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Change Readiness Toolkit: Diagnosing and Driving 
Adoption  

1. Purpose 

This toolkit is a practical resource designed to help organizations diagnose their 
readiness for change initiatives and equip their teams with the essential tools to 
e昀昀ectively drive adoption within the Vietnamese business context. By understanding the 
key factors that innuence change readiness, organizations can proactively address 
potential challenges and ensure smoother, more successful transformations. 

 

2. Interactive Toolkit Navigation 

(Note: In a real implementation, these would be clickable tabs within an interactive PDF) 

• Self-Assessment Quiz 

• Workshop Templates 

• Communication Playbook 

• Training Modules 

 

Self-Assessment Quiz   

This short quiz will help you gauge your organization's readiness for change across three 
key dimensions: cultural resistance, leadership alignment, and process nexibility. Answer 
each question honestly using the following scale: 

• 1 - Strongly Disagree 

• 2 - Disagree 

• 3 - Neutral 
• 4 - Agree 

• 5 - Strongly Agree 

Questions: 

1. Our organization has a history of successfully adapting to signiocant changes. (1-
5) 

2. Employees in our organization generally embrace new ideas and ways of 
working. (1-5) 

3. Leadership clearly communicates the rationale and beneots of change initiatives. 
(1-5) 

4. There is a strong sense of shared vision and purpose across di昀昀erent teams. (1-5) 
5. Our organizational structure allows for nexibility and adaptation to new 

requirements. (1-5) 
6. Cross-functional collaboration is common and e昀昀ective in our organization. (1-5) 
7. Employees feel empowered to voice concerns and suggestions regarding change. 

(1-5) 
8. Our processes are well-documented and relatively easy to modify when needed. 

(1-5) 
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9. We have e昀昀ective mechanisms for measuring the impact and progress of change 
initiatives. (1-5) 

10. Our organization invests in training and development to support employees 
through change. (1-5) 

11. Leaders actively champion and model the desired changes. (1-5) 
12. Employees understand how upcoming changes will impact their roles and 

responsibilities. (1-5) 
13. We have open and transparent communication channels throughout the 

organization. (1-5) 
14. There is a culture of continuous improvement and learning from both successes 

and failures. (1-5) 
15. Our organization is generally receptive to external trends and market shifts. (1-5) 

Scoring: 

• 45-75 Points: High Readiness - Your organization demonstrates a strong 
foundation for embracing and implementing change. 

• 30-44 Points: Moderate Readiness - Your organization has some strengths but 
may face certain challenges in implementing change. Focus on addressing areas 
with lower scores. 

• 15-29 Points: Low Readiness - Your organization may encounter signiocant 
resistance and challenges during change initiatives. A focused e昀昀ort on building 
readiness is recommended. 

Dimensions: 

• Cultural Resistance (Questions 2, 7, 14): Higher scores indicate a more change-
receptive culture. 

• Leadership Alignment (Questions 3, 4, 11): Higher scores indicate stronger 
leadership support and a unioed vision for change. 

• Process Flexibility (Questions 5, 8, 15): Higher scores indicate a more agile and 
adaptable organizational structure and processes. 

 

Workshop Templates   

These templates provide agendas for stakeholder alignment sessions focused on 
specioc aspects of change. Feel free to adapt them to your specioc needs. 

Template 1: Understanding the Need for Change - "Why Now?" 

• Objective: To create a shared understanding among stakeholders regarding the 
drivers and urgency of the proposed change. 

• Target Audience: Key leaders, department heads, and change champions. 
• Agenda:  

o (15 mins) Introduction and Icebreaker 

o (20 mins) Presentation: Overview of the internal and external factors 
driving the need for change (e.g., market dynamics, regulatory shifts in 
Vietnam). 
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o (30 mins) Brainstorming Session: "The Impact of Not Changing" - 
Facilitated discussion on the potential consequences of maintaining the 
status quo. 

o (25 mins) Group Activity: Identifying Key Beneots of the Proposed Change 
- Participants work in small groups to articulate the positive outcomes. 

o (10 mins) Wrap-up and Next Steps 

Template 2: Brainstorming Session - "Regulatory Shifts in Vietnam" 

• Objective: To gather insights and perspectives from stakeholders on specioc 
regulatory changes and their implications for the organization. 

• Target Audience: Legal, compliance, operations, and relevant department 
representatives. 

• Agenda:  
o (10 mins) Introduction and Overview of Relevant Regulatory Changes. 
o (40 mins) Facilitated Brainstorming:  

▪ What are the potential impacts of these regulatory shifts on our 
current operations? 

▪ What opportunities might these changes present? 

▪ What are the potential risks and challenges we need to address? 

o (20 mins) Categorizing and Prioritizing Ideas: Group discussion to identify 
key themes and prioritize action areas. 

o (10 mins) Action Planning and Next Steps 

 

    Designed by studiogstock / Freepik 
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Communication Playbook   

This playbook provides sample messaging for communicating change initiatives through 
various channels. Remember to adapt these messages to your specioc context and 
audience. 

