business challe most of the forces,
Forces Belind Change but they are summ this list. Have participants
list their ideas and.compare them to the slide.
+ Evofamg Techmodogy
S Eronomiy Conaibions 3 Minute
+ Busitass Compeifion Page #3
Devrograpivios and Vs
¥ Emm'rt.'a-' Redesign OF Work
+ Relmveniion / Resnginesring %#
@ \
Slide 6 Organizations today need to change with the times,
Whar s New About Change? become flexible and employees need to share in the
leadership
T Ao fiivaieg Thwing
¥ Ry Tide OF Compatifion < 2 Minutes
¥ feemw Sy, Hioher Erpeciations Page #4
5 Lt Effeciaer / lanlue Added Services
3 Crganizations Eeimanting Thamsenes
T Smplovess Siaring I This Lasdership
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cctoier frop, A
Viahahiniahey 4
Slide 7 Why change is hard to deal with, emphasize the
What s Nard Abewt Ehamge? || uncertainty
* Breating L Hads 2 Minutes
LAaTaing Man ST Sery - Page #4
Linderstanding The Cfange
Do 100 T dincertaitty
T Taking O Mong Respovsitaity
7 Agllustigr To Mars And Faster Change
4
£\
W
£ b4
N )
E \ Ve
7
Slide 8 Allow 15 minutes for tic@s to list changes or
Your Change Siuation || chalienges they ar %
Post for use in the.response to change activity
Discuss Four Chamge Situation &
The Chafenges You Are Facing 15 Minute »
Think About Real-Life Chaflenges || T 298 2 \_)
A
Be Prepared To Report Oud
To The Group d
@ \
Slide 9 Debrief from Page #5
5 Minutes
Wihat Are Some OF The Page #5
Challenges Facing Your Business?
Wihat Is Your Culture To Change?
What Ir I'W.T.Mft Change?

Copyright© Edge Training Systems Inc. 2007
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ot e Copr. A
Viahuiintiayy 4
Slide 10 Explain the principles of change, focusing on the
Personsf Factors BfChange employee side of reactions to change
: I‘.I:l‘::l'.l.'rq.: m.:m.‘n‘lri-'m'ﬂrlh ER e 3 MinUteS
¢ Maogie Mar Nrough M Sl A1 Teor Dyt e Page #6

# b N TRk Aboor’ W' e Mave T G L

¥ Hoois ool Stais Cvor PR Chiug Ol

&  Duwring Times OF Changs Fercaotons Ane Dinfortes’
¢ Ir T Afcreews OF Dol Meagsle HEF Make X L

¢ Panpie Mse' Mreciciabily 8 Sabdny D Changs
¥ Pedgie Seie Chaige TRt [ Aoed O T

P b &
A Y

%

Qnd have them

Slide 11 Break participants into:gro
Reactions I'e Change brainstorm benefit(s.a%ars of change.
PN
In Your Table Groups The objective i them to understand what
= employees 0 when dealing with change
Create A List OF A
Possible Employee Benefits || 1> Mi”%"‘"“
Possibie Employee Fears %v
@ \
Slide 12 Managing Change Video
26 Minutes

As You Watch The Video
Pisase Take Note To The Steps In Page #8
Effectivaly Managing Change

Mandling Change fnternally
And

Leadimg Others Through Change

Copyright© Edge Training Systems Inc. 2007 Page 5
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Managing Change: The Complete Perspective

Slide 13

Manaying Change

Edlge Traiming Systems Video

Managing Change
The Complete Perspective
25 Minutes
A

Slide 14 g

Managing Ehange Bebrief

Ll Tie World s Chamnging
O We Have To Adjust

Debrief the video by ceveri e points on slide
3 Minutes %:—J

O Change Is Difficudt N\~
0 It Involves Uncertainty y \)
O Leswrming Mew Shills
01 Accepting Different Workioads Qv
Q)Q\ \
Slide 15 Break
Time For A Break .
15 Minutes

Copyright© Edge Training Systems Inc. 2007
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Slages Of Change

It's helpful to understand the stages of adjusting to
change -- shock, anger, resistance, acceptance and
action.

