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Overview: 

Every organization has a change-muscle and if it isn’t routinely it calcifies to the way things are.  People would rather be part of making change than always having change dictate to them what they have to do.   This tool creates the stage to place them in the driver’s seat.

Goal: To provide Management a sense of their own and their staff’s perception of the organizational readiness for change, discover areas they may need to address before engaging in change. 

Participants: The entire staff if possible, those willing to participate will suffice.

Procedure:  

1. Ask the staff to give their frank opinion (suggest anonymity) on the organization’s readiness for Change Readiness Survey below.  

2. Read each Area then rate it 1(Lo) to 5 (Hi). 

3. After all the areas are rated, go through a mark each in terms of importance 1 (Lo) to 5 (Hi).  

4. Place a star ( by the one that management should focus on the most

5. After a representative sample of surveys are complete, for each Area run an average and standard deviation to get a collective, then plot the average on the Quadrant box below.  Those in the Red Zone are candidates for change in process or at minimum perception.  Remember this is there perception and may not match reality.  For instance, implementation support may be ready and willing, but it hasn’t been communicated or ‘primed’ with reinforcement.  Or for those that are perceived low importance that management feels should be higher on the list: explanation and emphasis may be in order.  The top two Areas that have the most ( are areas they need to hear back from management: that it is now on your radar too.

6. Management completes steps 1 through six and posts it on the Quadrant chart below, but in a different color than the average numbers of  the staff.

7. Calibrating Perceptions: For best results, poster-ize the results, pull the staff and management together collectively and inquire what are things which keep it from being marked higher.  This may take a few iteraions tto get the trust high enough for open sharing.  

8. As each area is shared, ask the group what might be done address, alter or minimize those in the Red Zone.  Both from management’s side and the staffs side.  It would be everyone’s opportunity to have an exchange on change.  Come to consensus and place a star ( by the top two Areas which need focus.  

On the two areas of focus, have everyone write at least one thought in a few words on stickie-note, for each are then ask them to share.  Post them as they are shared.  This is an excellent forum to set the groundwork toward change.  

9. Change Readiness Survey 

Areas for Change Readiness
Implementation Support  Management support is evident, openness to receive new ideas and act on it, resources ($$) to make it happen is there.

Rewards and Recognition Compensation or recognition appreciating involvement, showcasing change, appropriate credit attributed toward the individual or team is apparent.

Communication  New ideas, techniques openly shared with those who might gain, staff are kept appraise of the changes in the works, contribution of ideas are actively considered, standards, procedures are built into the workplace, communication is clear, concise and available.

Commitment and Strategy  Improvement is part of everyone’s job, we know how our work fits into the overall scheme, there is ample support in making corporate change, there is a communication channel to between the ground forces and corporate.

Knowledge Transfer  The “how-to’s” are efficient and expediently transferred, people are open to share knowledge/ideas, pertinent knowledge doesn’t walk out the door when someone leaves the company.

Customer Focus  We find it an honor to serve our customers, we know how to add or take away from the customer experience, we have a structure to receive feedback within department and externally, we know our customer scores.

Measurement  Measures of output and service are frequently updated and known by all, measures reflect reality, staff know how to impact the measures positively and negatively.

Management Decisions  Decisions match the direction and speed of the vision, management manages what the workers cannot, they address tough issues head-on

INSTRUCTIONS

High rating would mean the department, function or organization has a high degree of the factors listed in place or could readily be put in place.  

Low Rating would indicate many of the factors are not evident or getting them in place would be difficult.

FIRST mark Readiness Rating for ALL areas SECOND mark Importance Rating THIRD Place a star ( by the one that management should focus on the most.

	Area
	Readiness

Rating

Lo             Hi  1   2   3   4    5
	Importance

Rating

Lo             Hi

1  2   3   4   5 

	Implementation Support
	1   2   3   4    5
	1  2   3   4   5

	Rewards and Recognition
	1   2   3   4    5
	1  2   3   4   5

	Communication
	1   2   3   4    5
	1  2   3   4   5

	Commitment and Strategy
	1   2   3   4    5
	1  2   3   4   5

	Knowledge Transfer
	1   2   3   4    5
	1  2   3   4   5

	Customer Focus
	1   2   3   4    5
	1  2   3   4   5

	Measurement
	1   2   3   4    5
	1  2   3   4   5

	Management Decisions
	1   2   3   4    5
	1  2   3   4   5


Change Readiness Chart
Areas for Change Readiness

Implementation Support  Management support, openness to receive new ideas and act on it, resources ($$) to make it happen.

Rewards and Recognition Compensation or recognition appreciating involvement, showcasing change, appropriate credit attributed toward the individual or team.

Communication  New ideas, techniques openly shared wit those who might gain, Kept appraise of the changes in the works, contribution of ideas are actively considered, standards, procedures are built into the workplace, communication is clear, concise and available.

Commitment and Strategy  Improvement is part of everyone’s job, we know how our work fits into the overall scheme, corporate support in making corporate change, there is a communication channel to between the ground forces and corporate.

Knowledge Transfer  The “how-to’s” are efficient and expediently transferred, people are open to share knowledge/ideas, pertinent knowledge doesn’t walk out the door when someone leaves the company.

Customer Focus  We find it an honor to serve our customers, know how to add or take away from the customer experience, have structure to receive feedback within department and externally, we know our customer scores.

Measurement  Measures of output and service are frequently updated and known by all, they reflect reality, staff know how to impact the measures positively and negatively.

Management Decisions  Decisions match the direction and speed of the vision, management manages what the workers cannot, they address tough issues head-on.

INSTRUCTION 

Average the readiness rating and the importance rating for each area then plot the point on the chart.  This can become a discussion piece for identifying what needs to change in the processes, behaviors and structure to make the introduction of change successful.
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