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Facilitator Guide

Letter from the President

Thank you for selecting this VisionPoint® program to meet your
training needs. This program has been used and approved by trainers and
organizations in several industries and has been updated to reflect current

laws, best practices and trends in the workplace.

We’re committed to providing you with resources/ uct
participant materials, video scripts, optional activities QZZZ\#: le
materials are available to you at www.visionpoint.com. irees are upda
and added regularly so check back while preparing for|any new training
session.

We’re here to support you through thelentire training ¢ rience! §ho
you have any questions before, during o Ny o1, please feel
free to contact us at trainer@uvisio
TrainerTALK™ helpline, 800+ 300- rainers, training

program developers andi\TrainerSe re available to answer

qué te training and ¢ustomize materials to meet

you

00S1 istonPoint! If there is anything I can

perience of working with us and our programs

Laura E. Bernstein

, These materials are intended fgr preview purposes only.
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Ready. Set. CHANGE!"

Program Overview

There is virtually no aspect of life that is untouched by change today, and
organizations and their workforces are no exception. Ready. Set

CHANGE!™: Reacting Smarter. Adapting Faster. Engaging

is designed to increase change competency among/all employees

so that your organization will be better able to ré¢spond\and adap

quickly and with less disruption to productivity,.

ur individual and human reactions to change vary widely. One reason

t our global, geographic, cultural and generational experiences impact

how we view and respond to change. Another reason is that there are great

differences in our perception and reaction to change due to our innate

personalities—how we are “hard-wired,” so to speak.

These materials.are intended for preview purposes only.
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Facilitator Guide

Given this new environment of change, the huge demographic shifts of the
last 20 years and the tendencies of the workforce to respond to change

differently, a new set of skills is required. Ready. Set. CHANGE!™ will
provide your employees with the clear and practical strategy they need|to
understand, respond to and navigate any change in a way that is positive and

productive for themselves, their coworkers and your orgahization.

By the way, we know that your organization has its o

needs and issues. Ready. Set. CHANGE!" was designg

The program is flexible enough to be used as the fou

training initiative or you can easily adapt it and integ

existing business training initjative.

Audience

This program is designed for all e

%

. These materials are intended fgr preview purposes only.
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Ready. Set. CHANGE!"

Program Benefits

Here are the benefits this program can deliver for your employees|and your

organization:

For the employees:

Thess,

For the organizationa@

Make informed decisions to commit to cha
not assumptions
Stay in control of their reactions and responses
Be clear about what is expected of them
Stay positive and productive during change

all levels of the

Increase change competency a¢ross
Increase the organizatien’s|abi
quickly and with minj ‘
Establish a shared, expedgtation among all
how to understdnd, re

cthat are based cts,

i

workforce

idapt to change

materials are intended for preview purposes only.
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Ready. Set. CHANGE!"

How to Use this Training Kit

This training kit is designed to provide all the information and nﬁlterials you

need to conduct an effective training session.

The Complete Kit includes:

U Facilitator Resources, which contain optional 3 ities, handout ers
and additional suggestions to assist facilitato

O PowerPoint slides and other reference infor al/;}) e as ne
Resources

O Reproducible Participant Materials, fotind bo is kit jand as

Online Resource
O Reproducible Self-Study Guide,\avai
QO One Hour Overview discu e, lavailable as/an Online Resouirce®

O VHS video — Ready. S

/Reso urce*

A
ttes
®

narration)
esponding Better Together video
1e[W

0 highlighter pens, 10 notepads, 10 name tents, 10

The Change Response Strategy™ wall chart (1)**

0 The Change Response Assessment (see pages 12 — 13 in this Facilitator

Guide for more information and purchase options.)

* To access Online Resources for this program, visit www.visionpoint.com.
Login, select View Program Resources, then select the program title from the
list. If you do not see this program title listed, please contact
trainer@visionpoint.com.

These materials. are intended for preview purposes only.
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Facilitator Guide

** For information on purchasing additional job aids or wall charts, please
contact your personal VisionPoint Learning Consultant at 800.300.8880 or
emalil trainer@visionpoint.com.

o

.o These materials are intended fgr preview purposes only.
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Ready. Set. CHANGE!"

If you are an experienced training professional, use this guide as a starting
point as you prepare for training, and be sure to insert your own style,

experience and examples into the session. If you are new to training or the

program content, follow the step-by-step instructions, and use thie|scripted
language to help you stay focused on the key points and facilitate an effedtive

session.

\ 7
are \xkap}/y to answer questions, share ideas and help customize

1als.

