 ADVANCE \d06 Thriving in Change


COURSE PURPOSE

The purpose of this course is to help the Disaster Field Office staff identify, understand, and cope with the many stages of change.  The students will create a “Personal Change Reliever” to use in any situation where change is an issue.

COURSE OBJECTIVES

The objectives of this course are to enable the students to:

· Identify methods and procedures to handle change.

· Create a personal change reliever action plan to use when faced with change.

TARGET AUDIENCE
The target audience for this training includes all DFO cadres/staff.

APPROXIMATE TIME

2 hours

CONTENTS

This course includes the following:

· Course Welcome and Overview

· Activity:  Ice Breaker/Introduction–What’s Changed?

· Identifying Change

· Dislikes of Change (Why, Physical/Psychological Effects, Job Impact)

· Controllable versus Uncontrollable Changes

· Activity:  Controllable versus Uncontrollable Changes

· The Four Stages of Change

· Current Methods Being Used to Manage Change

· Creating a Personal Change Reliever

· Activity:  Creating a Personal Change Reliever 

· Course Summary and Evaluation

PREPARING

Use the following checklist to help you prepare for this course:



Supplies and Equipment

· Visuals 1 through 7  (See Visual Masters section of this document.  Prepare the visuals if necessary.)

· Overhead projector with screen

· Masking tape

· Chart paper, easels, and markers

· Name cards

· Pens, pencils, and note paper

Handout Materials (See Handout Masters section of this document.)

· Thriving in Change Summary

· Stages of Change

· Change Relievers Template

· End-of-Course Evaluation Form



NUMBER OF INSTRUCTORS

One or two instructors may be used to teach this course.



INSTRUCTOR QUALIFICATIONS

Instructors should have training experience, as well as previous experience working at a DFO. Instructors with previous disaster field training experience should teach this course.  If you are inexperienced, request an experienced instructor to co-instruct the course with you.

COURSE WELCOME AND OVERVIEW





Visual 1
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Begin this course by showing the first visual as a welcome screen.


[image: image2.wmf]Thriving in Change






Visual 2
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Display Visual 2 and review the following course objectives.


[image: image4.wmf]Course Objectives

u

Identify methods and procedures to

handle change.

u

Create a personal change reliever action

plan to use when faced with change.



[image: image5.wmf]
Thriving In Change Summary
Distribute the handout titled, “Thriving in Change Summary.”  Tell the students that they can use this handout to take notes.  (A master copy of this handout appears at the end of these course materials.)



COURSE WELCOME AND OVERVIEW





[image: image6.wmf]
10 minutes


ACTIVITY:  ICE BREAKER/INTRODUCTION–WHAT’S CHANGED?

Conduct this activity as follows:

1. Pair students into groups of two.

2. Instruct them to turn with their backs to each other.  

3. Instruct each student to change one item about his/her appearance.

4. Once both have changed items, ask the students to turn and face each other and identify what item was changed.

5. Ask each student to introduce his/her partner to the class and tell the class what item was changed.

6. Ask the following discussion question:
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How comfortable was it to make a change?






Visual 3

[image: image8.wmf]

Display Visual 3, read the quote, and then ask if this sums up what change is all about.


[image: image9.wmf]Fear of Change

“It’s not so much that we’re afraid

of change or so in love with the

ways, but it’s that place in between

that we fear. . . It’s like being

between trapezes.  It’s 

Linus

 when

his blanket is in the dryer.  There’s

nothing to hold on to.”

Marilyn Ferguson, Author and Futurist







IDENTIFYING CHANGE
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When you think of change, how would you define it?







· If not mentioned by the students, add the following examples:

· Not doing things the same way.

· Different from what I am accustomed to.



Visual 4
[image: image11.wmf]

Display the following visual.


[image: image12.wmf]Webster’s Definition of

Change

u

To be different; alter

u

To give a completely different form or

appearance; transform

u

To give and receive reciprocally;

interchange

u

To go from one phase to another
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Review the following key points:
· In order to change, according to Webster, something must be altered.

