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Introduction

Welcome to the certification segment of "Change Announcements: Don’t Be a Ghost."
This session is tailored to empower you, as coaches and consultants, to guide your
clients through effective change communication strategies. By the end of this training,
you'll be well-equipped to assist clients in crafting announcements that engage and
inform their audiences effectively during times of change.

Module Overview

Today, we will delve into:
o Strategic Communication: Mastering the art of change announcements to keep
stakeholders informed and engaged.
« Media and Message Alignment: Selecting the appropriate mediums for
announcements and crafting messages that resonate.
« Timing and Sequence for Announcements: Understanding the best practices
for when and how to communicate changes to different audiences.

Tips for Group Sessions

e Role-playing Exercises: Simulate scenarios where participants practice
announcing changes to various stakeholder groups, focusing on timing and
response management.

o Discussion of Best Practices: Facilitate discussions on successful change
announcements and common pitfalls to avoid.

e Interactive Workshops: Conduct workshops where participants can create and
critigue change announcement plans for hypothetical business scenarios.

Tips for |:1 Sessions

e Customized Communication Plans: Work individually with clients to develop
personalized change announcement strategies that align with their business
dynamics.

« Rehearsal and Feedback: Offer a safe space for clients to practice their
announcements and provide constructive feedback to refine their approach.

e Progress Tracking: Help clients set up systems to monitor the effectiveness of
their communication strategies and make adjustments as needed.
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Worksheet Guidance

o Actionable Steps: Provide worksheets that guide clients through the process of
drafting and sequencing their change announcements.

e Scenario Analysis: Include sections in the worksheets for analyzing the impact
of different timing and sequencing strategies.

o Feedback Collection: Design parts of the worksheet to help clients plan how
they will collect and use feedback post-announcement.

Addressing Sticking Points

e Resistance to Change: Clients might be hesitant to communicate changes
effectively. Encourage them to understand the value of transparency in building
trust.

o Message Clarity: Help clients refine their messaging to ensure clarity and
prevent miscommunication.

o Audience Engagement: Equip clients with techniques to gauge audience
engagement and adjust their communication strategies accordingly.

Conclusion

As you guide your clients through this module, your role is to instill confidence in them
to handle communications around business changes proactively. They should come
away with the skills to craft clear, timely, and effective change announcements that
foster an environment of transparency and trust. Your guidance is crucial in helping
them navigate the complexities of change communication. Good luck, and remember,
your expert coaching and consulting will prepare them to face any business
transformation with assurance and strategic acumen.
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