These materials.are intended for preview purposes only.
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Facilitator Guide

Overview of Agenda Options

This Facilitator Guide provides step-by-step instructions for two agenda
options. Online Resources are also available for conducting a one-hour

overview, plus a self-study option.

Facilitator Resources.

Suggestions for prework and @tional activities ¢an

The matrix on the next page wall |

best for your training sessi

%

.. These materials are intended fgr preview purposes only.

1IsionPoint®
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Ready. Set. CHANGE!"

VISIONPOINT"

Training...with a passion

Ready. Set. CHAN

Selecting the Agenda Option that is Best fo

EIN

our

Ia

_ear\ﬂg Activities

Y

Video

ion

Opportunities

B
I‘Vbl. est

Pre/

Key Concepts in
Detail through

Assessme
Activities

Case
Studies

Guided

Application

Two-Hour
Training Session

response to change. No

however, participants will have the opportuna
behaviors related to change. This agenda is idea

provide thoro coverage of the materihl and plent, 1
about orgapizational change and The Chiange/Résponse Strateg

formal assessments are i

tOn i

Half-Day Training
Session

participants
knowledge i1
organizatipns wantin
employee be
Response St

This agenda provides ample oppbrtunity for dxploration of key ¢
includes the ofla formal asgessment that provi joi
profile of the . profile iis use i

ethorou overage of ‘the material and impact
rtunities to practice applying The Change

Extended Training
Session

This agenda
activities fou
maximizing the potenti

e halftdaysession by incorporating all of the optional
facilitator ources. This agenda is ideal for
al for|LLevél 3 training.

Self-Study

Self-study|mldterjals ar
individuals who/missed|
gone through fraining o

> available as an Online Resource and are ideal for
training or are new to a work group that has previously
n this topic.

One-Hour
Overview

This agendlalis availapl

e as an Online Resource. It uses a discussion guide to

introduce key concepts

organizatipns that have limited time and want to provide participants with an
overview of organizational change and The Change Response Strategy™.

through video and discussion. It is ideal for

© 2008 VisionPoint® Productions, Inc.
This page may not be reproduced.
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Facilitator Guide

Agenda for Two-Hour Training Session

This agenda is designed to introduce important information about dealing

with change using video and discussion. This agenda is designed as sta

alone, video-based training that provides for an introduction to the topic with

guided discussion opportunities.

A .
[

%

. These materials are intended {or p

Total Esuv T

e:

|

Step | Item

#1 Arrival of Participants / / N/A /

#2 Getting Started 15 minutes

#3 Getting Focused 4 15 minutes

#4 Understanding Change & Beh 17% 30/7/\ir_ute5
Styles '7?’

#5 The Change Response Stra g;, / / /) /nlr lutes

#6 The Change Respons St ate 1deo minutes
and Discussion 7\

#7 Wrap up the Sgssi V 10 minutes

el ST

120 minutes

review purposes only.
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Ready. Set. CHANGE!"

Two-Hour Training Session
Arrival of Participants

Time it takes: From the time you show up until you stz

training program

What it is about: Managing the enviro
settled

o
o
E.

§iS;

Markers
Name tents

What you will need:

How to do it: O

ange:
" 0 3

Display Slide #1 on the screen or begin
playing the SMART-START® video 15

minutes prior to the session start time.

3. Greet participants as they enter the room.

4. Ask each participant to use a marker to write

his/her name on a name tent (both sides) in
letters that are big enough for everyone to

read.

These materials.are intended for preview purposes only.

ISIon
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Ready. Set. CHANGE!"

Time it takes:

What it is about:

What you will need:

How to do it:

Two-Hour Training Session
Getting Started

15 minutes

Introducing participant
other

Flipchart
Markers

Masking tape
Parking Lot

When there will be breaks
Where the restrooms and emergency exits
are located

e Ground Rules

e Parking Lot

3. Ask participants to introduce themselves one

by one. Ask each person to provide:

e Name
e How long they have been with the
organization

e What they do in their current job

e What could be the benefit to the
organization and themselves for learning
about adapting to organizational change

Thess,makerials are intended for preview purposes only.
This page nigjenaths repfaghitdhg is strictly prohibited.



Facilitator Guide

= 4. Use the flipchart to record the list of benefits.
As you fill up each page, tear it off and tape it

/ Il \\ up on the wall where everyone can see it. [You

will use this in Step 3 (Getting Focused) when

you discuss what is in it for them.

