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10 Proven Steps for
Successful Change
Management




The challenge of change

Introducing a new tool is more than a simple change. It's about
transforming the way we work together. This shift goes beyond just
learning new features — it requires everyone in an organization to
adjust to new ways of working. But the success of changing tools
hinges on buy-in and adoption.

According to research from McKinsey, 70% of change initiatives

don't hit their goals, often due to employee resistance and insufficient
support from management. This emphasizes the need for a carefully
planned, inclusive approach to introducing new tools.

Here are a few change management best practices to encourage
a smooth transition and make the most out of your new tool:



https://www.mckinsey.com/featured-insights/leadership/changing-change-management

Best practices to effective
change management

1. Establish
clear objectives

Begin by defining what success looks like. McKinsey research suggests
setting SMART (Specific, Measurable, Achievable, Relevant, Time-bound)
goals to give your change management initiative direction and purpose. For
example, a SMART goal could be: "Increase customer satisfaction scores by
20% within the next 12 months through the implementation of the new
customer service platform.”

2. l[dentify and involve champions
and stakeholders early

ldentify who will be affected by the change. Involve them from the start by,
providing good resources and support to champion the transition. Consider
organizing a workshop to walk through the tool's benefits and gather insights
on how it can be tailored to meet department-specific needs.


https://www.mckinsey.com/capabilities/people-and-organizational-performance/our-insights/successful-transformations

3. Communicate
4+ ¢ transparently and
< Q(@ regularly

Keep everyone in the loop with clear, simple updates about the new tool,
why it's needed, and what benefits to expect. Use a mix of communication
channels, like Slack, email, or in meetings, to share progress, and

highlight successes.

4. Provide comprehensive training
and support

Develop a training program that caters to different learning styles and roles,
including live sessions, recorded tutorials, and written guides. Create an FAQ

document based on initial feedback to address common questions or
concerns. This also promotes a culture of continuous improvement and
adaptation to new processes.

5. Translate
existing processes
and plan your
migration strategy

Start with a detailed review of your current workflows and highlight, essential
tasks, dependencies, and goals. This review is essential to identify migration
needs and optimize processes with the new tool. This is also a chance to
simplify or remove workflows altogether to make your fresh start as

effective as possible.



6. Implement a phased rollout

Introduce your new tool in stages to manage the change more effectively.
Start with a pilot group of users before rolling out to the entire organization.
This helps to iron out issues with a smaller group to make the full-company
rollout more efficient.

7. Monitor

progress and
gather feedback

Use the objectives set at the outset as benchmarks for progress. Collect
feedback regularly to understand user satisfaction and to identify any
obstacles. This will help to ensure that you're implementing your new
tool effectively and making the most out of it.

8. Foster a supportive culture

Develop a training program that caters to different learning styles and roles,
including live sessions, recorded tutorials, and written guides. Create an
FAQ document based on initial feedback to address common questions

or concerns. This also promotes a culture of continuous improvement

and adaptation to new processes.



9. Document
everything

Keep a thorough record of processes, training materials, feedback received,
and adjustments made. These documents are invaluable for future change
initiatives to understand what’s worked and what hasn’t. In addition to
documenting each step of your strategy, run retrospective sessions with
the team to review processes and find opportunities to improve. From this,
create a playbook based on successes and learnings, ensuring clear
communication with all stakeholders and setting realistic expectations

for the migration timeline.

10. Keep an eye
oh adoption and
iterate often

Incorporate user feedback and organizational changes into regular adjustments
for continuous improvement. Establish a recurring review process, like quarterly

assessments, to gauge tool usage and its effects on productivity or efficiency,
refining strategies based on these insights.



Fostering adoption
& sustaining change

Adopting a new tool is like learning a new habit — it takes time and
positive feedback. When you celebrate those who lead the way and
share their success stories, it motivates everyone to get on board.
As you get comfortable with the new tool, your focus turns to
making it a natural part of your work life and company culture.
Regularly fine-tuning and updating the tool ensures it keeps up
with our changing needs.

Following these steps helps organizations navigate the challenges
of introducing new tools more effectively. The aim is a smooth
transition that boosts how we work together, encourages teamwork,
and continuously enhances our capabilities, fully realizing the
benefits of the new tool within our projects.

Learn how to migrate to Notion for project management.



https://www.notion.so/help/guides/migrating-to-notion-for-project-management

A Connected Workspace where
modern teams create and share docs,
take notes, manage projects, and
organize knowledge — all in one place.
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