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Change Management Checklist
	1. Refer to Change Management Process Overview.
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	2. Develop a proposal to present to the employees for consultation.  This should include:
a. The proposed business case for restructuring;

b. The process to be followed.
	

	3. Invite the employees to a meeting using the Restructuring Meeting Invitation Letter.
	

	4. Present the proposal to the employees and follow up meeting with Advising Staff of Restructure Letter.
	

	5. Hold a second meeting with employees to receive any feedback from the employees on the proposal (record feedback).  Confirm at the meeting how long the information will be considered before a final decision is made.
	

	6. Meet with any employees directly affected by the restructure (prior to any open meeting) to advise the final decision.  Follow up this meeting with affected employees with Confirmation of Final Restructure Process Letter.
	

	7. If there are roles identical in the new structure with the same number of candidates as role redeploy staff into these roles using Redeployment Offer Letter.  If not advertise the new roles using information in Section 1.2.
	

	8. Notify employees if unsuccessful at interview and provide them with the opportunity to present further information for consideration before making an offer.  Follow up with the Unsuccessful at Interview Letter for those that are unsuccessful. At this time all other redeployment roles in the company should be considered.
	

	9. If an employee is offered a redeployment option on a role that is the same or similar to the one held but they choose to decline, use the Acknowledgement of Redeployment Offer Declined Letter.
	

	10. Finally if all redeployment options have been canvassed and no redeployment is available, use the Notice of Redundancy No Alternatives Letter.
	

	11. Refer to Section 1.1 for Exit Information.
	