[Facilitator Note: If the gro s too large
individual introductions, sider having

participants get into small groups to do
introductions. Ask the s 106 to creaqte
benefits list on a flipchart/ and ha

group report the benefits . Ifgi)ith
Or if they already know|e er, you ¢

v

.| Tx
]_11

ana

., These materials are intended for previe W PUrposes on nly.

ISIOﬂ oin
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Ready. Set. CHANGE!"

Two-Hour Training Session
Getting Focused

Time it takes: 15 minutes

What it is about: Introducing the learning ebjectives and t

What you will need:

How to do it:
C 1.

te

w0
I

©

[=

D

)day’s program

d engage in it together. Let’s get
started by talking about what change is.

What is change?

[Possible Responses: something is different;
something isn’t the way it used to be]

U 2. Continue the discussion. Say: Change

relates to anything that was done one

Z/[J \\ way yesterday and needs to be done

differently today. What are some

examples of changes we’ve experienced
in our organization recently? [Use the

flipchart to record the examples of

These materials.are intended for preview purposes only.

ISIOﬂ oin
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Facilitator Guide

organizational changes.]

[Possible Responses: expect a variety of
organization-specific responses, including
references to strategy, products, technology,
the workforce, markets, mergers and
acquisitions, tasks, hiring, downsizing,
globalization and others]

- 3. Continue the discussion. Say: These
" : 5 1%h at
Ay has take
14 onger|just
itiative, is it? Rlather,
tant,/and |it
2% you
impacts all
ussion. Say: Let’s do a
ercise to demonstrate the
/\\ of change. Pick up your pen or

and write your full name
mewhere on your materials. [Allow a
few seconds.] What’s your reaction? How

did that feel?

[Possible Responses: easy; simple; natural]

Now place your pen or pencil in your

other hand and write your full name
somewhere on your materials. [Allow a

few seconds.] What’s your reaction now?

.» These materials are intended fgr preview purposes only.

1IsionPoint®
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Ready. Set. CHANGE!"

Two-Hour Training Session
Understanding Change and
Behavioral Styles

Time it takes: 30 minutes

What it is about: Understanding varioug gspedts about change/and
how we experience and react to it /based|o
behavioral style

What you will need: )

How to do it:
C 1. Introduce ying: To
S C D & C i/th
caniza ange effectively, it’s

5

6 in their Participant Materials,

Understanding Change. Say: First of all,
there are two kinds of change. The first
kind of change is change that’s imposed

on us. It’s non-negotiable—we don’t have

anything to say about it. What are some

examples of imposed change?

[Possible Responses: organizational direction
or strategy; policies; technology/software;
billing procedures]

The second kind of change is change in

These materials.are intended for preview purposes only.

|5|on oint® Productions
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Facilitator Guide

which we participate—we have some
kind of role in it or the change comes
about because of our own actions or
decisions. What are some examples of

participative change?

[Possible Responses: implementing imposed
change; taking a new job;/aceepting addition
responsibilities; establishing processés to
accomplish new tasks]

ses: we feel better about it;
-in/commitment; we feel

lternative, consider using Slide #5 to briefly
nitroduce and explain the two kinds of change;
en divide participants into two groups,
assign imposed change to one group and
participative change to the other group, and
send each group to a separate flipchart for two
minutes to identify, write down and share
examples of their assigned kind of change.]

[ I P o W

vagudes of Change 3. Show Slide #6 and continue the discussion.

> Significant change
>Everyday change

Say: Change also has different

magnitudes—it’s not all alike. For

- B example, the change might be fairly

. These materials are intended fgr preview purposes only.

1IsionPoint®
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Ready. Set. CHANGE!"

Two-Hour Training Session
The Change Response
Strategy”

Time it takes: 10 minutes
What it is about: Introducing The Change Response Strategy™
What you will need: e Participant Mate
e PowerPoint Slide #12
e The Change Re rategy'| job laids
(one for each i

Strategy | wa

How to do it: O

[
Ve

erstand more about change, let’s

a practical strategy we can

¢gsponding to it.

efer participants to page 10 in their

e/Change
esporjse
trategy™

Participant Materials, The Change Response
Strategy™. Show Slide #12 and say: The

v * Change Response Strategy™ is a tool you

can use in any change situation to

analyze a change, surface potentially

unconscious feelings about the change

and help you know what to say and do to

remain positive and productive.

These materials.are intended for preview purposes only.
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Facilitator Guide

Earlier we talked about how we typically
feel when change is imposed or

participative, and we said that we feel

more positive and engaged when change
is participative. As we talk about The

{, think aba

Change Response Stratégy’

tic pants to take notes and fill in
) page 10 of their materials.]

are the outcomes for you and for
e organization of deciding to make no
commitment to the change?

