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Key messages and conversation planner
	The change
	
	Completed by
	
	Date
	



Key messages
	Message
	In our own words

	Why we’re changing
	

	What’s changing
	

	What isn’t changing
	

	What it means for you
	

	Where to ask questions
	



Conversation planner
Tell people in person first, in small groups where possible, then follow up in writing. Don’t forget support staff, part-time colleagues, new starters and families.
	Group
	Who tells them
	When
	How (in person first)
	Questions we expect
	Follow-up

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	



Questions log
	Question or concern
	Raised by / when
	Our answer
	Answered on
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