The Normal Stages Of Change
+ Shock 5 Minutes
< Anger Page #9
< Resistance
< Acceptance
< Action
-
4
P!
N
e Y
N )
E )\ V4
7
Slide 17 Okay, now the first st fonersonally is to
YUnderstanding Change understand the ch %that we mean — find out
everything you cat about-what's going to happen.
Handling Change Internally _ C \)
1, Undterstand The Change 5 Minutes 0,
2. Identify Benefits & Cppartunities Page fﬂo \_)
7. Choase Your Actions Ai)__)-f 2 Q
- <2 B
i __,-:.___:'a.'_-u
e 4
@ \
Slide 18 Okay, now the first step for you personally is to
YUnderstanding Change understand the change. By that we mean — find out
everything you can about what's going to happen.
Handling Change Frtermally
1. Understand The Change 5 Minutes
Page #10
= Laam AN Vou Can Aboet Change
e Aol i Fowr Seeves S
» Do Vour Hormework e
.."_,.~:._._:'a_'-=
-
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crctoser fc, AT

Viahahiniahey 4

Slide 19 Make a list of the personal costs and benefits of the
Understanding Change change. | think you'll be surprised by what you learn.
Hardling Chavige Internally 5 Minutes
2. Identify Benefits Page #11

e Develoo A Pro & Can Shoat
» List Costs & Benefits e
B Analrs AN Arcies e

S
-
4
R
o‘“
P Yy
S, )
E V4
7
Slide 20 As you reach out to p IeQwork through your
YUnderstanding Change barriers you will mgstilikely make your way to
acceptance. And»zua;)e get there you're ready for
Handling Change Internally Step 3, which i e your Actions.”
4. Choose Your Actions ) ~
» Develap An Action Plan I132|\/émute
¥ Covisader Resouwres = g Q
B Craale Tl e -
e
-
@ \
Slide 21 Allow participants to refer back to their change
YUnderstanding Change situation. Using pages #10, #11 & #12, have them
work through these 3 steps in order to help them better
I'n Your Table Groups understand their change situation.
Mrrﬂa Your Change 15 Minutes
s iosbas Pages #10 - #11- #12
Determine Your Course Of
Action Complete Pages
IR - #11 - #12
-

Copyright© Edge Training Systems Inc. 2007
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Responding to change as a Leader

5 Minutes
Page #13

A

Slide 23

N )
5 )\ V4
7
We start at the curre tat,gve through a
transitional state, h arriving at the future or
desired state.

PN
?«Whe process
\/
3 Minu \)
Pa%&

You are th

d

Slide 24

Stens In Managing Change

Leadimy Others Throwgh Clrange
1. Expiain The Change

o Ask Py Goinions & LIS Soar Reelgs
1, Sl fveas To Accowmassn The Change
4 Regest St A Crramilmadnd

5 Mooor Progress

These are the steps needed to encourage and lead
employees through change within the organization

3 Minutes
Page #14

Copyright© Edge Training Systems Inc. 2007
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I
I 4
Vitaatindhtiayy” 4
Slide 25 These are the steps needed to encourage and
Steps In lesding Change navigate change with the organization
1. Explain The Change Step #1
 Meooke EoE . o aes B et ot 2 Minutes
= Senmie the Givinge d Sackpvmnnd e Page #14
= Fapiiar e Hefsdl 1900 it A A
» DEcusy The Senefit
B Lead pegmie st comtidence
B P Fapaaadi a d i drtrmends e
4
P!
W
e Y
AN
v
7
Slide 26 These are the steps ncourage and
Steps In leading Change navigate change w %rgamzaﬂon
2. Ask For Opinions Listen For Feelings || Step #2
 Lster T & Vakioare Coneems 2 Minutes
B Clear Lf Mmuiersinciings Page #15 { \
= Frigatiasiie nin As sl o laiped’ \)
B ThER CFEADSE a0 MMOSNneE O ODETEST 4
¥ G prrne Avodve and Do it
B A Aimiira) PeAT e e ey o
@Q\
Slide 27 These are the steps needed to encourage and
Steps In leading Change navigate change with the organization
X, Solicit Edeas To Accomplish Change Step #3
: :mmmi;““’frm 2 Minutes
Eat)
b Sl A e S e AT A rmalks Page #16
* LETen and respone JoTvel
= RNy oen &9 e dnoul
B ARG AT R DT e AR () e

Copyright© Edge Training Systems Inc. 2007 Page 10
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Steps In Leadlng Change

d. Ak For Sppoort dnd Commiitaant
VR Dol DTN e ol
Ak o comentmend fon T e A
B Ackriweecioe 4 i TErericd oo [o it ]
¥ Ciesr SoRAACE AT O iy Lo sogr
1
L

Spemak fo peoeke poe-pee e el

SN M) e e

These are the steps needed to encourage and
navigate change with the organization

Step #4
2 Minutes
Page #17

4
R
o‘“
P Yy
AN
V4
7
Slide 29 These are the steps ncourage and
Steps In leading Change navigate change w ’%rgamzanon
L 7 Hm#wﬁud#ﬂhﬁn:uﬁwrﬂ:r Step #5
O S 3 iy OF TV L 2 Minutes
B DoninLeny INRoRT alfemiion B seecen’ { \
Page #18
B Erisury evivriig & (R as et \)
b Sarodestones, back B measue el -
= Rempiine 8 cefebane soak wns
B TR A g Wy P o
@ \
Slide 30 Situations 1-3