[Possible Responses:

e For you: it can lead to fear, frustration,
status quo, negative feedback from your
coworkers or boss; criticism; chastisement;
increased distrust; you might decide to
leave the organization

e For the organization: it can lead to sub-
optimized work, low individual
contribution, no diversity of ideas,
increased distrust]

- These materials are intended fgr preview purposes only.

1IsionPoint®
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Ready. Set. CHANGE!"

Time it takes:

What it is about:

What you will need:

How to do it:

m C

=

Two-Hour Training Session
The Change Response
Strategy” Video and
Discussion

40 minutes

Demonstrating and digcussing The Chan
Response Strategy™

e Participant Materials

e Video — Ready. Set. CH A’OGE! M

e segment by saying; In the

main chara

employee in the billing
ment of a healthcare company

i . . .
Marcus, an employee in a financial

services organization
Over the course of this first segment,
we’re going to see them board a train
and take their seats. As you watch, listen
to what they’re saying to each other

about change.

2. Play the video introduction. From the DVD
main menu, select Video by Section, then
Introduction. If you're using the VHS, play
the video from the beginning and stop at the

Thess,makerials are intended for preview purposes only.
This page nigjenaths repfaghitdhg is strictly prohibited.



Facilitator Guide

first disguised stop tape.

3. Discuss the video. Ask: What were the key
points of this segment?
[Possible Responses: change is pervasive and
constant; navigating change is a required |skill
% 4.

ignettel”

n the firs

atch the video, make some notes
out the questions on the video

observation form.

5. Play the Clarify vignette. From the DVD main
menu, select Video by Section and then

Clarify. If you're using the VHS, play the

video through the Clarify vignette and stop at

the disguised stop tape.

.. These materials are intended fgr preview purposes only.
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Ready. Set. CHANGE!"

Time it takes:

What it is about:

What you will need:

How to do it:

Two-Hour Training Session
Wrap up the Session

10 minutes

Identifying actions partiéipants can take
engage with and navigate change; su

ion by saying:

al questions that need to be

? [Answer any questions.]

. Refer participants to page 25 in the
articipant Materials, Focus on the Future
and say: Please take a few minutes to
think about what we have covered today
and how you can apply what we’ve
talked about back on the job. What are
two things that you can take back to the
job and implement immediately? Write
them down in the space provided. [Allow

two minutes.]

Thess,makerials are intended for preview purposes only.
This page nigjenaths repfaghitdhg is strictly prohibited.



Facilitator Guide

3. Ask participants to talk in pairs and discuss

their responses. [Allow one minute.]

4. Ask for volunteers to share their answers

with the group.

5. Refer participants to page A in the Participa

. Thank the participants for taking time out of
their busy day to attend the session.

.» These materials are intended fgr preview purposes only.
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Ready. Set. CHANGE!"

Agenda for Half-Day Training Session

Half-Day Training Session (approximately 4 3/4 hours)

This agenda provides ample time to discuss and apply key conceptis. Times

indicated below include one 15-minute break. Remember to add more ti

you include any of the optional activities found in

eacilitator| R

eif

sourdges.

Step | Item //\ \ Ti?a\e \ \ //
#1 Arrival of Participants / \ 2<VA \ \ / /
#2 Getting Started / / 1} 1'nu:es\ V /
#3 Getting Focused 15 1'nu:es\ /
#4 What’s Your Experience witerl Chaqge? / 15 minutes / /
#5 Understanding Change and/Behayioral 30 minutes
Styles (m EN / ? V / / / /
#6 Interpreting The Ch%r‘gfz Ffef;pons\ﬁ Wl/é 20 minutes} /
#7 The Change R%poi?s% Kﬁﬁtf;gy \ / 10 minutes”
Suggest B \ / 15 minutes
#8 The hjt i‘ésg{r‘ \y /t vegym Video 30 minutes
and rif

trategym Video
10 ommunicate

30 minutes

HE
bR

R sponse Strategy™ Video
jon:-Commit

30 minutes

i

1] /A{ﬁplﬁyufg'l

e Change Response Strategy™

25 minutes

#12

%ttin\é it all Together

40 minutes

#13

Wrap up the Session

10 minutes

“Total Estimated Time:

285 minutes

Facilitator Note: This agenda option uses The Change Response Profile, the
report providing results from The Change Response Assessment completed

online. Be sure to provide instructions and timeline for completion. See pages
12 — 13 of this guide for more information.

