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About this workbook

The unit

The main purpose of this workbook is to support you as you study
for the Chartered Management Institute Level 5 Qualification -
Management and Leadership, so it specifically focuses on the
content of the syllabus for Unit 514 Managing Change. This is not
only about developing the skills to manage change and achieve
set objectives, but to do so in a professional manner with open and
honest communication throughout the entire process.

This workbook provides underpinning knowled« "and develops
understanding to improve your skills as well< _'to prepare for
future assessment. If you are studying tox .ds Leve! “in
Management and Leadership, then you v "be ass’ sed by your
approved centre on ‘your knowledge and ur.. o unding ofd &
following learning outcomes:

1. Understand the reasons fe{ »hange in organisc 5
2. Understand approaches.to ch. »e managem=nt

3. Understand how t7¢ itiate, \lan a.. »man< ¢ change in an
organisation.

The aim ¢ \is wu <book
This workbook™ 'm* shelp y< learn how to:

B ¢ »luate type \ana. asons for change within organisations
¢« Yol hle to elect and apply theoretical models for its
Ma._ aenc
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Syllabus coverage

The table below shows which sections of the workbook address
the assessment criteria of the qualification syllabus.

514 Managing Change Addressed

within

Syllabus coverage section

1.1 Analyse the environmental factors which influence

: L 1

change in organisations

1.2 Analyse the internal factors that drive the need for 1
change in organisations

1.3 Examine the potential impact of chanc® n 1
organisations

2.1 Evaluate the use of theoretical mou.  for >
managing change

2.2 Analyse the role of leadership in gaining ti 2
commitment of others t¢. »ange

2.3 Specify reasons formnnaagin_ vith stakeh< ders >
throughout the & .nge anage =nt pr .ess

3.1 Specify thes .onale for itiating ¢. .ige within an 3
organisation

3.2 Develc olan ft. 1ange within an organisation 3

3.3 Examine ot for img menting and monitoring 3
change

3.«. .~ »mmern apprc .ches to overcome risks and 3

rrierc. ok nge

3.5 Dev 00 strategies for communicating planned 3
chang. o stakeholders

3.f ~. = practical methods to support individuals 3
throughout the change management process

3.7 Analyse methods for monitoring and measuring the 3
impact of planned change

3.8 Discuss approaches to embed and sustain 3

planned change in an organisation
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About this workbook

Getting started

Change is inevitable if an organisation is to maintain
competitiveness and currency of practice. The ability to manage
change effectively is an essential skill for a manager to be effective
in the role.

To begin with, a manager needs to be able to analyse the
environmental and internal factors which influence change in
organisations. To do this you need to have the ability to examine
the potential impact of change in organisations.

The manager should also be able to evaluate models of change
management, analyse the role of leadership in4 .ining the
commitment of others to change and specify “asons for engaging
with stakeholders throughout the change #* .nageme: process.

Developing the ability to specify the ratioric. »for i€ .ating change
within an organisation will support the need t velop a p!¢ for

change. Furthermore a manager should be ab.. 0 exas .ie tools
for implementing and monitoriz“s change.

This will enable him or her to recc. 'mend approaches to overcome
risks and barriers to chat _ weli wto deve!l U strategies for
communicating planpt .chan¢g to stai.. 20ls s.

Additionally, a mat. ~er shou¥ have the cupability to assess
practical methads to wpes ndividuals throughout the change
managemen cess, . analyse methods for monitoring and
measuring the 0. ot of . »ned change.

Finally, a manag r si. wld be' ole to discuss approaches to
em’ and susta ) plait »d change in an organisation.

How to . »e the workbook

The w<hooke provide ideas from writers and thinkers in the

ma’ uger.. rand leadership field. They offer opportunities for you

+ investigate and apply these ideas within your working
nvironment and job-role.

