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The Rolling-Out-Change Checklist 
 

To accomplish a successful change-initiative, be strategic and optimistically steadfast. 

 Before you roll it out, think through as many details, obstacles, and options as possible. 
o One of the greatest change-initiative frustrations for employees is when the leadership 

changes direction often during the process due to lack of strategic planning. 

 Check your personal feeling about the change-initiative. If you are not on board yet and you 
are the messenger (not a decision maker), figure out some way to commit to the change 
before you address your team. 

o Discrediting the leadership (i.e. “I don’t know why they are making us do this”) will 
degrade morale and trust. 

 If possible, seek input early about the implementation of the change-initiative from those it will 
impact before the plan is solidified. Brainstorm possibilities together. 

 During this entire process, face time is exponentially better than email. 

 Do both: have a guiding plan and be flexible along the way. 

 Be honest. Hidden agendas and lack of authenticity will destroy morale. 

 Use incentives to reinforce change, but not demand it. 

 Share the benefits of the change to the organization, their department, and to the individuals. 
Focus on the “why.” 

o Communicate the pain/problems of not changing now. 

 Connect and communicate the need for this change to the values and vision of the 
organization and the individuals. 

 Communicate frequently as appropriate to your situation. 

o When asked, most employees want more information compared to less. 

 Remember that there are multiple stages of change/transition, and many people will not be on 
board right away. 

o Allow for the change-recipients to ask questions, share their concerns, and 
communicate with you. Listen, be patient and validate the perceived challenge, 
opposed to dismissing it. 

 Once the change-initiative is solidified and communicated, allow as much autonomy in the 
“how” of reaching the change goals. 

 Create smaller goals along the way toward the larger goal. 

o Celebrate successes and milestones met. 

 Recognize individuals who are accepting (or excelling with) the change and find ways for them 
to mentor others. 

 Continuously seek feedback and input about the impact of the change-initiative along the 
way. At times, you may think “Suck it up! At least you have a job!” Instead, empathetically 
listen. The more you understand the concerns, the better you will be able to move forward. 

o Communicate about any feedback that is being implemented. 

 If you sense a lack of confidence or fear, optimistically communicate your belief in them. 

 Support success with technical trainings and resources that will ease the transition. 

 Share what is not changing. 
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