This is a very full agenda. If you expect a large group or anticipate that
participants will come to the program with many questions or want to engage
in serious discussions about organizational changes, consider scheduling
more than a half day for the program.

These m

atarialsare jnte

ISIon

nded for preview purposes only.
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Ready. Set. CHANGE!"

Time it takes:

What it is about:

What you will need:

How to do it:

Half-Day Training Session
Arrival of Participants

From the time you show up until you st

training program

Managing the enviro nd getting
settled 7({

e Markers

e Name tents

[ ]

o nnge:

Display Slide #1 on the screen or begin
playing the SMART-START® video 15

minutes prior to the session start time.

3. Greet participants as they enter the room.

4. Ask each participant to use a marker to write
his/her name on a name tent (both sides) in
letters that are big enough for everyone to

read.

Thessmaterigls.are intended for preview purposes only.
This page et Febfdifiifig is strictly prohibited.



Ready. Set. CHANGE!"

Time it takes: 15 minutes
What it is about: Introducing participant
other

What you will need:

How to do it:

Half-Day Training Session
Getting Started

Flipchart
Markers

Masking tape
Parking Lot

When there will be breaks
Where the restrooms and emergency exits
are located

e Ground Rules

e Parking Lot

3. Ask participants to introduce themselves one

by one. Ask each person to provide:

e Name
e How long they have been with the
organization

e What they do in their current job

e What could be the benefit to the
organization and themselves for learning
about adapting to organizational change

These materials.are intended for preview purposes only.
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R

N,y

Facilitato

the
Thi

4. Use the flipchart to record the list of benefits.
As you fill up each page, tear it off and tape it
up on the wall where everyone can see it. [You
will use this in Step 3 (Getting Focused) when

you discuss what is in it for them.

[Facilitator Note: If the grofip is too large for
individual introductions, tonsider having

participants get into small g 0
introductions. Ask the s § to create

1))
=~
S
ks
3
s
Qo
=
-~
Nl
>
Q
S
Q
&
=
S~
3
B
o
Q
kS
S
~
>

Or if they already know
just skip to the discussi

alk more about adapting to change

and how you’ll benefit from this session.

Note:1n addition to this introductory activity, consider using

agptional SMART-START® activity found in the Facilitator Resources.
s|optional activity uses the video, SMART-START® Change:
Responding Better Together.

« These materials are intended fgr preview purposes only.
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Ready. Set. CHANGE!"

Half-Day Training Session
Getting Focused

Time it takes: 15 minutes

What it is about: i 1 jectives and t

What you will need:
te

=~
I
©
[=
D

How to do it:

N .m o
- . & ‘ ay: Today’s program
Y4 . AW
zat al change and how
grstand it, respond to it and

|
/\ Q tarted by talking about what change is.

[Possible Responses: something is different;
something isn’t the way it used to be]

k 2. Continue the discussion. Say: Change
relates to anything that was done one

%[J \\ way yesterday and needs to be done

differently today. What are some

examples of changes we’ve experienced
in our organization recently? [Use the

flipchart to record the examples of

These materials.are intended for preview purposes only.
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Facilitator Guide

organizational changes.]

[Possible Responses: expect a variety of
organization-specific responses, including
references to strategy, products, technology,
the workforce, markets, mergers and
acquisitions, tasks, hiring, downsizing,
globalization and others]

- 3. Continue the discussion. Say: These
" : 5 1%h at
Ay has take
14 onger|just
itiative, is it? Rlather,
tant,/and |it
2% you
impacts all
ussion. Say: Let’s do a
ercise to demonstrate the
/\\ of change. Pick up your pen or

and write your full name
mewhere on your materials. [Allow a
few seconds.] What’s your reaction? How

did that feel?

[Possible Responses: easy; simple; natural]

Now place your pen or pencil in your

other hand and write your full name
somewhere on your materials. [Allow a

few seconds.] What’s your reaction now?

+c These materials are intended fgr preview purposes only.
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Ready. Set. CHANGE!"

Half-Day Training Session
What’s Your Experience with
Change?

Time it takes: 15 minutes

What it is about: Introducing the concept of\change competenc

What you will need:

How to do it:

. luce ; ing: Whil
: 1€ 1d experience
ange different ways, as you noticed

anticipating, thinking about or
adjusting to change can be challenging
or most people.

( 2. Refer to the flipchart of organizational
K changes from Step 3 and say: Let’s spend a

few minutes discussing what can be

N\ O

challenging about dealing with changes

like these.