Affer Reading The Situafions
Recommend 4 Course OF Action
And Answar The Guestions I'n Your
Woarkiook
Aoply The Five Steps In Leading
Cithers Through Change

e

Assign each table group a scenario to plan out using

the 5 steps
Refer To “Five Steps Of Managing Change”

15 Minutes
Pages #19, #20, #21

Copyright© Edge Training Systems Inc. 2007
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Navigating Ehange

Refer To Your Change

Using their Change Situations
Assign each table group a change situation they chose
and work out a plan of action using the 5 steps

Situation Refer To “Five Steps Of Managing Change”
Recommend A Course OF Action
15 Minutes
Apply The Five Steps In Page #22
Leading Others In Change
-
4
P!
N
A b4
)
E V4
7
Slide 32 Answer Key at the enghof chtor’s guide
Wrap Up / Semmary
» n
Managing Change Puzzhe Activity V
As A Group Compilete The Puzzie N\~
Activity Found On Page #324 y \)
oy .
o Have Fun It = o
-
@ \
Slide 33 Recap the three steps in understanding your reactions

Understanding Change

Handling Change Frtermally

I, Uinderstand The Change

2 [dentify Benefits & Oppartunities
i Choase Your Actions

to change. As leaders, we have the same reaction and
fears of change; however, we must overcome them
and lead our employees.

5 Minutes

Copyright© Edge Training Systems Inc. 2007
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T
Vitaatindhtiayy” 4
Slide 34 These are the steps needed to encourage and lead
Srens In Managing Change employees through change within the organization
Leadimg Others Throwgh Change 3 Minutes
L Ask P Goinians & LiSTen far fesings
3 Ealel Joess To Aocomodah The Change
4 Recuast eyt dnd Covamilrad
£ Monor Progress
—
A
£
W
A b 4
AU
;\. A Y
7
Slide 35 Review the above sli en@izing the key points in
As Change leaders Leading Change Ve
P NN
¢ el Develoe A Shaved Feon OF Hos The H
Change Wt fie Surcessta 3 Minutes V
< Comemnioats T Veiog Tir AV Conreme Page #23 N ~
& ook o Aragr That' et Dorovesersd \)
& Ry Forveed O T Oudrovee OF Tee Ol A
& Ldert Frontt Ko Sspakes And’ Srmovrige
Oites T 50 5o
¢ Change Along HEh The Dange %"
-
@ \
Slide 36

Copyright© Edge Training Systems Inc. 2007
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Py 4

Vitaatindhtiayy” 4

Slide 37 Solicit and respond to any questions the group may

marﬂm'ﬂm have. If you do not have an answer, list question with

name of person and email or call them with the answer

Do You Hayed | """ e e ansver

Have participants complete course evaluations, stand
in the back of the room while participants complete
ﬁ course evaluations and thank them for their

Y

9 participation as they exit the room.
il

==3| | Course Evaluation (Last 2 Pages In Workbook)

,%G"
S
Q\
RN
&
N
&

Copyright© Edge Training Systems Inc. 2007 Page 14
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Managing Change FPuzzle
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ACROSS

4. The first stage when we Iear@ ange

6. What we call the reasons ind change
7. The last stage when th change
8. What change produ&n eople

9. What people d@p change is forced on them
10. This is son %g done so as to accomplish a
purpose

11. Something-leaders should not become during
change

12. Something we must clear up during change
13. We ask this of our team when handling change

14. Something we listen for when handling change

DOWN
1. How people feel when going through change

2. During times of change, our perceptions
become

3. The first step in handling change internally
4. People need this when going through change

5. The last step in leading others through
change

15. In the absence of this, people will make this
up

Copyright© Edge Training Systems Inc. 2007 Page 15
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—
Location Answer Question

1 Down Alone How people feel when going through change

2 Down Distorted During times of change, our perceptions become

3 Down Understanding The first step in handling change internally y

4 Down Stability People need this when going through ch:izge"‘h\

4 Across Shock The first stage when we learn about V }\)

5 Down Monitor Progress | The last step in leading others thrc@hange

6 Across Forces What we call the reasons %ﬁm ange

7 Across Acceptance The last stage when ﬂﬁg‘%gl% change

8 Across Fear What change pro é"rg people

9 Across Resist What peoplés{o h’en change is forced on them

10 Across Action This is%ething done so as to accomplish a purpose

11 Across Defensive %ing leaders should not become during change

12 Across Misunderstandify mething we must clear up during change

13 Across Commitm% We ask this of our team when handling change

14 Across Fe %’ Something we listen for when handling change

15 Down mg;tion In the absence of this, people will make this up

<§0
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