CHECKLIST - INTERNAL COMMUNICATION
Internal communication is particularly important in times of change to ensure people have access to accurate
and timely information. People also need to feel comfortable knowing they can ask questions and provide
feedback at any stage and that their input will be taken into account.
Conscious decisions and actions about communication are essential if authorities are genuine about
communicating with their staff and volunteers. In the case of amalgamations or boundary changes, which
involve intense periods of change, it is even more important to ensure the messages being provided are
consistent, timely and tailored to the needs of the many different stakeholders.
With the large and diverse workforces involved in the reform process, councils should also consider a wide
range of communication methods for each audience so they can adapt and use the most suitable.
Process
A communication strategy should:










outline the background of the project
define the purpose
clarify the objectives
identify the audience
determine the best approach to use
decide on the communications tools and channel(s) to use for each audience
establish the timeline
determine the budget
identify the evaluation criteria.
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What are the current methods of communication? How effective are they?
Which methods will work best for change, for different audiences?
Who will lead the internal communication? Are they clear on the purpose of the communication?
Is communication a standing item on the meeting agenda of the change management/steering group
overseeing the change management process?
What needs to be communicated? How? When?
Are the messages clear? What is the purpose of the change? What does the council want to
achieve?
What is the intended result of the communication exercise?
How will it affect staff, their families, volunteers, contractors, suppliers?
What are the benefits?
What are the issues?
What are the other impacts?
How can staff find out more? Where can they go for answers? Who can they talk to - by telephone,
email, face-to-face with their manager, team briefings, in change management workshops or other
methods?
Are the messages getting through to all levels, locations? Are supervisors well-informed and able to
provide correct information, answers?
Is the feedback from staff and others getting through to the change managers, the communication
team? Is it being considered, acted on, acknowledged?
Can people see that their views and suggestions count and that they are being listened to?
Are the myths growing? What is being done to counter them?
Is the strategy working, what changes need to be made to improve the internal change
communication?
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