U ‘ucture

Each workbook is divided into sections that together cover the
knowledge and understanding required for that unit of Level 5
Management and Leadership. Each section starts with a clear set
of objectives that identify the background knowledge to be covered
as well as the management skills in the workplace that enable you
to demonstrate this knowledge. You do not have to complete the
sections in the order they appear in the workbook, but you should
try to cover them all to make sure that your work on the unit is
complete. There are self-assessment questions at the end of each
section that allow you to check your progress. You may want to
discuss your answers to the self-assessment questions with your
line manager or a colleague.
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Activities

Throughout the workbooks there are activities for you to complete.
These activities are designed to help you to develop yourself as a
manager. Space is provided within the activities for you to enter
your own thoughts or findings. Feedback is then provided to
confirm your input or to offer more ideas for you to consider.

To get the best from the workbooks, you should try to complete
each activity fully before moving on. However, if the answer is
obvious to you because the issue is one you have encountered
previously, then you might just note some bullet points that you
can then compare quickly against the feedback. ~You may
sometimes find it difficult to write your complefd esponse to an
activity in the space provided. Don’t worry 2#° Jut this — just keep
a separate notebook handy, which you c7* ‘use and< erto as
needed.

Try not to look at the feedback section before. mpleting
activity. You might like to try covering up the fec. hacks «\n a
postcard or piece of paper whi. wou are working ti. =~ gh an
activity.

Timings

Timings are sugges .d for eac section <. activity, although it is
important that you'. =ide ha ‘'much time to spend on an activity.
Some activitie® \may ¢ s only a few moments’ thought, while
others may b . n»articu. interest and so you might decide to
spend half an i »u. =more. xoloring the issues. This is fine —
the purpose of 1 2 ac_ities is_ 0 help you reflect on what you are
doi* nd to hely vou'i ntify ways of enhancing your

effec_werc . It is always worth writing something though, even if
it’s bric. - the'= ¢ writing will reinforce your learning much more
effectively. han justieferring to the feedback.

< marios

Tha = arc . enarios and examples throughout each workbook to

i .strate key points in real workplace settings. The scenarios
over a wide range of employment sectors. As you work through,

. u might like to think of similar examples from your own

€. perience.

Planning your work

The reading and reflection, scenarios and activities in each section
of the workbooks are designed to take around two hours to
complete (although some may take longer). This is a useful
indicator of the minimum length of time that you should aim to set
aside for a study session. Try to find a quiet place where you will
not be interrupted and where you can keep your workbooks, notes
and papers reasonably tidy. You may also like to think about the
time of day when you work best — are you a ‘morning person’ who
likes to get things done at the start of the day, or do you work
better in the evening when there may be fewer disturbances?
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Preparing for assessment

Further information on assessment is available in the Qualification
Support section of ManagementDirect, CMI’s online resource
portal. If you have any further questions about assessment
procedures, it is important that you resolve these with your tutor or
centre co-ordinator as soon as possible.

Further reading

Suggestions for further reading and links to management

information are available via ManagementDirect. You will also find
titles for further reading in the Further Resources at the end of this
workbook.

L
S
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Section 1 Understand the reasons for
change in organisations

Learning outcomes and assessment criteria (about 3 hours)

By the end of this section you will understand the reasons for
change in organisations and by completing this section you will be
able to:

1.1 Analyse the environmental factors which influence change
in organisations

1.2 Analyse the internal factors that drive = need for change
in organisations

1.3 Examine the potential impact of ci. »ge in< ganisations

In this section, you will start bvainderstanding the. ffet nt
environmental and internal facic. »which influence < J drive the
need for change in organisations.” »doing so yea will develop
your ability to analyse ¢ sc'. tors < ! exam . the potential
impact of change ing janisatic s.

Environmenta. "actor’ which influence change
in organig’ ‘ions

In order to mai ) thange_ <fectively, it is important to be able to
identify and unc_ rste. ' the €. ironmental factors which influence
chad m,in organi. ation.

Typic. =nv.. mmei al factors include, but are not limited to:
m Poliv
Econom.
u ou.
Technological and innovation
! Legal
L. Environmental
B Regulatory
B Competition
B Ethics.

The first four or six factors in the list above are commonly used as
a framework to conduct an analysis of the external and wider
factors that influence change in organisations.

