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Navigating 
Workplace 
Change
A Facility Manager's Guide

Change in the Workplace

Large Changes

Moving to a new building across 

town.

Small Changes

Introducing a new recycling system.

Impact on Teams

Even small changes can have a big 

impact on teams.

Types of Workplace Changes

1 Physical Changes

These changes are visible and tangible, such as rearranging the 

office layout or relocating to a new building.

2 Process Changes

These changes might not be as visible, but they can have a big 

impact on how people work day-to-day.

3 Cultural Shifts

These changes often go hand-in-hand with physical changes, 

but they're more about how people interact and work together.

4 Technological Updates

These changes often promise increased efficiency, but they can 

also come with a learning curve.
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Impact on Employees

Stress and Uncertainty

Change can cause stress and 

uncertainty for employees.

Productivity Impact

Changes can affect productivity, but 

can also lead to improvements.

Potential Resistance

Employees may resist change, either 

openly or subtly.

Why People Resist 
Change

Fear of the Unknown

Change brings uncertainty, which can be scary. People might 

worry about their performance, skills, and relationships with new 

team members.

Loss of Control

Change often means new rules and processes, which can make 

people feel like they have less control over their work.

More Reasons for Resistance

Comfort with Familiarity

People are creatures of habit and prefer routines. Change 

disrupts these routines, making people feel 

uncomfortable.

Past Experiences

Negative experiences with past changes can make 

people wary of future changes. Poorly managed changes 

can lead to distrust.
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Supporting Change: Communication

Clear Messaging

Consistent communication is key to 

avoid confusion and rumors.

Multiple Channels

Use various methods to reach 

everyone, like emails, meetings, and 

written updates.

Two-Way Communication

Create opportunities for feedback 

and questions to build trust.

Supporting Change: Employee 
Involvement

Seek Input

Ask for ideas and feedback throughout the change journey.

Offer Choices

Give employees options when possible, like desk setup or equipment.

Build Buy-in

Involvement helps build buy-in and makes the change more successful.

Supporting Change: Training

Initial Training

Provide necessary skills to use new technology or processes.

Formal training sessions, online courses, or hands-on 

workshops.

Ongoing Support

Offer help desk, change champions, user guides, or FAQs.

Consider a buddy system for peer-to-peer learning.
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Supporting Change: 
Implementation

1 Gradual Changes

Implement changes gradually to make them less overwhelming.

2 Pilot Groups

Test new changes with a pilot group before wider implementation.

3 Lead by Example

Managers should embrace the changes they are asking employees to 

adopt.

4 Positive Attitude

Show enthusiasm for the positive aspects of the change.

Effective Communication 
Strategies

Timing

Communicate early and often, before rumors spread.

Clarity

Use simple, clear language that everyone understands.

Honesty

Acknowledge unknowns and be transparent with employees.

Review

Have trusted colleagues review messages for clarity.

More Communication 
Strategies

Visual Aids

Use visual aids to make complex information easier to understand.

Two-Way Dialogue

Encourage questions and feedback to build trust and understanding.
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Addressing Resistance

1 Acknowledge 
Concerns

Listen to and acknowledge 

concerns, even if they seem 

unfounded.

2 Provide Information

Address misconceptions with 

clear, factual information.

3 Turn Skeptics into 
Supporters

Empathy and facts can help 

turn resistance into support.

Monitoring and Evaluation

Track Progress

Conduct surveys and track productivity metrics to assess the 

effectiveness of the change.

Address Issues

Identify and address any problems that arise during the 

implementation process.

Adjust and Adapt

Be flexible and willing to make adjustments based on feedback 

and observations.

Key Takeaways

Impact of Change

Every change affects people 

differently. Understanding the impact 

helps us plan effectively.

Effective Communication

Clear, consistent communication is 

crucial for success.

Employee Support

Involve and support employees 

throughout the change journey.

13

14

15