3. Assign participants into groups of three or
four (depending on class size). Once they are

in groups, say: In your groups, take a few

These materials.are intended for preview purposes only.

ISIOﬂ oin
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Facilitator Guide

minutes to discuss your personal
experience with organizational change
and what makes dealing with these
changes challenging. Also, select a
spokesperson who can present a

summary of your group/s discussion to

M

it feels like all of a sudden what I'm doing
‘t\right or good enough; I know I'm doing
e right work in the right way, but then
omeone new comes into the department and
asks for me to do my job differently, and I
don’t know how much of the request is due to
a real need for change or just a style
difference; I'm open to change, but I'm never
given the time to make the change right or
the things I need to make it happen on time;
we're just expected to go with the flow and get
things done]

[Facilitator Note: As each group finishes,
acknowledge its effort by giving praise,

clapping, etc.]

.z These materials are intended fgr preview purposes only.

1IsionPoint®
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Ready. Set. CHANGE!"

Time it takes:

What it is about:

What you will need:

How to do it:

41y
o

Half-Day Training Session
Understanding Change and
Behavioral Styles

30 minutes

Understanding varioug gspedts about change/and
how we experience and react to it /based|o
behavioral style

e Participant Mp p
e PowerPoint Slides #5 - #1

ote:\ This step in|thetraini
itroduces the goncept of behavipral
styles and gives participants an opportunity to

4

[l allow participants to compare
ng to the results of The Change
ssessment they previously took. Be
now whether participants will each
hiive their profile report with them or whether
you will be handing them out during the next
step. Language in this step assumes they have
not seen their own results yet and that you will
be handing the profile reports out in the next

step.]

1. Introduce the segment by saying: To
respond to and engage with
organizational change effectively, it’s
helpful to understand change and how

we typically experience and react to it.

Thess,materials.are intended for preview purposes only,
This page nigjenaths repfaghitdhg is strictly prohibited.



Facilitator Guide

2. Show Slide #5 and refer participants to pages

Two Kinds of Change
»Change that is imposed

B 5 — 6 in their Participant Materials,

Understanding Change. Say: First of all,
- there are two kinds of change. The first
kind of change is change that’s imposed

on us. It’s non-negotiable— al

anything to say about

examples of imposed

ow might we feel when change is

imposed on us?

[Possible Responses: we don’t like it; we're
resentful; we're not really committed to it]

How might we feel when the change is

one in which we had a chance to

participate?

[Possible Responses: we feel better about it;
we have more buy-in/commitment; we feel
ownership]

These materials are intended for preview p Urposes on
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Ready. Set. CHANGE!"

Time it takes:

What it is about:

What you will need:

How to do it:

Half-Day Training Session
Interpreting The Change
Response Profile

20 minutes

each participa
envelopes to

actlitatan Note: This'step in the training
J s The Change Response Profile, a

will be handing them out during this step.
anguage below assumes you will be handing
them out.

1. We’re going to be referring back to the
descriptions of how different people
react to change based on their
behavioral style in just a minute. But
first we’re going to take an objective,
unbiased look at your style and how you

may respond to change.

Thess,materials.are intended for preview purposes only,
This page nigjenaths repfaghitdhg is strictly prohibited.
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) Response Profile was created specific

for you based on the answers you

profile does refer to you in the third

ind-1s that this is a scientifically-

preferred style when it comes to

responding to change.

122 |S|on oin

provided in the online assessment. The

2. Distribute the profile reports. This Change

11y

W Most of all, what’s important to keep in

validated, assessment of your individual

These materials are intended for preview p urposes on nly.

Use for training is strietlygrotilsitedprodueed



Ready. Set. CHANGE!"

Half-Day Training Session
The Change Response
Strategy”

Time it takes: 10 minutes
What it is about: Introducing The Change Response Str:

What you will need:

How to do it:

.

articipant Materials, The Change Response
Strategy™. Show Slide #12 and say: The

Change Response Strategy™ is a tool you

can use in any change situation to

analyze a change, surface potentially

unconscious feelings about the change

and help you know what to say and do to

remain positive and productive.

Earlier we talked about how we typically

feel when change is imposed or

These materials are intended for preview purposes only,

ISIOﬂ oin
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Facilitator Guide

participative, and we said that we feel

more positive and engaged when change

is participative. As we talk about The
Change Response Strategy™, think about

it as a way to help change feel more

participative by being actively involve
in understanding and

change.

make no commitment to the change?
ossible Responses:

e For you: it can lead to fear, frustration,
status quo, negative feedback from your
coworkers or boss; criticism; chastisement;
increased distrust; you might decide to
leave the organization

e For the organization: it can lead to sub-
optimized work, low individual
contribution, no diversity of ideas,
increased distrust]

A second choice is to decide to partially

ISIOﬂ oin

Use for training is strietlygrotilsitedprodueed
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Ready. Set. CHANGE!"