 

Sample Town Hall Announcement: 

"Good morning/afternoon everyone, 

Today, we want to share some important updates regarding [Name of Change Initiative]. 
As you know, the business landscape in Vietnam is constantly evolving, and to ensure 
our continued success and growth (Cùng nhau phát triển – Grow together), we need to 
adapt and innovate. 

This initiative aims to [brieny explain the purpose and key objectives of the change]. We 
understand that change can bring questions, and we are committed to keeping you 
informed every step of the way. We will be holding further information sessions and 
providing regular updates through email and team brieongs. 

Your input and participation are crucial to the success of this transformation. We 
encourage you to ask questions and share your feedback. Together, we can navigate this 
change and build a stronger future for [Company Name]." 

 

Sample Email Update: 

Subject: Update on [Name of Change Initiative] 

Dear Team, 

Following our recent announcement at the town hall, this email provides a further 
update on the [Name of Change Initiative]. 

We are currently in the [current stage of the change process] phase, focusing on [key 
activities in this phase]. We have made progress in [mention specioc achievements or 
milestones]. 

We understand that you may have questions or require further clariocation. We have 
created a dedicated FAQ document [link to FAQ] on our intranet. We will also be holding 
team brieongs next week to address any concerns you may have. Please reach out to 
your manager or the project team [contact information] if you have any immediate 
questions. 

Thank you for your continued commitment and support as we work together to 
[reiterate the overall goal – e.g., enhance e昀케ciency, improve customer satisfaction]. 

Sincerely, 

The [Relevant Leadership/Project Team] 
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Sample Team Brie昀椀ng Points: 

• "Today, I want to discuss the upcoming changes related to [Name of Change 
Initiative] and how they will speciocally impact our team." 

• "The key reasons for this change are [explain the rationale in the context of the 
team's work]." 

• "Here's a breakdown of the key changes that will a昀昀ect our day-to-day tasks 
[provide specioc details]." 

• "We understand that you might have concerns about [address potential concerns 
proactively]." 

• "We will be providing training on [mention relevant training opportunities]." 

• "Your feedback is important. Please feel free to ask questions and share your 
thoughts." 

• "Remember, Cùng nhau phát triển – we will grow together through this 
transition." 

 

Training Modules   

These role-playing scenarios are designed to equip middle managers with the skills and 
conodence to address employee resistance to change e昀昀ectively. 

 

Scenario 1: Addressing Concerns about Increased Workload 

• Role Player 1 (Middle Manager): You are leading a team that will be signiocantly 
impacted by a new technology implementation. One of your team members, Anh, 
has expressed concerns about the potential for increased workload during the 
initial transition period. 

• Role Player 2 (Employee - Anh): You are a valuable team member who is 
generally open to change but is worried about being overwhelmed with learning 
a new system while still maintaining your current responsibilities. You express 
your concerns to your manager. 

• Objective: The middle manager should practice active listening, acknowledging 
Anh's concerns, and collaboratively exploring solutions such as reprioritization of 
tasks, temporary support, and clear timelines for training and stabilization. 

 

Scenario 2: Handling Resistance Based on Comfort with the Status Quo 

• Role Player 1 (Middle Manager): You are introducing a new process aimed at 
improving e昀케ciency. One of your long-standing team members, Binh, is resistant 
to the change, stating that the current way of doing things has always worked 
well. 

• Role Player 2 (Employee - Binh): You have been with the company for several 
years and are comfortable with the existing processes. You are skeptical about 
the beneots of the new process and express your preference for sticking with 
what you know. 
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• Objective: The middle manager should practice explaining the rationale behind 
the new process, highlighting the beneots in a way that resonates with Binh, and 
addressing his concerns about the potential challenges of adopting the new 
approach. Emphasize the long-term beneots and o昀昀er support during the 
transition. 
 

 

Scenario 3: Dealing with Fear of Skill Obsolescence 

• Role Player 1 (Middle Manager): Your team is transitioning to a more data-
driven approach, requiring new analytical skills. One of your team members, Chi, 
is worried that her current skills will become obsolete and that she may not be 
able to learn the new required skills. 

• Role Player 2 (Employee - Chi): You are a dedicated employee who is concerned 
about your ability to adapt to the new technical requirements. You express your 
fear of not being able to keep up and potentially losing relevance in the 
organization. 

• Objective: The middle manager should practice empathizing with Chi's concerns, 
reassuring her of the company's commitment to providing adequate training and 
support, and highlighting opportunities for professional development and 
growth. Focus on building her conodence and highlighting the value of her 
existing experience in the new context. 

 

3. Contact Us 

VIET Transformation Advisors Co. Ltd. is committed to helping your organization build 
change readiness and achieve successful transformations in Vietnam. Contact us to 
learn more about how we can support your change initiatives. 

 

VIET Transformation Advisors Co. Ltd. 
Công Ty TNHH Có V̀n Chuyển Đổi VIàT 

� 100 Đ. Nguyßn Thị Minh Khai | Phường 6 | 
Quận 3 | Hồ Chí Minh | Vietnam 

� contact@viet-ta.com 

  www.viet-ta.com

   LinkedIn Prool

Awareness Understanding Acceptance Commitment

http://www.viet-ta.com/
https://www.linkedin.com/company/viet-transformation-advisors