· Transformation is not always a bad idea.
· Rarely do we look at change as a giving and receiving process.


DISLIKES OF CHANGE

[image: image14.wmf]

Record the answers to the following questions on chart paper and post them around the room.
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Why do we dislike change?







· If not mentioned by the students, add the following examples:

· Fear of the unknown

· Disrupts comfort zone

· Do not understand reasoning behind change

· Helplessness

· Out-of-control
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What physical or psychological effects does change create?







· If not mentioned by the students, add the following examples:

· Headaches

· Anxiety

· Appetite change

· Distrust

· Inability to get organized

· Teeth grinding
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How does change impact your job?






· If not mentioned by the students, add the following examples:

· Fear of losing job if not conforming to new change

· Unknown new procedure

· New personalities involved




CONTROLLABLE VERSUS UNCONTROLLABLE CHANGES




Visual 5
[image: image18.wmf]

Display the following visual.


[image: image19.wmf]Controllable Versus

Uncontrollable

Uncontrollable

u

Items that no

matter what we do,

we cannot change.

Controllable

u

Items that we can

influence or

discuss with others

and will be able to

change.
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Review the following key points:

· There are items that can be controlled and not controlled in a changing environment.

· Controllables are items that we can influence or discuss with others or will be able to change (e.g., to get better clarification of a change, respond differently, or ask more questions).

· Uncontrollables are items that no matter what we do, we cannot change them immediately (e.g., budget, timing, and personnel).



CONTROLLABLE VERSUS UNCONTROLLABLE CHANGES 
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25 minutes
ACTIVITY:  CONTROLLABLE VERSUS UNCONTROLLABLE CHANGES
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Instructor Note:  This activity should be conducted in small table groups with no more than 4 to 5 students per group.




Conduct this activity as follows:
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1.
Give each group chart paper and markers to list all recent controllable and uncontrollable changes they have undergone. 

2. Allow the students 10 minutes to complete this assignment.  When all of the groups have finished, direct each group to exchange their list with another group.

3. Ask each group to review the list they have been given.

4. If as a group, they decide one item should be moved from one category to the other, ask them to draw an arrow to the proper category with a colored marker.  (Give each team a different colored marker.)

5. The activity is completed when all groups have had the opportunity to review another group’s list.





[image: image24.wmf]
Looking at your edited lists, do you agree with the changes made by the other groups?  Why or why not?
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Instructor Note:  Allow each group that made a change to justify why the change was made.



THE FOUR STAGES OF CHANGE




Visual 6
[image: image26.wmf]

Display the following visual.


[image: image27.wmf]Stages of Change

DENIAL

RESISTANCE

EXPLORATION

COMMITMENT
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Instructor Note:  You can move through any one of these stages at any given time.  No actual timeframe is required to change stages.
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Stages Of

Change
Distribute the handout titled, “Stages of Change” to the students.  Ask them to fill in the definitions and signs for their reference.  (A master copy of this document is included at the end of these course materials.)
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Review the following key points:

· Denial Definition:  The first response is numbness.  The announcement does not sink in.  Nothing happens.  People continue to work as usual.  It appears that productivity will continue and nothing will be affected.

· Denial Signs – Withdrawal, business as usual, focus on the past, there’s activity, but not much gets done.

· Resistance Definition:  People begin to experience self-doubt.  Productivity dips drastically and people are often upset and negative.  Managers hear a lot of grumbling.  Work-related absences multiply.
· Resistance Signs – Anger, blame, anxiety, depression and even retirement on the job.  “What is the difference?  They don’t care anymore.”



THE FOUR STAGES OF CHANGE


Visual 6
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Continue to show Visual 6.