Time it takes:

What it is about:

What you will need:

How to do it:

i

Half-Day Training Session
The Change Response
Strategy” Video and
Discussion: Clarify

30 minutes

Demonstrating and dj o 'W!%y 5t
The Change Respons egyl /6\1 rify

1€ seg ing: Int

pany

illl, a employee in the billing

artment of a healthcare company

Hoshi, a team leader in a retail

organization

e Marcus, an employee in a financial
services organization

Over the course of this first segment,
we’re going to see them board a train
and take their seats. As you watch, listen
to what they’re saying to each other

about change.

Thessmaterigls.are intended for preview purposes only,
This page et Febfdifiifig is strictly prohibited.
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2. Play the video introduction. From the DVD
@ main menu, select Video by Section, then
—— ﬁ Introduction. If you're using the VHS, play

the video from the beginning and stop at thee
first disguised stop tape.

3. Discuss the video. Ask: W] ¢
points of this segment/
[Possible Responses: ch is pe
constant; navigating change is 2

for everyone]
4. er parti¢ipa 0 pages
) Parti¢ipant Materials, Vi
e Change Response

A

p of/The|Change Response Strategy™:
arify/ You’re going to see Jill telling
arcus about a conversation she had

with Ahmad, a coworker, to help Ahmad

deal with a recent change at work. As

you watch the video, make some notes

about the questions on the video

observation form.

5. Play the Clarify vignette. From the DVD main
menu, select Video by Section and then

Clarify. If you're using the VHS, play the

These materials are intended for preview p urposes on nly.
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Ready. Set. CHANGE!"

Half-Day Training Session
The Change Response
Strategy” Video and

Discussion: Communicate

Time it takes: 30 minutes

What it is about: o the second n
payl /6\0 u te
What you will need:
ANGE!™
How to do it:
L5 — 17 in their
> ideo Observation

you’re going to see Blake telling Marcus

about a change in policy that he and

some coworkers had to deal with. As you
watch the video, make some notes about

the questions on the video observation

form.
2. Play the Communicate vignette. From the
@ DVD main menu, select Video by Section and
—— 1 ﬁ then Communicate. If you're using the VHS,

play the video through the Communicate
vignette and stop at the disguised stop tape.

These materials are intended for preview purposes only,
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.. JThese material

3. Discuss the video. Say: Blake, Stewart and
Raphael were all dealing with a change
in company policy. What was the

magnitude of the change for the

organization?

ade a suggestion about the
o respond, so he kept
king decisions/taking actions
ake the situation worse for

information he needed, which allowed him to
make suggestions about how to implement the
change and communicate the reasons for the
change to his coworkers]

Based on Blake’s reactions and concerns,
what do you think his dominant style is?
Why?

[Possible Responses: amiable—he’s concerned
about the “people impact” of this change;
analytical—he wanted information to better
understand the change; either—he was
cautious; he remained calm and served as a

s are intended for preview purposes on

Use for training is strietlygrotilsitedprodueed
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Ready. Set. CHANGE!"

Half-Day Training Session
The Change Response
Strategy” Video and
Discussion: Commit

Time it takes: 30 minutes

What it is about: Demonstrating and discussing 1')%[%51' th tep
in The Change Respgnse Stna eg/*\: Com

What you will need: e Participant

e Video — Ready! Set. CHANGLE!

&
~
kS

How to do it:

19 — 21 1in their

s0ing'to see Hoshi telling Marcus about a

change in ownership of her organization.

As you watch the video, make some notes
about the questions on the video

observation form.

2. Play the Commit vignette. From the DVD

main menu, select Video by Section and then

ﬁ Commit. If you're using the VHS, play the

video through the Commit vignette and stop
at the disguised stop tape.

These materials are intended for preview purposes only,
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- hese material

3. Discuss the video. Say: Hoshi and her
coworkers were dealing with a change

ownership. What was the magnitude

the change for the organization?

