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2
Introduction

2.1
Overview

A critical success factor of any change project is effective communication. Without effective communication it is almost certain that the project will be delayed or quality will be compromised due to untimely addressing of issues, lack of buy-in and adoption of the change. 
This document provides guidance for planning the internal and external communications for changes to the processes, procedures and documentation as result as the introduction of the use of the Personal Learning Record (PLR) for the Qualification and Credit Framework (QCF). It identifies the minimum requirements for a communication plan and identifies how to determine the appropriate participants and methods for communication with each stakeholder or group.

2.2
Assumptions and Constraints

[Document all the assumptions and constraints being followed].

2.3
Success Factors

For the Communication Plan to be effective the participants need to be clearly identified and information targeted to each audience.

Consideration of the following items, when determining what messages need to be communicated can help to draft a communication plan for all individuals involved:

· Outlined change activities

· Outside project dependencies and related interactions

2.4
Reference Materials

Information to aid the identification of how ready the organisation is to adopt the use of the PLR for the QCF is available on the Skills Funding Agency website through the iGuide.  In particular, the Personal Learning Record section of the website. http://qcf.skillsfundingagency.bis.gov.uk
The iGuide provides access to a number of tools to support learning providers and advisers in the adoption and use of the PLR for QCF.  Providers and advisers access this support by either identifying each of the issues that might affect their organisation and the actions they need to take, or by completing an Readiness Assessment that will highlight the issues that the provider or adviser specifically needs to consider taking action in. Access to the support and information by either route will enable the provider to produce their own bespoke implementation plan containing only those elements of the change that are relevant to the stakeholders.
The following sections identify the people and groups who will need to be consulted, communicated with and informed throughout the change activity.

2.5
Project Sponsor

	Name
	Title, Department, Organisation
	Contact Information
	Project Roles and Responsibilities

	
	
	
	


2.6
External Stakeholders

	Name
	Title, Department, Organisation
	Contact Information
	Project Roles and Responsibilities

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	


2.7
Internal Senior Staff

	Name
	Title, Department, Organisation
	Contact Information
	Project Roles and Responsibilities

	
	
	
	

	
	
	
	

	
	
	
	


2.8
Change Champion(s)

	Name
	Title, Department, Organisation
	Contact Information
	Project Roles and Responsibilities

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	


2.9
Change Agents

	Name
	Title, Department, Organisation
	Contact Information
	Project Roles and Responsibilities

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	


2.10
Curriculum Areas, Enrolment, Registration and Examination Staff

	Name
	Title, Department, Organisation
	Contact Information
	Project Roles and Responsibilities

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	


3
Reviews and Approvals

[Identify key change milestones and activities that must be reviewed and/or approved during change project.  If the milestones are subject to any date constraints, these are listed as well, e.g. access to the Sandbox for the QCF PLR.]

	Milestone / Deliverables Required
	Target Date (if any)
	Review Responsibility
	Approve Responsibility

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	


4
Communication and Control

4.1
Communication Requirements

[Describe the primary communication requirements between the change champion and agents and the project sponsor and stakeholders across the organisation.  This section may include recurring meetings, one-time presentations, on-going reports and metrics, or other communication requirements being made of the project team.]

	Element
	Description

	Communication Participants
	The group(s) or individuals who need to exchange this information – linked to the RACI matrix

	Communication Purpose
	The objective of communicating with each identified group or individual, including the information to be exchanged and the required outcome of the communication activity.

	Communication Inputs and Outputs
	The source information used in the communication, e.g. the Skills Funding Agency website and the iGuide, and the deliverables produced as a result of the communication.

	Communication Method
	The way in which the communication is conducted, for example newsletter, intranet, teleconference or group meeting.

	Communication Frequency and Location
	The frequency of the occurrence of the communication and the physical location where the communication takes place (if applicable).

	Communication Owner
	The person who is responsible for the communication.


4.2
Communication Method

Each communication participant will be at a particular point on the commitment curve.

Awareness
[image: image1.wmf]
Understanding
[image: image2.wmf]
Buy-in
[image: image3.wmf]
Commitment
An assessment of their current and desired positions should be made before considering appropriate communication methods for each participant. Some communication methods (such as a newsletter for example) are well suited for raising a level of awareness across a wide audience with relatively little effort per person. Other communication methods (such as one-to-one meetings for example) are well suited for getting buy-in or commitment, but at the cost of relatively more effort per person.
Therefore, a portfolio of communication methods should be defined, driven by: 

· The current position of each communication participant on the commitment curve.

· The desired position of each communication participant on the commitment curve.

· The level of influence of each communication participant.

· The resources available to spend time on communications.

The Change Champion should evaluate the use of external and internal communication media. Communication can be via newsletters, road shows, workshops, teleconferences, videoconferences etc. based on project marketing needs. The Change Champion should take into consideration any existing communication channels used within the organisation, before establishing new ones, and decide whether or not they are appropriate for the change being implemented.
The communication methods selected should consider:

· How any feedback needs to be incorporated into the change plans.

· Circulating meeting information (e.g. agendas, minutes, plans) prior to the meeting, especially when the team is distributed and meeting methods may involve more extensive use of teleconference and videoconference.

· Conducting meetings with sufficient frequency to maintain the teamwork, commitment and cohesiveness developed during the initial launch of the change activity

· Making non-confidential meeting information (e.g. agenda, meeting minutes, presentation etc.) electronically available for team review.

· Scheduling team meetings to discuss shared topics and deliverables and to surface and resolve issues and concerns.

5
Example Communication Plan
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•     Learners  

   

   

   

•     Senior Management Team    

   

   

•     Project Sponsor    

   

   

   

•     Employees in Potentially   

Affected Areas   

   

•     Employees   -  other    

   

   

•     Public - at - Large   

   

Stakeholders   -     Get  learner  input   

-     Provide f eedback/outcome   

   

   

-     Provide update and “early   

warning” of change   

   

-     Get/keep buy - in and   

support for investment;   

surface concerns   

   

-     Provide update, solicit   

input, respond to rumors   

   

-     Provide update, respond to   

rumors   

   

-     Position change for the   

public image of the   

organis ation  

Communication Objectives   -     Focus groups, interviews   

two  sessions; updates as   

needed   

   

-     Monthly briefing, with   

one - on - one's   

   

-     Weekly briefing, major   

presentation on    

deliverables   

   

-     Weekly “brief - back” by   

core team with sponsor   

   

-     Monthly briefing/letter   

from the CEO   

   

-     Press releases,   

once  activity  is  launched  

Communication Mode    and Frequency  

-     Mr T and Mr s  L to arrange   

   

   

   

-     Change Champion  and  Project     Sponsor   

   

   

-     Project Manager and Sponsor,   

with participation as needed   

F rom  Change Agents  

   

-     Change Agents   to coordinate   

   

   

-     Mr T to coordinate with  Change    Champion  

   

-     Mr T to coordinate with    PR  Dept.  

Responsibility  


This is an Example of a communication plan used to identify and track the roles, message, needs, messenger, media, and timeframe for communicating change. This plan could be adopted to adopt the use of the PLR and be enhanced for each learning provider.
6
Approvals

[Describe the approval quality assurance and approval process for communication. If different approvals are required for different communication media, they should be included here.]
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[Name], [Title], [Department]
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