As the CMI Management Model: Pest (Pestle/Steeple) Analysis
explains:

"PEST/PESTLE analysis is a framework to help scan the
macro-economic environment in which an organisation
operates. Extended versions of the acronym include
Environmental, Ethical, Legal or Legislative factors.
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Undertaking a PEST/PESTLE analysis can raise awareness
of threats and help to anticipate future difficulties, so that
action can be taken in advance to avoid or minimise their
effects. It can ensure that what you are doing is aligned
positively with the forces of change that affect the world. It
can alert an organisation to possible future opportunities and
may be particularly useful when operating in a new country

or region."

The model that follows presents a useful visual guide to the factors
involved in a PESTLE analysis as well as the typical areas worth
considering when analysing each factor.

( , POLITICAL

* Political stability

* Tax policies

* Programmes for
forthcoming legislation

ECONOMIC
* Inflation rates
* Exch ~tes

* E€ omicy th

SOC.

e Ed. on
) Living ditions
Trends .. hion and

‘es

S "N, noloaicad

\“

nvestment in R&D
* Changesin

Information

Technology

* Current and future
legisiation

* Regulatory bodies and
processes

. =

» Sustainability
Environmental
regulations
Customer values

12

-ployment la:
aminant p2t al
K agy

Taxation
Unemp!t ientrates

Religious beliefs
Employment pattems

Changes in technology
Speed of technological
obsolescence

Impact of technology

Employment law
Consumer protection
Industry specific
regulations

Market values
Stakeholder/investor
values

Source: CMI Management Model: Pest (Pestle/Steeple) Analysis,

The CMI Checklist 196 - Carrying out a PEST / PESTLE Analysis
is also a useful guide to understanding how a PEST/PESTLE
analysis can help to develop an understanding of the macro-
environment in which an organisation operates:

"The analysis involves reviewing factors which will have an
impact on the organisation's business and the level of
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success it will be able to achieve and may be carried out as
part of an ongoing process of environmental scanning, to
inform overall strategy development or to support the
development of a new product or service. Undertaking a
PEST analysis can raise awareness of threats to ongoing
profitability and help to anticipate future difficulties, so that
action to avoid or minimise their effects can be taken. It can
also alert the organisation to promising business
opportunities for the future. The process of carrying out the
analysis will also help to develop the ability to think

strategically."

The checklist also highlights a growing number variants which
include:

SPECTACLES - Social, Political, Econons® , Cultura!
Technological, Aesthetic, Customers, Leg »Envir® .mental,
Sectoral

PEST-C - where the C stands for cultural

SLEEPT-C - Sociological, Lega. =conomical, Envirc .mental,
Political, Technological and. Cultui

m MRP2-SYS and¢ EXIT

MRP2-SYS iséx mid-£. 2d< .itware development company that
has approxin. . %200 < fand has gained a solid reputation for
developing be. 2¢. »manu._ turing resource planning (MRP 1)
systems for the' »ou »oductic »sector.

Wil . mexplaini manc cturing resource planning as follows:

"Manu._sturirig nsc ree planning (MRP 1) is defined as a method
for the er._ntive pla..ing of all resources of a manufacturing
rampany. . ally, it addresses operational planning in units,

fine. "2lplanti g, and has a simulation capability to answer "what-
if" ¢ zsu mand extension of closed-loop MRP.

" .Is is not exclusively a software function, but the management of
2ople skills, requiring a dedication to database accuracy, and

¢ fficient computer resources. It is a total company management

cuncept for using human and company resources more

productively."

Having worked with many of the United Kingdom’s leading food

producers and well-known household brands, the directors are
keen to expand the business to Europe initially and then potentially
to a global market.

In the historic referendum on June 23rd, 2016, Britain voted to
leave the European Union. After which, the pound fell to its lowest
value since 1985. This caused the directors to call an urgent
meeting with the entire senior and middle management team to
discuss and analyse the environmental factors which need to be
considered and addressed in order to ensure the future success of
the business.
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