SOP: Change Management and Communication
Protocols

This SOP details change management and communication protocols, covering the processes for identifying,
assessing, and implementing organizational changes effectively. It includes steps for stakeholder engagement,
communication strategies to ensure transparency, managing resistance to change, documentation requirements, and
monitoring outcomes to ensure successful adoption. The goal is to facilitate smooth transitions, minimize disruptions,
and maintain clear, consistent communication throughout the change process.

1. Purpose

To establish standardized procedures for managing organizational change and ensuring effective communication with
all stakeholders.

2. Scope

This SOP applies to all employees, managers, and departments involved in initiating, assessing, approving, or
executing organizational changes.

3. Definitions

¢ Change Management: A systematic approach to dealing with organizational changes.
¢ Stakeholders: Individuals or groups impacted by the change.
¢ Change Owner: The individual responsible for overseeing the change process.

4. Roles and Responsibilities

Role Responsibilities

Initiate change, ensure proper documentation, engage stakeholders, and oversee

Change Owner . >
implementation.

Change Advisory

Board Review, assess, and approve changes. Provide recommendations.

Communications

Lead Develop and execute communication plans. Provide regular updates.

Stakeholders Participate in feedback sessions, training, and awareness activities.

5. Change Management Procedure

Identification: Document proposed change, objectives, and rationale.

Impact Assessment: Assess risks, benefits, resource needs, and affected parties.

Approval: Submit change request to Change Advisory Board for review and approval.

Planning: Develop implementation, communication, and training plans.

Stakeholder Engagement: Identify stakeholders and involve them early. Solicit input and address concerns.
Communication: Deploy communication strategies (emails, meetings, FAQs, workshops) for transparency and
clarity.

Implementation: Execute change as per approved plan.

Monitoring & Support: Monitor adoption, address issues, provide support/training as needed.
Documentation: Maintain change records, communications, and lessons learned.

Closure & Review: Review outcomes, gather feedback, and formally close the change process.
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6. Communication Protocols

¢ Communicate early, clearly, and frequently.
e Use appropriate channels (email, intranet, meetings, bulletin boards).



¢ Maintain regular updates before, during, and after the change.
¢ Provide opportunities for feedback and two-way communication.
e Document and archive all communications for reference and compliance.

7. Managing Resistance to Change

Identify sources and reasons for resistance.

Engage directly with concerned stakeholders.

Offer support through Q&A sessions, training, and resource materials.
Escalate unresolved issues to leadership if required.

8. Documentation Requirements

Change request forms

Impact/risk assessments

Change and communication plans
Training materials

Stakeholder feedback records
Final change review report

9. Monitoring and Review

¢ Track key performance indicators (KPIs) to measure change adoption and effectiveness.
e Conduct post-implementation reviews.
¢ Update this SOP based on lessons learned and continuous improvement feedback.

10. References

¢ Company Change Management Policy
e Communication Plan Template
¢ Risk Assessment Guidelines
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