[Possible Responses: significant because it

had to be handled correctly/fo keep from

upsetting and thereby losihg employees w

would take with them th

¢ organization’s
institutional memory angd ] o of \w
processes]

What was the magnit ang

ssible Resp
uld req
ocesses 3

spoird to the “people” issues they were

ing to communicate, which caused the

D

ployees to be skeptical and withdrawn; she

ght have given them the impression that

she didn’t care about them; she talked about

the impact of the change on herself/her career,
which caused Kenesha to become defensive;

Louis withdrew/disengaged from the
conversation]

Based on Hoshi’s reactions and concerns,

what do you think her dominant style is?

Why?

[Possible Responses: analytical—she

responded with facts when her coworkers

were expressing their personal concerns and

s are intended for preview purposes on

Use for training is strietlygrotilsitedprodueed
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Ready. Set. CHANGE!"

Half-Day Training Session
Applying The Change
Response Strategy”

Time it takes: 25 minutes

in\The Change

LQV Res es
ote belo

What it is about: Practicing using the skKills
Response Strategy™

What you will need: )

How to do it:

| like

1\ Introduce the segment by saying: To begin

4Y
'~

putting it all together, we’ll watch a brief
summary of the key points from the

video.

2. Play the conclusion. From the DVD main

menu, select Video by Section and then
ﬁ Conclusion. If you're using the VHS, play the
video through to the end.

These materials are intended for preview purposes only,

|5|on oint® Productions
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Facilitator Guide

3. Review the video. Ask: What have you
learned about change?

[Possible Responses: it’s constant; it comeg
fast; it’s not flexible; some change is routine
and some is significant; we have to learn to
deal with it because it’s not going away]

¥}
o+
=
[V}
<
o
e
=]
c
[e—
o
v}
H
=]
®
o
o
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=)
921

differently to change (i.¢.]1
and at different rates);

stions
and
lers]

Impact us and others]

Why do we need to communicate about a
change?

[Possible Responses: it helps us express our
needs, get answers to questions and share our
concerns]|

Why do we need to make a decision to
commit to a change?

[Possible Responses: we owe it to ourselves
and our organizations to make a good faith

..J hese materials are intended {or preview p urposes on
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Ready. Set. CHANGE!"

Time it takes:

What it is about:

What you will need:

How to do it:

)

Half-Day Training Session
Putting it all Together

40 minutes

Understanding how indiwidual behavioral sty
influence and impact réactions within eac o
g ™

of The Change Responge Strate

e Handout #10 — Putting it|all @fether (page 69
of the Facilitator|Resourdes)

esponse Profile|rep DrEs

- \Select pne of the two
' Jandout #10 for'the
sure to select the same

that may have recently been imposed. DO NOT

se a “proposed change” that the company has
shared with you as this is not the time to
announce a change to the organization.]

1. Ask participants to have their profile reports
accessible.

2. Introduce the activity. Say: Earlier we

spent time talking about behavioral

styles, and everyone had an opportunity

to evaluate their own style and think

about how they react to change. Now we

are going to put everything we’ve been

These materials are intended for preview purposes only,

ISIOﬂ om
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talking about together and review how
each style influences and impacts cha}qge
within each step of The Change
Response Strategy™.

sitting with

3. Say: Let’s get into groups h
@ people who have the sa;

participants to szt with
behavioral style. If all st

4.
% |
scenario I'm giving you and

scuss what you would say and do
ring each state of The Change
Response Strategy™. [Allow 15 minutes for
discussion and group work.]
5. Say: Let’s debrief the imposed change as
p we evaluate each social style against the
stages of change. I want you to include
o .

the value of this style to the

_J

\J

\\1

organization’s ability to successfully
implement the change. [Ask each group to
share highlights of their conversation. Debrief

These materials are intended for preview p urposes on nly.
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Ready. Set. CHANGE!"

Half-Day Training Session
Wrap up the Session

Time it takes: 10 minutes

What it is about: Identifying actions payticipants can take
engage with and navigat ngeys
and evaluating the e 5 of tqle t

What you will need:

How to do it:
C 1. Beg

tiﬂnfn‘rr

n
J.
=
]
=]
o
<
w0
=]
oQ

]
»o

efer participants to page 25 in the

Participant Materials, Focus on the Future

2 N

( and say: Please take a few minutes to

v

think about what we have covered today
and how you can apply what we’ve

talked about back on the job. What are

two things that you can take back to the

job and implement immediately? Write
them down in the space provided. [Allow

two minutes.]

These materials are intended for preview purposes ony,

ISIOﬂ oin
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3. Ask participants to talk in pairs and discuss

their responses. [Allow one minute.]

4. Ask for volunteers to share their answers

with the group.

. Thank the participants for taking time out of
their busy day to attend the session.

These materials are intended for preview p urposes on nly.
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