Review the following key points:
· Exploration Definition:  Energy is released as people focus their attention on the future and toward the external environment once again.  Another word for this phase is chaos.  People are trying to figure out their new responsibilities.
· Exploration Signs – Over preparation, confusion, chaos, energy.  “Let’s try this and this and what about this . . .”  Lots of energy and new ideas, but a lack of focus.

· Commitment Definition:  Employees are ready to focus on a plan. They are willing to create a new mission and build action plans to make it work.

· Commitment Signs – Employees begin working together.  There is cooperation and a better focus.  “How can we work on this?”  Those who are committed are looking for the next challenge. 






CURRENT METHODS BEING USED TO MANAGE CHANGE
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What methods have you used in the past to manage change in the following categories?

· Anticipation/Warning Signs

· Physical Methods

· Psychological Methods

· Job Impact
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Record methods that were suggested during the discussion on chart paper.  Place headers on each page that read:

· Anticipation/Warning Signs

· Physical Methods

· Psychological Methods

· Job Impact
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Ask a student to give the class an example of when he or she has had an experience of undergoing a lot of change in the DFO.
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Instructor Note:  It is important that you narrow the example down to a common one that everyone can identify or has undergone at the DFO.
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How did you handle the change?  Well or poorly?

(Bad Method)  What could you have done differently? 
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Instructor Note:  If a bad example is given, make sure the entire group gives suggestions on how they could have handled it differently.
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Record the experience and methods used during change on chart paper.




CREATING A PERSONAL CHANGE RELIEVER




Visual 7
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Show the following visual.


[image: image40.wmf]Change Relievers
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Personal Change Reliever Template
Distribute the Personal Change Reliever template to the students.  (A master copy of this handout appears at the end of these course materials.)


CREATING A PERSONAL CHANGE RELIEVER 
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10 minutes
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ACTIVITY:  CREATING A PERSONAL CHANGE RELIEVER

Instructor Note:  Allow the students 5 minutes to create their initial listing of signs.  Also, suggest that they may want to create methods from what has been posted around the room.  

Conduct this activity as follows:

1. Instruct the students to take a few minutes to think about what signs they personally feel when change is about to occur.

2. On chart paper, write the feelings/warning signs in the left column.

3. If they already have an idea of a method they could use to manage change, then write the method on the right side.

4. Repeat this process for Physical, Psychological, and Job Impact.

5. Ask if anyone is having difficulty with any of the methods.  If so, ask the students to offer suggestions on ways to manage that particular sign.



COURSE SUMMARY AND EVALUATION
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Would anyone like to volunteer an anticipation/warning sign that he or she commonly experiences and what method was written to help manage it?
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Instructor Note:  Make sure that you solicit from every category.

· Anticipation/Warning signs

· Physical

· Psychological

· Job Impact

If a bad example is given, make sure the entire group is given the opportunity to suggest how they would have handled it differently.  Make sure all students have a completed “Change Reliever” before leaving the class.  Instruct the students to take this reliever form and post it where they can reference it when they feel one of the signs occurring.
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Ask the students to complete the end-of-course evaluation form.
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Distribute the course completion certificates to each student.
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Thank the students and the instructional staff.
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Fear of Change







“It’s not so much that we’re afraid of change or so in love with the ways, but it’s that place in between that we fear. . . It’s like being between trapezes.  It’s Linus when his blanket is in the dryer.  There’s nothing to hold on to.”

Marilyn Ferguson, Author and Futurist
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Stages of Change
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Controllable Versus Uncontrollable

Uncontrollable



		Items that no matter what we do, we cannot change.



Controllable



		Items that we can influence or discuss with others and will be able to change.
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Change Relievers
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Webster’s Definition of Change

		To be different; alter



		To give a completely different form or appearance; transform



		To give and receive reciprocally; interchange



		To go from one phase to another
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Thriving in Change
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Course Objectives

		Identify methods and procedures to handle change.





		Create a personal change reliever action plan to use when faced with change.







UNKNOWN-0






_948645514.doc



_948693974.doc



_948635005.doc



