ChIIPing Away at Over Commitment: 
How a Change Integration and Implementation Plan can Focus Efforts, Streamline Workloads,
and Improve Job Satisfaction

ChIIP Steps Described in Detail
1.  NEEDS ANALYSIS

· Rationale - Why are we ChIIPing this? What’s not working? (Define problem.)
· This should be a “big picture” description, do not get lost in the detail here.

· Assessment: What is currently happening? (Define scope of problem.)
· Quantitative – dollars, time, numbers

· You should look for things that are measureable within your situation.  Time you are spending (translate that to dollars), money you are spending, people you are reaching (or not reaching), participant numbers…

· Qualitative – feeling, environmental scan, 

· Define the things that are happening in a more emotional or political way.  These are often the indicators that something isn’t operating at the most efficient level.  Descriptors like “hard to get anything approved,” or “it is so frustrating trying to do all this with our budget.”

· Meeting unit goals and mission?

· Define how this situation fits within your mission.  If you don’t have a unit, department, or team mission, now is the time to define it.  The question here is should we even be doing this? 

2. GOAL(S) (Where we want to get)
· Define your “perfect world (within reason)” scenario for this situation

· Outline the steps it would take to get to the “perfect world.”

3.  POSSIBLE CURES (Possible solutions)
· Look at each of the steps to your goal(s) and define what need to change from what you are currently doing.
4.  MEASURABLE OUTCOMES (How we will know we met goal(s))
· Look back at your assessment section and define what those quantitative factors should look like.  

· List the goals with very specific, measurable statements

· Establish a timeline for your goals to be met (small increments are easier to measure)
5.  IDENTIFY STAKEHOLDERS AFFECTED  (Who is affected by the change?  How will our services to them change?)   

· List all groups affected by your change (Senior Management, patrons, clients, students, only list specific people if they have individual accountability to some part of the solution).  Look above you and below you and make sure you are capturing the whole picture of who will be affected.

· Look for approval level groups and add them to your timelines in your deadlines section.

6.  ChIIP STEPS WITH DEADLINES – and who will do them

· Break it down to steps and assign who will do what.

· Build your timelines on when each item has to be completed, include your approval deadlines as well.

7.  COMMUNICATION PLAN (Who, what, when, how)
· This is the area most likely to constrain a change effort.  How many times have you heard in the ranks “we didn’t even know this was coming”?  Your plan needs to cover in detail:

· Who needs to know about the change.

· What they need to know – 1) why we are doing this, 2) how it will affect them, 3) what you need from them, 4) when you need it, 5) what you hope will come out of the change.

· When the change will start, end, how it will be measured, when the final results will be communicated. 

· How will these communications be done?  You need to define the plan down to the who will send out the email, notify the printer, …
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